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Outline for Curriculum Guide
I. Acknowledgments
II. Overview

a. Objective
i. Educators will be able to use the curriculum guide as a tool to integrate TWC’s Labor
Market and Career Information’s resources into Career Development 
classrooms, with a focus on helping students understand and explore the 
world of work and further their pursuit of secondary and post secondary
education.

b. Audience
i. Exploring Careers Teachers (7-8th Grade Level)
ii. Career Portals Teachers (7-8th Grade Level)

c. Time Frame
i. 18-36 weeks

III. Materials
a. Labor Market and Career Information Materials 
b. Achieve Texas www.achievetexas.org
c. Additional Enrichment Programs: The Real Game www.realgame.com

IV. TEKS
a. Chapter 127 TEKS for Career Orientation 

i. Subchapter A. Middle School
  1.  Exploring Careers
  2.  Career Portals 

V. Classroom Management Program   
a. Classroom Management Teacher Instructions 
b. Class Syllabus
c. Payroll Log 
d. Bank Log
e. Attendance Log
f. Employee Job Performance Log 
g. Store Inventory Log
h. Time Cards
i. Checks
j. Deposit Tickets
k. Checkbook Register

VI. Lesson Plans
a. Unit 1: World of Work    
b. Unit 2: Assessment   
c. Unit 3: Technology   
d. Unit 4: Investigating Career Clusters  
e. Unit 5: Financial Literacy   
f. Unit 6: Career Plan    
g. Unit 7: Succeed at Work   
h. Unit 8: Texas Job Hunter’s Guide   
i. Unit 9: Achieve Texas   

VII. Appendix
a. Texas CARES Quick Start
b. Texas Work Prep Student Guide 
c. Career Hotline Occupation List
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It’s never been easy to realize career dreams…for any generation. And the labor market is getting more complex. 
Th e future world of work has been described as an increasingly competitive “job jungle,” replete with all the op-
portunities and challenges conjured up by that image.

It is important for students to explore career possibilities and discover their intellectual passions. But it is not 
enough. Not only is the workplace changing, but the knowledge and skill sets demanded by employers are simi-
larly changing. Critical thinking and problem solving skills are more important than ever. Students entering the 
world of work during the next decade will fi nd a knowledge based economy that values creative thought processes 
and problem solving. Th at economy will also be characterized by increased job volatility. Never has it been more 
important for students to understand the connection between education and career opportunities.

Th e staff  of the Labor Market and Career Information (LMCI) department of the Texas Workforce Commission 
has created many valuable hard copy and on-line career information resources that have proven very useful in 
guiding informed education and career choices of students. However, this career development curriculum is the 
fi rst time all these resources have been brought together to provide a sequential, coherent approach to commu-
nicating the most important aspects of career investigation, career exploration and labor market understanding 
within the framework of the Texas Essential Skills and Knowledge (TEKS) as required by Texas state law.

It is no small task to craft a semester or a year-length curriculum. It requires considerable research, creativity and 
insight from a host of contributors. Because this curriculum is complete with daily lesson plans, exercises and a 
complete resource list, even novice Exploring Career or Career Portals teachers can use it. More experienced teach-
ers should fi nd that the activities and resources herein will make excellent contributions to their existing course 
plans.

Th is curriculum is an updated version of an earlier 2005 edition. It has been updated and modifi ed to 
accommodate the new TEKS outlined for Exploring Career and the Career Portals courses, as well as introducing 
new career information resources developed by LMCI. Th is curriculum utilizes the 16 Achieve Texas career 
clusters originally created by the U.S. Department of Education and now promulgated by the Texas Education 
Agency. We benefi ted from ideas adapted from the Career Exploration Guide produced and copyrighted by KCS 
Educational Materials of Carrollton, Texas and innumerable comments from interested counselors and teachers 
who worked with the fi rst edition of this curriculum. Without mentioning each reviewer we are appreciative of 
those who took the time to review and comment.

Th e career development curriculum has been spearheaded by Cindy Elliott, who is both the author and creative 
force behind the project. It is only through Cindy’s strong desire to better communicate labor market concepts 
and career decision-making practices to Texas school children that we were able to complete this project. Cindy 
built on an extensive body of career research materials and online software developed by various LMCI staff . John 
Romanek leads a top-notch programming team in creating leading edge career exploration software, such as www.
texascaresonline.com, which is referenced throughout the curriculum. Finally, we are grateful for the fi nancial 
contributions made possible by Karen Bachelor and Vangie Stice-Israel at the Texas Education Agency Career and 
Technical Education unit. Both these leaders have demonstrated not only support for CTE teacher training in the 
career arena, but have shown exceptional willingness to collaborate across state agency lines to provide the best 
materials possible for teachers and students.

We hope that this eff ort will be a living process guided by the continued contributions and feedback of those of 
you using this document in the fi eld. We hope you will take the time to tell us about your experiences so that we 
can continually improve this curriculum.

Richard Froeschle
Deputy Director, Labor Market and Career Information
Texas Workforce Commission
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Th e Changing Face of the Texas Labor Market

Th ere are many diff erent forces infl uencing the Texas labor market. Each of these forces has the potential to 
change the size or importance of an industry or an occupation, the way work is performed on the job and 
the skills that will be needed to get and keep the jobs of tomorrow. Th ese are just some of the factors that 
will aff ect future job growth and worker preparation.

Texas economy: Th e job market and the economy are very closely related but they are not the same thing. 
Th e economy represents all aspects of business, including the monetary value of all goods and services 
produced. When the economy grows it usually creates jobs. Th ose sectors of the economy which grow the 
most, and the skills that are most in demand by these businesses, are where the most jobs will be created.

Demographics: Between 2000 and 2008, Texas grew by 3.4 million residents. Of these, 63 percent were 
Latino, 44 percent were in just four metro counties (Dallas, Ft. Worth, Houston, San Antonio and Austin) 
and only 75,000 were in rural counties. Th e “Baby Boomer” generation in Texas, representing almost one 
third of our labor force, is quickly reaching retirement age. All these changes in the composition of our pop-
ulation and our labor force will infl uence whether business will have the worker skills they need.

Energy: Texas is the self-proclaimed energy capital of the world. We have a very diversifi ed mix of oil and 
natural gas companies, pipeline and electricity distribution companies, and increasingly greater sources of 
wind and solar power. Th e energy cluster in Texas employs over 350,000 workers in Texas and is projected 
to be one of the sectors with good long term job growth prospects.

U.S. economy: Texas is a unique state, but it is not immune from many national events. Hurricane Katrina 
aff ected jobs in Texas, as did the fi nancial meltdown on Wall Street. When the U.S. economy is growing, 
Texas usually benefi ts. Most major retailers that have operations across the country also have stores in Texas. 
When companies like electronics retailer Circuit City go out of business, it aff ects Texas locations and Texas 
job opportunities.

Global capital and credit: Access to credit and fi nancing is critical to most business operations. It is par-
ticularly important to small businesses which often use a line of credit with a bank to manage their cash 
fl ow and pay workers. Many business ventures such as new building construction depend on the ability to 
borrow money. If access to credit dries up, or interest rates get too high, it is likely that many investments 
will not be made. Without new investment it is very diffi  cult to create new jobs.

Consumer demand/Industry mix: Th e economy is built around providing the products and services that 
consumers and businesses value. Th us, if there is no demand for a product, there will be no need to produce 
it and no workers will be needed. Consumer demand and the mix of businesses will vary based on the de-
mographics of the state and what they buy. For example, an increasingly older Texas population will require 
more health care services but also more personal services and more leisure and recreation services. Younger 
folks will buy more toys, consumer electronics and school supplies.

Th e Internet and Web 2.0: Th e Internet has changed many things, including what and from where people 
buy products. Th e Internet allows products made all over the world to be sold directly to American con-
sumers. Businesses can buy products and services from anywhere in the world. Th e Internet has created a 
much smaller world in which you are no longer limited to shopping for products in your own community; 
nor do you even have to go to a store to buy products. Moreover, the Internet is allowing people to connect 
to each other in new and exciting ways through applications such as Facebook and My Space. Th is peer-to-
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peer connectivity creates new channels of networking and communication never before seen. Ever heard of 
the occupation Social Media Consultant? Th e Internet is infl uencing many aspects of personal and business 
interaction and new job creation.

Innovation and technology: Th ere wasn’t always a telephone, a television or an airplane. Th ese and many 
other innovations not only became household products but they created thousands of new jobs. What will 
be the next big invention? Maybe it will involve renewable energy, battery storage or nanotechnology. Th ere 
are many promising technologies in the world of science and engineering and some of them might turn 
into the next big source of new jobs.

Tradable skills and Occupational blending: Every new technology brings the need for new skills to produce, 
transport, manage or market the products that are produced using that technology. As the world has grown 
more complex, the mix of skills in demand in the economy has also grown more complicated. So have the 
occupational titles used to describe those skill sets. Employers are constantly creating new occupational 
titles to describe the skills they’re looking for. In many cases, employers are combining work that was once 
done by two or three people into a single job  or replaced workers with new technology or equipment. 
Some jobs once done in Texas are now being performed overseas in countries with lower costs. All these dy-
namics aff ect which jobs will grow in America and which skills will be bundled under a given occupational 
title.

Globalization: As countries around the world continue to trade with each other, the level of interaction 
increases between and among businesses in each country. Today, it is very possible to sell air conditioners 
made in Texas to a business in Poland  but it is equally possible for a Polish company to sell air condition-
ers made in that country to an American household. Under the concept of globalization, free trade cre-
ates many new trading opportunities, opens new markets to sell American products and the possibility to 
produce products anywhere in the world. Th e degree to which businesses, and consumers, interact around 
the world will aff ect the kinds of products and services produced in America and which job skills will be in 
greatest demand.

New business practices: Th e Internet has clearly changed the way business interacts with customers and 
their suppliers. But this isn’t the only change in the way business does business. Th ere are many examples 
of computers or robots doing work once done by humans. Th ere are new management practices, such as 
having employees around the world working on the same project, handing off  their eff orts at the end of the 
day to another team in another time zone. Th ere are corporate co-locations, such as McDonald’s restaurants 
within Wal-Marts. Th ere are also more businesses without physical storefronts that exist only virtually. All 
of these business practices change the kinds of jobs, and the necessary skills, most in demand.
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MATERIALS

Labor Market and Career Information Resource Materials

• Texas CARES v.8 site license or  www.TexasCARESonline.com

• Career Investigation newspaper- One per Student/ min. Class Set

• Career Success newspaper- One per Student/ min. Class Set

• Succeed at Work Express- One per Student/ min. Class Set

• Why Study This?? - One per Student/ min. Class Set

• Charting Your Course- One per Student/ min. Class Set

• Texas Job Hunter’s Guide Express- One per Student/ min. Class Set

• Licensed Occupations and Apprenticeship Program Contacts in Texas

• Starting the Conversation

• Beyond the Numbers: Workplace Basics

• Careers Are Everywhere

• Brochure, Are You A Doer, Or A Thinker..

• Brochure, Top 10 Career Tips

• Pocket Resume

• Labor Market and Career Information website:   www.lmci.state.tx.us

• Reality Check Budget Calculator website:   www.texasrealitycheck.com

• High School Graduation Plan website:   www.lmci.state.tx.us/shared/HighSchoolGradPlan.asp

• Texas Work Prep website:   www.texasworkprep.com

• Achieve Texas website:   www.achievetexas.org

Additional Enrichment Programs

• The Real Game website:   www.realgame.com 
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TEKS

Chapter 127.
Texas Essential Knowledge and Skills for Career Development

Subchapter A. Middle School

§127.1. Implementation of Texas Essential Knowledge and Skills for Career Development, Middle School.
The provisions of this subchapter shall be implemented by school districts beginning with the 2010-2011 school year, 
with the exception of §127.2 of this title (relating to Career Investigations). Section 127.2 of this title was implemented 
September 1,1998, and will be superseded by §127.3 and §127.4 beginning with the 2010-2011 school year.

§127.3. Exploring Careers.
(a) General requirements. This course is recommended for students in Grades 7-8.
(b) Introduction. The career development process is unique to every person and evolves throughout one’s life. Stu-

dents will use decision-making and problem-solving skills for college and career planning. Students will explore 
valid, reliable educational and career information to learn more about themselves and their interests and abilities. 
Students integrate skills from academic subjects, i information technology, and interpersonal communication to 
make informed decisions. This course is designed to guide students through the process of investigation and in the 
development of a college and career achievement plan. Students will use interest inventory software or other tools 
to explore areas of personal interest. Students will use this information to explore educational requirements for a 
variety of chosen career paths. Districts have the fl exibility of off ering career exploration knowledge and skills in a 
variety of instructional arrangements.

(c) Knowledge and skills.
1) The student explores personal interests and aptitudes as they relate to education and career planning. The 

student is expected to:
A)  complete, discuss, and analyze the results of personality, career interest, and aptitude assessments;
B)  explore the career clusters as defi ned by the U.S. Department of Education; 
C)  summarize the career opportunities in a cluster of personal interest;
D)  research current and emerging fi elds related to personal interest areas;
E)  determine academic requirements in career fi elds related to personal interest areas; 
F)  explore how career choices impact the balance between personal and professional responsibilities; and
G) research educational options and requirements using appropriate technology.

2)  The student analyzes personal interests and aptitudes regarding education and career planning. The student is 
expected to:

A)  create a personal career portfolio;
B)  make oral presentations that fulfi ll specifi c purposes using appropriate technology; 
C)  develop and analyze tables, charts, and graphs related to career interests;
D)  determine the impact of technology on careers of personal interest; and
E)  identify entrepreneurial opportunities within a fi eld of personal interest.

3)  The student analyzes college and career opportunities. The student is expected to:
A)  determine academic requirements for transition from one learning level to the next; 
B)  explore opportunities for earning college credit in high school such as advanced placement courses, 

International Baccalaureate courses, dual credit, and local and statewide articulated credit;
C)  develop an awareness of fi nancial aid, scholarships, and other sources of income to support post 

secondary education;
D)  discuss the impact of eff ective college and career planning;
E)  demonstrate decision-making skills related to school and community issues, programs of study, and 

career planning; and
F)  identify how performance on assessments such as the SAT®, ACT®, ASVAB®, and ACCUPLACER® impact 

personal academic and career goals.
 4)  The student evaluates skills for personal success. The student is expected to: 

A)  implement eff ective study skills for academic success;
B)  use interpersonal skills to facilitate eff ective teamwork;
C)  use a problem-solving model and critical-thinking skills to make informed decisions; 
D)  use eff ective time-management and goal-setting strategies;
E)  eff ectively use information and communication technology tools; and
F)  identify skills that can be transferable among a variety of careers.
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TEKS

5)  The student recognizes the impact of career choice on personal lifestyle. The student is expected to:
A)  prepare a personal budget refl ecting the student’s desired lifestyle;
B)  use appropriate resources to compare and contrast salaries and educational requirements of at least 

three careers in the student’s interest area; and
C)  evaluate at least three career interests based on budget and salary expectations.

6)  The student demonstrates an understanding of personal fi nancial management. The student is expected to:
A)  compare the advantages and disadvantages of diff erent types of banking services; 
B)  simulate opening and maintaining diff erent types of bank accounts;
C)  simulate diff erent methods of withdrawals and deposits; and
D)  reconcile bank statements, including fees and services.

7)  The student develops skills for professional success. The student is expected to:
A)  demonstrate eff ective verbal, nonverbal, written, and electronic communication skills;
B)  evaluate the impact of positive and negative personal choices, including use of electronic 

communications such as social networking sites;
C)  model characteristics of eff ective leadership, teamwork, and confl ict management;
D)  recognize the importance of a healthy lifestyle, including the ability to manage stress; 
E)  explore and model characteristics necessary for professional success such as work ethics, integrity, 

dedication, perseverance, and the ability to interact with a diverse population; and
F)  complete activities using project- and time-management techniques.

8)  The student identifi es and explores technical skills essential to careers in multiple occupations, including those 
that are high skill, high wage, or high demand. The student is expected to:

A)  complete actual or virtual labs to simulate the technical skills required in various occupations; and
B)  analyze the relationship between various occupations such as the relationship between interior design, 

architectural design, manufacturing, and construction on the industry of home building or the multiple 
occupations required for hospital administration.

§127.4. Career Portals.
(a) General requirements. This course is recommended for students in Grades 7-8.
(b) Introduction. The goal of this course is to create a culture of high expectation and continuous improvement that 

provides middle school students with a foundation for success in high school, future studies, and careers. Students 
explore college and career planning within specifi c career cluster(s). The students research labor market informa-
tion, learn job-seeking skills, and create documents required for employment. Students use self-knowledge to 
explore and set realistic goals. Districts have the fl exibility of off ering career exploration knowledge and skills in a 
variety of instructional arrangements.

(c) Knowledge and skills.
1)  The student explores one or more career clusters of interest. The student is expected to: 

A)  identify the various career opportunities within one or more career clusters; and
B)  identify the pathways within one or more career clusters.

2)  The student explores pathways of interest within one or more career clusters. The student is expected to:
A) investigate career opportunities within the pathways;
B)  explore careers of personal interest;
C)  research the academic requirements for careers of personal interest;
D)  research the certifi cation or educational requirements for careers of personal interest; and
E)  describe the technical-skill requirements for careers of personal interest.

3)  The student explores programs of study. The student is expected to: 
A)  compare levels of education for careers of personal interest;
B)  identify the academic and technical skills needed; and
C)  develop a personal program of study for at least one career.
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4)  The student explores the professional skills needed for college and career success. The student is expected to:
A)  articulate the importance of strong academic skills to meet personal academic and career goals;
B)  explore the importance of curricular, extracurricular, career preparation, and extended earning 

experiences;
C)  develop a personal six- or eight-year achievement plan that incorporates rigorous academic and relevant 

enrichment courses;
D)  explore the steps required to participate in a variety of career and educational opportunities, including, 

but not limited to, entry-level employment, military service, apprenticeships, community and technical 
colleges, and universities;

E) identify professional associations affi  liated with a specifi ed program of study; 
F)  employ eff ective leadership, teamwork, and confl ict management;
G) recognize the value of community service and volunteerism; and
H)  demonstrate characteristics required for personal and professional success, including work ethics, 

integrity, dedication, perseverance, and the ability to interact with a diverse population.
5)  The student understands personal fi nancial management and recognizes the value of personal fi scal 

responsibility. The student is expected to:
A)  compare and contrast diff erent types of banking services;
B)  open and maintain diff erent types of simulated bank accounts; 
C)  practice diff erent methods of withdrawing and depositing funds; 
D)  reconcile bank statements, including fees and services;
E)  compare and contrast forms of credit, including credit cards and debit cards; 
F)  list the qualifi cations and procedures to obtain and improve credit scores;
G) discuss the impact of identity theft on credit; and
H)  examine the eff ects of poor credit scores as they relate to personal fi nance and career opportunities.

6)  The student explores labor market information. The student is expected to: 
A)  analyze national, state, regional, and local labor market information;
B)  cite evidence of high-skill, high-wage, or high-demand occupations based on analysis of labor market 

information; and
C)  analyze the eff ects of changing employment trends, societal needs, and economic conditions on career 

planning.
7)  The student explores job-seeking skills. The student is expected to: 

A)  identify the steps for an eff ective job search;
B)  describe appropriate appearance for an interview; and
C)  participate in a mock interview.

8)  The student creates professional documents required for employment. The student is expected to:
A)  develop a résumé;
B)  write appropriate business correspondence such as a letter of intent and a thank you letter; 
C)  complete sample job applications; and
D)  explain protocol for use of references.
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  Classroom Management Program

TEACHER’S INSTRUCTION

 

Exploring Careers and Career Portals classes are designed to provide students with the ability to 
make informed decisions concerning the world of work and how it relates to the world of learn-
ing. Students will compile a portfolio of their work, take assessments to better guide them in their 
career development, investigate 16 diff erent career clusters, complete their high school graduation 
plan, develop a Texas Achievement Plan (TAP), learn to have personal independence, discover the 
job-hunting process, and learn how to succeed at work.

The fi rst days of class will need to be spent setting up the classroom as an offi  ce. The following is an 
outline of how the classroom should be set up. Of course, every school is diff erent and some items 
will need to be modifi ed to meet your school’s individual needs. This system can run independently 
from the rest of the curriculum or as an addition to the lesson plans. So if you feel the system will not 
work for you in your classroom it can be omitted.

The teacher is the “Director” or “Supervisor” of the offi  ce in which all of the students are the “em-
ployees.” As with any offi  ce, delegating some of the responsibilities of the classroom to students will 
allow the Teacher to focus on “Supervising.” Each student will have a job with specifi c responsibilities. 
Students will apply and interview for the positions they would like. All job positions will change 
each six weeks and students will need to re-apply for a new position.  Students will be “paid” a base 
salary of $25 a day. Students will have the opportunity to receive “overtime pay.”  Students will also 
be “docked” in pay for other things, such as not performing their job, arriving late to “work,” and not 
showing up to “work.” Students will be allowed three “paid sick days” per six weeks, after which they 
will be on “leave without pay” status. Students will receive a paycheck every week. They can choose 
to receive their check or have it direct deposited into their account.

Grades: Students will be graded in many diff erent ways: daily grades, projects, portfolio, tests and 
payroll. Homework will be included in the daily grades. Students will earn a “paycheck” within the 
classroom. Students will be assigned a job each six weeks. They will have to apply and interview to 
acquire the position. “Overtime pay” will be available as extra credit. Students will be provided with a 
list of “overtime” duties. Percentages are as follows:

Projects, Portfolio, and tests 40%
Daily Grade   40%
Payroll Grade   20%

A Career Day may be held this semester. Students will receive “overtime pay” for a parent, family 
member or friend who participates in the career day. Students will also receive “overtime” for anyone 
they bring to be a guest speaker in the classroom.
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  Classroom Management Program

List of the job possibilities for the classroom; 
Add and delete jobs as they are needed:

Attendance Clerk (2)—will be in charge of taking the attendance each day and recording it into the 
“Attendance Log” as well as the school attendance and receiving the supervisor’s signature. Whenever 
someone is absent, it is the responsibility of the Attendance Clerk to inform the Homework Clerk so they 
can prepare accordingly.

Homework Clerk (2)—will be in charge of recording all of the homework needed for each day. When 
someone is absent, it is the responsibility of the Homework Clerk to have a packet of information for each 
absent person so they can pick it up from the Homework folder upon their return.

Bank Teller (1-2)—will be in charge of the Direct Deposits along with “Teller Transactions”. The Bank 
Tellers will need to keep a log of all of the deposits and withdrawals for each of their co-workers. The Su-
pervisor will oversee all transactions.

Secretary (2-3)—will be responsible for taking the “minutes” at every “meeting.” Depending on the 
classroom set-up and school equipment, the Secretaries will either type the “minutes” on the computer 
within the classroom, hand-write the notes, then re-type them, or make copies of their hand-written notes. 
The Homework Clerk will include copies of the “minutes” for each of the absent co-workers.  One copy of 
the “minutes” will be kept in the master log, for anyone who was in attendance to review if needed.

Payroll Clerk (2-3)—will be in charge of the daily earnings of all the co-workers. The Payroll Clerks 
will be responsible for working with the Attendance Clerk. Once the Time Cards have been turned into 
the Payroll Department, they have until Wednesday of the following week to produce the payroll for 
that week. Wednesday is payday for the prior week. The payroll department will provide everyone with 
either a paycheck or a Direct Deposit slip.  If Direct Deposit is chosen, then payroll will need to provide 
the Bank with a detailed transaction list.

Record Keeper (All Students)—will be responsible for taking their own notes in class and participat-
ing in work place activities and discussions.

Time Card Keeper (1)—will be in charge of making sure that time cards for the proper class are out 
and ready for use each day. At the end of each class, the Time Card Keeper is responsible for returning the 
cards to their correct place.

Store Clerk (2)—will be in charge of the store. They will keep track of the inventory along with the daily 
sales and returns (if applicable).  The supervisor will oversee this.

Sanitation Engineer (2)—will be in charge of making sure the offi  ce is kept neat.  Before leaving the 
offi  ce each day their duty is to pick up any trash and report any destruction of property, such as writing on 
desk or chair, etc.
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  Classroom Management Program

Events Coordinator (1)—will be in charge of all upcoming celebrations within the offi  ce, organizing spe-
cial events, which are authorized by the supervisor.

Docking System: Students will be docked for many diff erent items. This will serve as your discipline struc-
ture.  Students should be involved with this process. Brainstorm the classroom rules and the amount of the 
fi nancial penalty for each violation. This is a list of some of those items with suggested amounts.

Arriving late for class     $5
Homework pass (one per six weeks)   $10
Rest Room or Locker Pass (beyond 2 per six weeks) $5

Overtime: Students will also be given opportunities to receive “overtime pay.” Students will do so by complet-
ing jobs from the “Job Box.” The Job Box will consist of many diff erent types of jobs and extra work assignments. 
Pages from Careers Are Everywhere can be made available for extra credit. When a student selects and com-
pletes a job, the job assignment needs to be signed by the Supervisor and submitted to the payroll clerk for their 
extra overtime pay.  Students are responsible for this work and need to make sure that they have received credit 
and money deposited into their account. The teacher can put an array of diff erent types of odd jobs and work in 
the “Job Box.”  Some examples are: interviewing someone within the community, gathering articles about local 
Labor Market Information to share with the class, designing and constructing the class bulletin board (this could 
change as often as every week, if needed), or bringing supplies for the class store (all items must be under $5 
and be approved by the store clerk and supervisor).

Ideas for Spending Money: If students are not able to spend the “money” in their account, they might 
start to get discouraged and not play along with the system. So here are some suggestions to allow students to 
spend their money. You can use these or have the students brainstorm ideas of their own.
•  Auction: Have students bring in an item that can be auctioned off . Once every six weeks hold an auctions 

for the students to bid on the items.
•  Buying Passes from the teacher: Homework passes, 100 daily grade, time on the computer, etc.
•  Lunch Party in the Classroom: Once every six weeks you can hold a lunch party in your classroom and 

anyone who has enough money in their account can buy a ticket to 
attend.

Additional enrichment activity:
The Be Real Game Unit 1, Session 2:  Making a Community
The Be Real Game Unit 3, Session 1:  Looking Back, Looking Ahead
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  Classroom Management Program

Career Portals Course Syllabus

Teacher:  
Conference Time:   
Phone:

Career Portals classes are designed to provide students with the ability to make informed decisions concern-
ing the world of work and how it relates to the world of learning. Students will compile a portfolio of their 
work, take assessments to better guide them in their career development, investigate 16 diff erent career 
clusters, complete their high school graduation plan, develop a Texas Achievement Plan (TAP), learn to have 
personal independence, discover the job-hunting process, and learn how to succeed at work.

Supplies:
• Spiral Notebook
• Folder
• Pens- Blue or Black only
• Map colors
• Old Magazines
• Glue
• 1” 3 Ring Binder (Portfolio)

Grades: Students will be graded in many diff erent ways: daily grades, projects, portfolio, tests and payroll. 
Homework will be included in the daily grades. Students will earn a “paycheck” within the classroom. Stu-
dents will be assigned a job each six weeks. They will have to apply and interview to acquire the position. 
“Overtime pay” will be available as extra credit. Students will be provided with a list of “overtime” duties. 
Percentages are as follows:

Projects, Portfolio, and Tests 40%
Daily Grade   40%
Payroll Grade   20%

A Career Day will be held this semester. Students will receive “overtime pay” for a parent, family member or 
friend who participates in the career day. Students will also receive “overtime” for anyone they bring to be a 
guest speaker in the classroom.

C q c
I have read and understood the course information. I give my permission for my student to participate in 
classroom activities.

Student’s Signature:   

Parent’s Signature:             

Parent’s Name:          Phone    

Parent’s E-mail             

 I am willing to be a guest speaker in class.  Yes  No   

 I am willing to participate in a career day. Yes  No  
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Exploring Careers Course Syllabus

Teacher: 
Conference Time: 
Phone:

Exploring Careers classes are designed to provide students with the ability to make informed decisions 
concerning the world of work and how it relates to the world of learning. Students will compile a portfolio 
of their work, take assessments to better guide them in their career development, investigate 16 diff erent 
career clusters, complete their high school graduation plan, develop a Texas Achievement Plan (TAP), learn 
to have personal independence, discover the job-hunting process, and learn how to succeed at work.

Supplies:
• Spiral Notebook
• Folder
• Pens- Blue or Black only
• Map colors
• Old Magazines
• Glue
• 1” 3 Ring Binder (Portfolio)

Grades: Students will be graded in many diff erent ways: daily grades, projects, portfolio, tests and pay-
roll. Homework will be included in the daily grades. Students will earn a “paycheck” within the classroom. 
Students will be assigned a job each six weeks. They will have to apply and interview to acquire the position. 
“Overtime pay” will be available as extra credit. Students will be provided with a list of “overtime” duties. 
Percentages are as follows:

Projects, Portfolio, and Tests 40%
Daily Grade   40%
Payroll Grade   20%

A Career Day will be held this semester. Students will receive “overtime pay” for a parent, family member or 
friend who participates in the career day. Students will also receive “overtime” for anyone they bring to be a 
guest speaker in the classroom.

C q c

I have read and understood the course information. I give my permission for my student to participate in 
classroom activities.

Student’s Signature:             

Parent’s Signature:             

Parent’s Name:          Phone    

Parent’s E-mail             

 I am willing to be a guest speaker in class.  Yes  No   

 I am willing to participate in a career day. Yes  No  
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Unit 1: World of Work

Day 1: Reality Check

Objective:

Students will be motivated to gather career information in a variety of ways; one of which is 
fi nancial independence.

TEKS:

• Exploring Careers:  4.C, E; 5.A, B 
• Career Portals:  6.A, B

Materials:

• Reality Check Online Budget Calculator website:   www.texasrealitycheck.com

Instructions:

This lesson is to motivate students to want to learn. It is important to allow students to work 
through this website independently, allowing them to choose whatever items they want, whether 
or not it is realistic. This is a safe way for the students to make mistakes with their spending choices. 
After they are fi nished, point out the reality of their spending. Later in this course we will bring 
them back to this activity and show them how to develop an appropriate budget.

Activities:

• Have students go to the Reality Check budget calculator at  www.texasrealitycheck.com

• Allow the students to work through the site choosing anything they desire, where to live, what to 
drive, eat, wear, and buy.

• Once they have gone through the activity and built a budget, have them see which careers match 
their current education level.

• For most students there will be no matching occupations. Discuss with the class the need to 
prioritize wants and needs and the need to do without some things to allow for the necessities of 
life.  Discuss with the students that as they get older and acquire more Post-Secondary Education, 
their job opportunities will increase, along with their incomes.

• Allow students to look at occupations that match their education aspirations.

Conclusion:

Talk to students about the need to make informed career decisions. Only one part of that decision 
has to do with salary. As they go through the course, students will address all the labor market 
information that is involved with making informed decisions. While money is important, it is not the 
only reason for choosing a career.
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Unit 1: World of Work

Day 2: Portfolio Introduction

Objective:

Students will develop a Career Portfolio, gathering career information in a variety of ways.

TEKS:

• Exploring Careers: 2.A; 3.A

Materials:

• Handout: Career Portfolio Checklist

Instructions:

Inform students of the course objective: learning how to make informed decisions on education 
and career choices. What they learn throughout this course will be organized in their Career 
Portfolio.  Students will be able to use this information in their future education and career 
searches. Portfolios are to be kept neat and organized at all times.

Activities:

• Pass out handout:  Career Portfolio Checklist.
• Discuss Career Portfolio minimum requirements and other items they may want to include in their 

Portfolio.
• Brainstorm the diff erent ways they can organize their portfolio.
• Point out they will want to organize their portfolio so they will be able to add to it through their 

high school career.
• Make a list of the items they will need to make their portfolio.

Conclusion:

Homework:
Design Portfolio.  Students will not have many items to place into their Portfolio at this time.  
Students will be adding to it throughout this course.  Students should have their Portfolio available 
to work on during class when they have completed other assignments.

Additional enrichment activity:

The Be Real Game Unit 1, Session 4: Prepare for Work



Student Name          

Date           
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 Career Portfolio ChecklistCareer Portfolio Checklist
The following is a list of recommended items to include in your portfolio. Your teacher will inform you of the 
items that are required. Your teacher may want to add to this list. Feel free to include anything that might help 
you in your career decision-making process. Keep in mind, this project can be maintained throughout your high 
school career and can aid you in getting into a post-secondary institution or in an interview for a job.

 Career Cluster Profi les

 Articles about Career Clusters

 Interview with Business and Industry Representatives

 Interest Assessments

 Occupations list of matching interests

 Occupations reports

 Aptitude Assessments

 Occupations list of matching aptitudes

 Bobilator

 Educational Requirements for Occupations of Interest

 Job Applications

 Resume

 Cover Letter

 Thank You Letter

 Proper Interviewing Skills

 Lifestyle goals

 Salaries for Occupations of Interest

 Budget Plan for Lifestyle Goals

 Skills of Teamwork

 Work Ethic

 Workplace Performance

 Workplace History and Changes

 Sample High School Graduation Plan

 Post-Secondary Education Plan

 Texas Achievement Plan

 Program Of Study

 Pathways of Interest
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Unit 1: World of Work

Day 3: Careers Are Everywhere

Objective:

Students will become aware of the many careers that impact their everyday lives.

TEKS:

• Exploring Careers: 1.B, 4.F 
• Career Portals: 1.A, 2.B

Materials:

• Teacher’s Chair
• Career Investigation: Extreme Makeover Career Edition pg. 6
• Discovery Channel’s Dirty Jobs TV show
• Careers Are Everywhere

Activities:

• Place the Chair in front of the classroom.
• Ask the class to name occupations that were involved in the chair being in your classroom today. 

Student’s answers will vary.  Examples: Welder, Engineer, Designer, Factory worker, Salesman, Truck 
Driver, etc. Students should come up with at least 7 diff erent careers relating to the chair.

• Ask the class to look around the room. Have students talk about the careers that were involved in 
completing the room.

• Talk to the students about the items around them and how careers are related to everything we 
come in contact with.

• Students should be aware of their surroundings and how careers are involved in their everyday life.
• Ask the class if they fl ushed the toilet after using the restroom today. Ask them if they thought 

about what happens after they fl ush; Where does it go? There are many jobs involved with handling 
our waste water. Jobs are everywhere even when we don’t think about it. If these jobs were not 
done, our lives would be very diff erent.

• Ask the class if they have ever seen Dirty Jobs on the Discovery Channel. Tell the students they will 
get extra credit for watching this show. Before we can decide on a career we have to know that we 
have many choices, and many of them we have never thought about before. Career awareness is 
key to career exploration.

• Read pg. 6 of Career Investigation: Extreme Makeover Career Edition.
• Show students a copy of Careers Are Everywhere. Let them know that throughout the year, they can 

receive extra credit by completing activities within Careers Are Everywhere. Copies will be available 
for them to pick up whenever they have completed their daily assignments. (You can also use these 
activities with the class whenever you have a substitute.)

Conclusion:

As the students go through the rest of the day, have them look around and see how many careers 
they can list. When they come into class tomorrow, have the students compare notes. See who has 
listed the most careers.
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 Unit 1: World of Work

Day 4: How The Times Have Changed…

Objective:

Students will cite examples of change in our society, compose a report explaining positive  and 
negative aspects of one of the examples of societal change, and develop a timeline covering the 
last ten years depicting the change in a selected career.

TEKS:

• Exploring Careers:  2.C, D 
• Career Portals:  6.C

Materials:

• Career Investigation, pg. 38

Activities:

• Have students read pg. 38 of Career Investigation.
• Have the students select one of the 10 items listed on the bottom of pg. 38 under the title 

“Inventions You Have That Your Parents Did Not Have At Your Age.”  Or have students select another 
item invented within the last 10-15 years.

• Have the students produce a report citing examples of the positive and negative changes in our 
society caused by the invention.

• Have the students develop a timeline covering the last ten years depicting the change in a career.

Conclusion:

Students will be aware of the eff ect time has on society and career opportunities.



29

 World of Work

Unit 1: World of Work

Day 5: Setting Goals

Objective:

Students will become aware of the steps to decision-making.  Students will be making choices 
during the next few days where they will use decision-making steps.

TEKS:

• Exploring Careers:  2.C, 3.A, E, 4.C 
• Career Portals:  4.F, H

Materials:

• Information Sheet:  “Make a Decision”
• Handout:  “Decisions: Emotion or Logic?” (Adapted from School-to-Work Vol. III pgs. 566-567)
• Career Investigation newspaper pg. 3

Activities:

• Display the Information Sheet: “Decision Making Process” and read pg. 3 of Career Investigation.
• Discuss the decision making process with students, giving examples of decisions they make 

everyday and walk them through the steps.
• Pass out Handout “Decisions: Emotion or Logic?”
• Students will complete the handout and discuss their answers.
• Tell students as the course progresses they will be working through the Career Decision-Making 

Process.  In fact they have already begun, they have identifi ed the decision that needs to be made 
and have started looking at options.

Conclusion:

Students should complete the worksheet for homework.  Inform students that no matter how big 
or small their decisions are, they can make them better by using the decision-making steps.

Additional enrichment activities:

The Real Game Unit 4, Session 1: The Big Picture
The Be Real Game Unit 3, Session 3: My Preferred Self
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Step 1 - Choose a Goal

Identify three diff erent broad career fi elds. e.g., 
Medicine, Teaching and Information Technology.

Step 2 - Explore Options

Take interest and aptitude tests. Explore a wide 
range of occupations in a variety of fi elds.

Step 3 -Identify Alternatives

Narrow occupation list to a reasonable number. 
Research each occupation in depth.

Step 4 - Weigh Alternatives

Analyze each option and compare the 
associated facts, possible lifestyle implications, 
positive and negative aspects and overall 
impact on life.

Step 5 - Make a Choice

Decide on one option that best fi ts goals and 
has the best impact on life.

Describing the Decision-Making Process

You are preparing to make one of the 
biggest decisions of your life—the choice of 
career or at least a fi rst career! It’s time to learn 
how to make decisions based on facts, not 
feelings. Teens are impulsive and often 
lack future perspective. You tend 
to live for the here-and-now. You 
should not make decisions that 
way.

The box below details 
one process for thoughtful 
decision-making. Sit down 
with your parent or teacher 
and discuss the process. 
Regardless of your age, begin 
using this process (or one 
you devise) for all sorts of 
decisions—from ice cream 
selection to vacation 
planning.

If you incorporate this method 
into every-day decisions in life, 
you will become accustomed to 
it and be more apt to apply it to 
career and school decision-
making. It instills in you logic, 

preference identification, 
fact gathering, outcome-

orientation, evaluation 
and decisiveness—all the 
qualities one needs to 
make important decisions.

You’ll notice that 
the examples used in the 

decision-making process 
relate to career exploration. 

That’s not by accident. Once 
you are ready, begin putting the 

process into action on your own 
career exploration.
This unit shows you how.

8 Steps to Career Decision Making Process8 Steps to Career Decision Making Process

Step 6 - Create an Action Plan

Outline activities and develop a timetable to 
complete them. Design an educational plan—
the steps needed to achieve the goal.

Step 7- Take Action

Actively bring the action plan into a reality. Set a 
timeline and make sure to follow it.

Step 8 - Review and Revise

Evaluate the progress and outcomes of the 
decision.

Revise steps as situations change.

 

Make A DecisionMake A Decision
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Student Name          

Date  

Most decision are made based on emotions or feelings, and the outcome of the decision is 
never thought of. The following students have made decisions. Some were made based on 
emotion, and some logic. If their decision was made based on emotion, circle the E. If the 
decision was made based on logic, circle the L.

E  L  1. Sam is buying a new pair of jeans for the football game because he does not have a 
pair of jeans like those his friends will be wearing.

E  L  2. Pat wants to be a carpenter, but is not taking shop because Mr. Zukowski, the shop 
teacher is strict.

E  L  3. All the good-looking boys take general mechanics. Susan has decided she will 
enroll in the class next semester.

E  L  4. Elaine saw her boyfriend talking to a group of girls. When he calls tonight, she is 
going to have her mother tell him she is not home.

E  L  5. Mr. Munson gave Gene a low grade on an essay. Gene has decided not to complete 
the next assignment.

E  L  6. Alex has taken a part-time job on the weekends and has 
encouraged his girlfriend to date other boys because he 
doesn’t want her to sit home all weekend.

E  L  7. David has had a German shepherd dog for three years 
and is very attached to the pet. When his parents got 
a divorce, David moved to an apartment to live with 
his Mom. His dog has been sick and the vet said it was 
due to the dog’s being kept inside so much. David 
has made arrangements for another family who has a 
farm to take his dog.

E  L  8. Joan has put off  doing her history project until the 
night before it is due. She has decided to talk with her 
teacher and admit she did not complete the project 
because of poor planning.

E  L  9. Linda has decided to drop her Spanish class because 
Ms. Garcia does not allow students to chew gum.

E  L  10. A very bad thunderstorm has been predicted for the 
afternoon. James has canceled his swimming date with 
Fran.

DECISIONS:  EMOTION OR LOGIC?DECISIONS:  EMOTION OR LOGIC?
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Unit 1: World of Work

Day 6: Decision Making Process

Objective:

Students will list and explain the steps in the decision-making process. They will prepare a written 
plan describing the specifi c factors considered in the decision-making process.

TEKS:

• Exploring Careers: 2.C; 3.A, E; 4.C 
• Career Portals: 4.F,H

Materials:

• Career Investigation, pgs. 3-5
• Handout:  “Steps to Take in Making A Decision”

Activities:

• Inform students that the publication objective of Career Investigation is to help students learn how 
to make informed education and career choices.

• Have students read pgs. 3-5 of Career Investigation
• Pass out Handout, “Steps To Take In Making A Decision” to the class.
• Discuss the diff erent steps to making a decision. The process will be the same for small (What 

should I wear?) and big (What will I do after H.S.?) decisions. 
 Instruct students to select an issue on which to make a decision.

Sample Topics:
 What classes will I take in H.S.?
 What will I do after H.S.?
 What clubs should I join in H.S.?
 What happens if I drop out?

Conclusion:

Discuss the importance of developing a good decision-making process and have them use it for 
small and big decisions.
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Steps To Take In Making A Decision

Student Name          

Date           

Decision Making Steps Example Your Turn

Step 1:  Exploration

So what’s the decision? What should I wear to school?

Next, make a time-line. I have to decide by tomorrow.

Find out what can get in 
your way. Everything I own is dirty.

Step 2:  Generate Alternatives

Find books, newspapers, 
magazines & people that 
can help you explore 
your options.

I will look online to check out what the 
latest clothing styles teens are wearing.

List a few options and 
some alternatives.

1. Wash clothes.    2. Buy new clothes.
3. Borrow clothes.

Consider personal 
values—what is 
important to you?

Looking good. Feeling comfortable.

Step 3:  Predict Outcomes

Consider both good and 
bad outcomes associated 
with your choices.

If I wear dirty clothes my friends might 
gross out. If I buy new clothes I will have 
no spending money for the weekend.

Step 4:  Select an Option

After exploring the 
potential outcomes and 
risks, choose an option.

I think I will wash clothes and wear my 
favorite jeans.

Step 5:  Re-evaluation

So are you satisfied 
with your decision?

If I wear my favorite jeans what will I 
wear to the party on Friday?

If yes, plan to take the next 
steps to build upon your 
decision. If not, examine your 
options again, and consider 
making some changes.

Let me review my options

Example:  What classes am I going to 
take in H.S.? What will I do after H.S.?
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Unit 1: World of Work

Day 7 (& 8): What are the Diff erent Types of Occupations?

Objective:

Students will be introduced to the 16 Career Clusters.

TEKS:

• Exploring Careers: 1.B 
• Career Portals: 1.A, B

Materials:

• Career Cluster Poster
• Handout: Customizable “Your School Cluster Resources” for each individual cluster
• Career Investigation (Center Section-Career Clusters) 
• Career Success (Center Section-Career Clusters)
• Student’s Career Portfolios
• www.TexasCARESOnline.com, Career Clusters section in The World of Work

Activities:

• Discuss categories of occupations and the 16 Career Clusters.  Some clusters will be of more interest 
to students than others. Display poster.

• Show the overview videos from each cluster in www.TexasCARESOnline.com.
• Inform students as they research diff erent occupations that they will classify them into one of these 

clusters.
• Pass out “Your School Cluster Resources” handouts for all 16 clusters (NOTE: Teachers need to 

“customize” these handouts to match their schools available courses).
• Have students look over all 16 of the  “Your School Cluster Resources” handouts.
• Have students create a section in their Career Portfolio for each Career Cluster. As students learn 

about the diff erent occupations and gather information, they will include it in its proper cluster.
• Show students diff erent resources which are available for gathering Career Cluster information.  

Examples:  Career Investigation and Career Success newspapers, 
www.TexasCARESOnline.com, www.achievetexas.org/students.htm, and other online resources.

• Additional Activity: Teachers can call 1-800-822-PLAN and ask for a Counselor’s Packet. The packet 
has a sheet the students can list their name and 3 careers they would like information about. After 
the class has written their request, the teacher will fax it to the Career Information Hotline (512-936-
3204). Within 2-3 weeks the materials will be sent to the teacher.

• Or show students the Career Listings. Have students select 1-3 careers from these clusters. Instruct 
students to call 1-800-822-PLAN and request information on their chosen careers. Student will 
provide their name and address for information to be mailed to them directly.

 Conclusion:

Allow students to work on the Career Cluster section of their Career Portfolio.

Additional enrichment activity:

The Real Game Unit 1, Session 4: Our Town
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[NOTE: INSTRUCTIONS FOR THE SPECIFIC SCHOOL INFORMATION TO INSERT APPEARS IN UPPERCASE BOLD LIKE 
THIS NOTE. PLEASE DELETE ALL NOTES AND BRACKETS WHEN CUSTOMIZING A DOCUMENT.]

If you love to be outdoors, enjoy caring for plants and animals, and want to help 
conserve our natural resources, then Agriculture, Food & Natural Resources could be 
the right career cluster for you.

Quick Cluster Overview

The Agriculture, Food & Natural Resources Cluster focuses on careers in processing, production, 
distribution, and development of agricultural commodities and natural resources.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Agribusiness Systems:  Financial managers explain funding options and teach money management 
skills to clients engaged in agriculture.

Animal Systems: Professionals in these occupations feed, bathe, groom, exercise, breed, and provide 
veterinary care for animals. Ranchers raise and sell livestock for profi t.

Environmental Service Systems:  Professionals in environmental service manage systems, such as water 
treatment systems, to protect and renew the environment.

Food Products and Processing Systems:  Employees in food processing cook, preserve, prepare, store, and 
distribute food.

Plant Systems:  Plant system professionals are involved in the cultivation and marketing of crops and 
other plants.

Power, Structural & Technical Systems:  People who work in this fi eld apply knowledge of engineering, 
hydraulics, pneumatics, electronics, power, structures, and controls to the practice of 
agriculture.

Natural Resources Systems:  Professionals in this fi eld manage, maintain, and, in some cases, extract and 
harvest natural resources for human use.

Your School Cluster ResourcesYour School Cluster Resources
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Agriculture, Food & Natural Resources

 9th Grade: [LIST COURSES]

10th Grade: [LIST COURSES]

11th Grade: [LIST COURSES]

12th Grade: [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Agriculture, Food & Natural Resources Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

• Business Professionals of America (BPA), www.texasbpa.com
• Family, Career and Community Leaders of America (FCCLA), www.texasfccla.org
• Future Business Leaders of America (FBLA), www.txfbla.org
• Texas FFA, www.texasff a.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

• Boy/Girl Scouts
• Career Preparation
• Community Service
• Farm Bureau Exchange Program
• 4-H Youth Development
• Internships
• Job Shadowing
• 

For more information about this cluster, read the Agriculture, Food & Natural Resources edition of 
Achieve Texas in Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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[NOTE: INSTRUCTIONS FOR THE SPECIFIC SCHOOL INFORMATION TO INSERT APPEARS IN UPPERCASE BOLD LIKE 
THIS NOTE. PLEASE DELETE ALL NOTES AND BRACKETS WHEN CUSTOMIZING A DOCUMENT.]

If you like to design and build things, tinker with tools and technology, or decorate 
homes and offi  ces with fl ooring, paint, furniture, and art, then Architecture & 
Construction could be the right career cluster for you.

Quick Cluster Overview

The Architecture & Construction Cluster focuses on careers in designing, planning, managing, 
building, and maintaining the built environment.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Design & Pre-Construction: Professionals in this fi eld create designs for the construction of cities, homes, 
and highways. Designers conceptualize ideas for the inside environments of homes, offi  ces, and 
retail outlets, as well as hotels and resorts.

Construction: Construction workers build cities, homes, and highways. They construct or remodel 
buildings used for living and work on structures such as streets, bridges, tunnels, and airports.

Maintenance/Operation: People working in this fi eld are responsible for the maintenance, repair, and 
restoration of cities, houses, and highways. They also repair and maintain factory equipment, 
streets, schools, offi  ces, and homes.

Your School Cluster ResourcesYour School Cluster Resources
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Architecture & Construction

9th Grade:  [LIST COURSES]

10th Grade: [LIST COURSES]

11th Grade: [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Architecture & Construction Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

• Family, Career and Community Leaders of America (FCCLA), www.texasfccla.org
•  Skills USA, www.txskillsusa.org
•  Texas Technology Students Association (TSA), www.texastsa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

• Architectural/Engineering Summer Camps
•  Association of General Contractor Conferences
•  Career Preparation
•  Habitat for Humanity
•  Home/Historic Building Tours
•  Internships
•  Job Shadowing
• 

For more information about this cluster, read the Architecture & Construction edition of Achieve Texas 
in Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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[NOTE: INSTRUCTIONS FOR THE SPECIFIC SCHOOL INFORMATION TO INSERT APPEARS IN UPPERCASE BOLD LIKE 
THIS NOTE. PLEASE DELETE ALL NOTES AND BRACKETS WHEN CUSTOMIZING A DOCUMENT.]

If you have a calling to be creative, yearn to express yourself, or love using new 
technologies, then Arts, A/V Technology & Communications may be the right career 
cluster for you.

Quick Cluster Overview

The Arts, A/V Technology & Communications Cluster focuses on careers in creating, exhibiting, 
performing, and publishing multimedia content.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Audio & Video Technology & Film: Employees in this fi eld work with the equipment used in producing 
sound and images. They make sure equipment is available and working.

Journalism & Broadcasting: In this fi eld, professionals make sure the news reaches the public, through 
the media of newspapers, magazines, radio, television, and fi lm.

Performing Arts: Professionals in this fi eld put on plays, concerts, and dance recitals, either performing 
or working behind the scenes as choreographers, agents, producers, directors, and a host of 
other supporting roles.

Printing Technology: Employees in this fi eld prepare materials for printing and transform text and 
pictures into digital images or fi nished pages.

Telecommunications: Telecommunications experts focus on connections between computers 
and communications equipment. They set up, operate, and maintain telecommunications 
equipment and networks.

Visual Arts: Visual artists use art to communicate thoughts, ideas, or feelings. They use a variety of 
methods such as painting, sculpture, and illustration.

Your School Cluster ResourcesYour School Cluster Resources



41

 World of Work

Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Arts, A/V Technology & Communications

9th Grade:  [LIST COURSES]

10th Grade: [LIST COURSES]

11th Grade:  [LIST COURSES]

12th Grade: [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Arts, A/V Technology & Communications Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  DECA, Texas Association, www.texasdeca.org
•  Family, Career and Community Leaders of America (FCCLA), www.texasfccla.org
•  Future Business Leaders of America (FBLA), www.txfbla.org
•  Skills USA, www.txskillsusa.org
•  Texas Technology Students Association (TSA), www.texastsa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Art Organizations
•  Career Preparation
•  Drama/Theater Clubs
•  Internships
•  Job Shadowing
•  Tutoring/Mentoring Programs
•  Volunteer Centers
• 

For more information about this cluster, read the Arts, A/V Technology & Communication edition of 
Achieve Texas in Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you see yourself managing teams of people to get projects done, crunching numbers 
to keep costs down, or becoming an entrepreneur and starting your own venture, 
then Business, Management & Administration could be the right career cluster for 
you.

Quick Cluster Overview

The Business, Management & Administration Cluster focuses on careers in organizing, directing, 
and evaluating functions essential to productive business operations.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Administrative & Information Support: Employees who work in this fi eld manage the activities of an 
offi  ce. They ensure that information is collected and shared with staff  and clients.

Business Analysis: People working in this fi eld help business owners solve problems by analyzing 
information, creating solutions, and designing proposals for the business.

Business Financial Management & Accounting: Employees in this fi eld use general accounting systems. 
They use computer systems to prepare bills, taxes, and reports to help make important business 
decisions.

Human Resources: People in this fi eld are responsible for fi nding and keeping employees. To do this, 
they interview and hire the most qualifi ed applicants.

Management: Employees working in management have a variety of responsibilities to keep a 
business in operation. They build relationships with people outside the company or department 
and with employees.

Marketing: In this fi eld, workers develop marketing plans to sell products or services. Marketing 
managers identify and keep track of trends in buying and selling by reading trade journals and 
attending trade shows.

Your School Cluster ResourcesYour School Cluster Resources



43

 World of Work

Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Business, Management & Administration

9th Grade:  [LIST COURSES]

10th Grade:  [LIST COURSES]

11th Grade: [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Business, Management & Administration Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
• DECA, Texas Association, www.texasdeca.org
•  Future Business Leaders of America (FBLA), www.txfbla.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Career Preparation
•  Internships
•  Job Shadowing
•  Student Council
•  University Interscholastic League
•  Yearbook
• 

For more information about this cluster, read the Business, Management & Administration edition of 
Achieve Texas in Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you yearn to learn, feel a calling to teach, or would like to work in a favorite 
subject area, then Education & Training could be the right career cluster for you.

Quick Cluster Overview

The Education & Training Cluster focuses on careers in providing education and training services, 
and related learning support services.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Administration & Administrative Support: In this fi eld, professionals provide instructional leadership 
and manage the day-to- day activities in schools, colleges, and universities. They also 
manage educational programs in businesses, correctional facilities, and community service 
organizations.

Professional Support Services: Professionals in this fi eld assist students in schools with personal and 
family needs, mental health needs, educational goals, and career decision making.

Teaching and Training: In addition to being knowledgeable in the subjects they teach, professionals 
in this fi eld must be able to communicate, inspire trust and confi dence, motivate learners, and 
understand their educational and emotional needs.
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Education & Training

9th Grade:  [LIST COURSES]

10th Grade:  [LIST COURSES]

11th Grade:   [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Education & Training Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

• Family, Career and Community Leaders of America (FCCLA), www.texasfccla.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Before/After School Aide
• Career Preparation
• 4-H Youth Development
• Internships
•  Job Shadowing
•  Ready, Set, Read!
•  Speech and Debate Team
• 

For more information about this cluster, read the Education & Training edition of Achieve Texas in Action 
available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you are good numbers, want to play the stock market, or enjoy working with the 
public, then Finance could be the right career cluster for you.

Quick Cluster Overview

The Finance Cluster focuses on careers in fi nancial and investment planning, banking, insurance, 
and business fi nancial management.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Banking & Related Services: Employees in this fi eld work with individuals and companies to hold 
money; pay interest; and provide loans, credit, and payment services.

Business Financial Management: In this fi eld, professionals use general accounting systems to prepare 
fi nancial reports. They also use information to help businesses make fi nancial decisions.

Financial & Investment Planning: Professionals in this fi eld help businesses and individuals make 
decisions about their investments.

Insurance Services: Employees in this fi eld provide fi nancial protection to individuals and businesses. 
Specialists in insurance include actuaries, clerks, underwriters, and salespeople.
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Finance

9th Grade:  [LIST COURSES]

10th Grade: [LIST COURSES]

11th Grade: [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Finance Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  DECA, Texas Association, www.texasdeca.org
•  Future Business Leaders of America (FBLA), www.txfbla.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Academic Decathlon
•  Boy/Girl Scouts
•  Career Preparation
•  Internships
•  Job Shadowing
•  Math Tutor
•  University Interscholastic League
• 

For more information about this cluster, read the Finance edition of Achieve Texas in Action available at: 
www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you want to serve your community, run for public offi  ce someday, or protect our 
rights and freedoms, then Government & Public Administration may be the right 
cluster for you.

Quick Cluster Overview

The Government & Public Administration Cluster focuses on careers in executing governmental 
functions at the local, state, and federal levels.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Foreign Service: Professionals in this fi eld serve in foreign embassies and consulates, direct diplomatic 
missions, and advise government leaders on foreign aff airs.

Governance: Employees in this fi eld include elected or appointed federal offi  cials, state legislators, 
local elected offi  cials, and staff  members of these offi  cials.

National Security: National Security professionals, including offi  cers and enlisted men and women of 
the armed forces, Coast Guard, and National Guard, provide our national defense.

Planning: Urban and regional planners develop plans and designs for use of land. They design 
residential developments and prepare for the growth of communities.

Public Management & Administration: Employees in this fi eld work in government to implement the 
plans and programs developed by elected offi  cials.

Regulation: Government regulators enforce standards set by law in areas such as immigration, food 
and drug quality, sales of stock, and banking.

Revenue & Taxation: Professionals in this area collect taxes levied to fund the activities of national, 
state, and local governments.
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Government & Public Administration

9th Grade:  [LIST COURSES]

10th Grade: [LIST COURSES]

11th Grade: [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Government & Public Administration Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  Future Business Leaders of America (FBLA), www.txfbla.org
•  Skills USA, www.txskillsusa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Career Preparation
•  Community Service
•  Internships
• Job Shadowing
•  Peer Mediation
•  Peer Tutoring
•  Student Council
• 

For more information about this cluster, read the Government & Public Administration edition of 
Achieve Texas in Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you feel a calling to care for others, won’t faint at the sight of blood, or want to 
pursue a profession on the cutting edge of technology, then Health Science may be 
the right career cluster for you.

Quick Cluster Overview

The Health Science Cluster focuses on careers in providing diagnostic and therapeutic services, 
health informatics, support services, and biotechnology research.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Biotechnology Research & Development: Scientists in this fi eld perform bioscience research and 
development connected with the delivery of health care. They may study human diseases to 
discover new treatments or develop medical devices to directly assist patients.

Diagnostic Services: Employees in this fi eld use tests and evaluations to aid in the detection, diagnosis, 
and treatment of diseases and injuries.

Health Informatics: Professionals in this fi eld include administrators who manage healthcare agencies 
as well as employees in those agencies who manage patient data, fi nancial information, and 
computer applications related to healthcare management.

Support Services: Employees in this fi eld perform all the services that provide a therapeutic 
environment for patient care, including biomedical engineering, hospital maintenance, dietary 
services, and others.

Therapeutic Services: Professionals in Therapeutic Services work directly with patients. They may 
provide care, treatment, counseling, and health education information.
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Health Science

9th Grade:  [LIST COURSES]

10th Grade:   [LIST COURSES]

11th Grade:   [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Health Science Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  Family, Career and Community Leaders of America (FCCLA), www.texasfccla.org
•  Future Business Leaders of America (FBLA), www.txfbla.org
•  Health Occupations Students of America, Texas Association, (HOSA), www.texashosa.org
•  Texas Technology Students Association (TSA), www.texastsa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Career Preparation
•  Internships
•  Job Shadowing
•  Medical Mission Trips
•  National Youth Leadership Forum on Medicine
•  Special Olympics
•  STARS Research Program
• 

For more information about this cluster, read the Health Science edition of Achieve Texas in Action 
available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you want to see the world, enjoy serving others, or dream of opening a restaurant 
or bed and breakfast someday, then Hospitality & Tourism could be the right career 
cluster for you.

Quick Cluster Overview

The Hospitality and Tourism Cluster focuses on careers in managing restaurants and other food 
services, lodging, attractions, recreation events, and travel-related services.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Lodging: Professionals in this fi eld take care of guests who stay at hotels and motels. They provide 
services that make their guests’ stay pleasant.

Recreation, Amusements & Attractions: People in this fi eld plan, organize, and direct activities in 
playgrounds and recreation centers, parks, community centers, theme parks, and tourist 
attractions.

Restaurants & Food/Beverage Services: Food service managers are responsible for the daily operations 
of restaurants. They oversee the ordering, preparation, and service of food and beverages to 
patrons.

Travel & Tourism: Employees in this fi eld make sure travelers have good experiences. They help 
travelers plan and arrange trips.
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Hospitality and Tourism

9th Grade: [LIST COURSES]

10th Grade:  [LIST COURSES]

11th Grade:  [LIST COURSES]

12th Grade: [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Hospitality and Tourism Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  DECA, Texas Association, www.texasdeca.org
•  Family, Career and Community Leaders of America (FCCLA), www.texasfccla.org
•  Future Business Leaders of America (FBLA), www.txfbla.org
•  Skills USA, www.txskillsusa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Campus Service Organizations
•  Career Preparation
•  Internships
•  Job Shadowing
•  Peer Tutoring/Mentoring
• Speech and Debate Team
• Student Government
• 

For more information about this cluster, read the Hospitality & Tourism edition of Achieve Texas in Action
available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities. 
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If you feel a calling to serve your fellow men and women, feel comfortable caring 
for people, or want to improve your community, then Human Services could be the 
right career cluster for you.

Quick Cluster Overview

The Human Services Cluster focuses on careers in providing for families and serving human needs.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Consumer Services: In this fi eld, employees help people with decisions and problems relating to 
fi nance, real estate, insurance, and consumer goods.

Counseling & Mental Health Services: Professionals in these occupations assist people with personal, 
family, educational, mental health, and career decisions and problems.

Early Childhood Development & Services: People in this fi eld nurture and teach preschool-age children.

Family & Community Services: Some professionals in this area help families and individuals meet their 
nutritional needs. Others help counsel troubled individuals, train or retrain the unemployed, 
care for the elderly, and solicit contributions for various social agencies.

Personal Care Services: Personal care professionals help people with their personal appearance, 
including styling hair, giving manicures, providing facial treatments, and giving makeup advice. 
They also provide health and fi tness training.
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Human Services

9th Grade:  [LIST COURSES]

10th Grade:  [LIST COURSES]

11th Grade:  [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Human Services Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  DECA, Texas Association, www.texasdeca.org
•  Family, Career and Community Leaders of America (FCCLA), www.texasfccla.org
•  Future Business Leaders of America (FBLA), www.txfbla.org
•  Health Occupations Students of America, Texas Association, www.texashosa.org
• Skills USA, www.txskillsusa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Campus Service Organizations
•  Career Preparation
•  4-H Youth Development
•  Internships
•  Job Shadowing
•  Medical Mission Trips
•  Speech and Debate Club
• 

For more information about this cluster, read the Human Services edition of Achieve Texas in Action 
available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.



56 September 21, 2015 10:41 AM

 World of Work

[NOTE: INSTRUCTIONS FOR THE SPECIFIC SCHOOL INFORMATION TO INSERT APPEARS IN UPPERCASE BOLD LIKE 
THIS NOTE. PLEASE DELETE ALL NOTES AND BRACKETS WHEN CUSTOMIZING A DOCUMENT.]

If you are good at grasping how technology works, have an idea for a new website 
or computer game, or want a career that is always changing, then Information 
Technology could be the right career cluster for you.

Quick Cluster Overview

The Information Technology Cluster focuses on careers in designing, supporting, and managing 
hardware, software, multimedia, and systems integration.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Information Support & Services: Professionals in this fi eld are involved with the deployment of 
information technology, including implementing computer systems and software, providing 
technical assistance, and managing information systems.

Interactive Media: Specialists in Interactive Media create, design, and produce interactive multimedia 
products and services.

Network Systems: In this fi eld, employees plan, implement, and analyze computer networks. Their 
work includes the design, installation, maintenance, and management of network systems.

Programming & Software Development: Professionals in this fi eld design and implement computer 
systems and software by applying their expertise in programming languages, operating 
systems, and software development.
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Information Technology

9th Grade:  [LIST COURSES]

10th Grade:  [LIST COURSES]

11th Grade:  [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Information Technology Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  Future Business Leaders of America (FBLA), www.txfbla.org
• Skills USA, www.txskillsusa.org
• Texas Technology Students Association (TSA), www.texastsa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

• Career Preparation
•  Computer Tutoring
• Internships
• Job Shadowing
• Junior Engineering Technical Society
• Student Government
• University Interscholastic League
• 

For more information about this cluster, read the Information Technology edition of Achieve Texas in 
Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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[NOTE: INSTRUCTIONS FOR THE SPECIFIC SCHOOL INFORMATION TO INSERT APPEARS IN UPPERCASE BOLD LIKE 
THIS NOTE. PLEASE DELETE ALL NOTES AND BRACKETS WHEN CUSTOMIZING A DOCUMENT.]

If you have a calling to serve others, can keep a cool head under pressure, or respect 
the law, then a career in Law, Public Safety, Corrections & Security could be the 
right career cluster for you.

Quick Cluster Overview

The Law, Public, Safety, Corrections & Security Cluster focuses on careers in planning, managing 
and providing legal, public safety, protective services and homeland security, including 
professional and technical support services.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Correction Services: Workers in this fi eld are responsible for guarding people who have been arrested 
or convicted of a crime. Their primary mission is to protect the public.

Emergency and Fire Management Services: In this fi eld, workers are called upon to put out fi res, treat 
injuries, and perform other vital functions. Firefi ghters and emergency services workers help 
protect the public.

Law Enforcement Services: In this fi eld, duties include controlling traffi  c and investigating crimes. 
People in the fi eld maintain order, enforce laws, issue traffi  c tickets, and investigate accidents.

Legal Services: People working in this fi eld hold positions of great responsibility and are obligated to 
follow a strict code of ethics.

Security and Protective Services: Employees in this fi eld often work in public buildings, factories, 
warehouses, government buildings, and military bases. They protect products, computers and 
machines, laboratories, or people.

Your School Cluster ResourcesYour School Cluster Resources
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Law, Public Safety, Corrections & Security

 9th Grade:  [LIST COURSES]

10th Grade:  [LIST COURSES]

11th Grade: [LIST COURSES]

12th Grade: [LIST COURSES]

* The program of study you choose will determine your specifi c elective options and the order in 
which they can be taken.

Law, Public Safety, Corrections & Security Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  Future Business Leaders of America (FBLA), www.txfbla.org
•  Health Occupations Students of America (HOSA), www.texashosa.org
•  Skills USA, www.txskillsusa.org
• Texas Technology Students Association (TSA), www.texastsa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Career Preparation
•  Explorer Program
•  Internships
• Job Shadowing
•  Mock Trial
•  Peer Mediation
•  Student Council
• 

For more information about this cluster, read the Law, Public Safety & Security edition of Achieve Texas 
in Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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[NOTE: INSTRUCTIONS FOR THE SPECIFIC SCHOOL INFORMATION TO INSERT APPEARS IN UPPERCASE BOLD LIKE 
THIS NOTE. PLEASE DELETE ALL NOTES AND BRACKETS WHEN CUSTOMIZING A DOCUMENT.]

If you like building things, can follow detailed instructions, or are good at 
organizing people and processes, then Manufacturing could be the right career 
cluster for you.

Quick Cluster Overview

The Manufacturing Cluster focuses on careers in processing materials into intermediate or fi nal 
products.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Health, Safety, and Environmental Assurance: Employees in this fi eld create safe working environments. 
They monitor and maintain safety and health procedures. They also ensure that factories 
comply with government regulations.

Logistics and Inventory Control: In this fi eld, workers get materials to production workers. They order the 
items and check them into the company warehouse when delivered. In addition, they pack and 
ship the fi nished products.

Manufacturing Production Process Development: Employees in this fi eld design and plan how new 
products are going to be manufactured.

Maintenance, Installation, and Repair: Workers in this fi eld install, maintain, and repair the manufacturing 
equipment as needed.

Production: Employees in this fi eld transform raw materials into fi nished products. They create the 
parts needed to make products or assemble the parts into products.

Quality Assurance: In this fi eld, workers make sure manufactured goods meet design standards and 
specifi cations. If there are problems in production, they might be asked to fi nd the cause and 
propose a solution.

Your School Cluster ResourcesYour School Cluster Resources
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Manufacturing

9th Grade:  [LIST COURSES]

10th Grade: [LIST COURSES]

11th Grade:  [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Manufacturing Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  Future Business Leaders of America (FBLA), www.txfbla.org
•  Skills USA, www.txskillsusa.org
•  Texas Technology Students Association (TSA), www.texastsa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Boy/Girl Scouts
•  Career Preparation
•  Habitat for Humanity
•  Internships
•  Job Shadowing
•  Science Olympiad
• 

For more information about this cluster, read the Manufacturing edition of Achieve Texas in Action 
available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you want to learn how to package yourself for success, sell any type of product or 
service, or serve all kinds of customers, then Marketing, Sales & Service may be the 
right cluster for you.

Quick Cluster Overview

The Marketing, Sales & Services Cluster focuses on careers in performing marketing activities to 
reach organizational objectives.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Buying & Merchandising: In this fi eld, employees get the product into the hands of the customer. They 
might buy the products that the businesses sell or design the display and packaging for the 
product.

Distribution & Logistics: Employees in this fi eld arrange delivery of products to stores for sale to 
consumers. They make sure there are enough products to be sold and stocked.

E-Marketing: Professionals in this fi eld use the Internet to sell products and services. They create the 
content for the website and conduct market research using the latest electronic tools.

Management & Entrepreneurship: In this fi eld, employees direct the marketing operations of a business. 
They might work for a small company or do all the activities themselves.

Marketing Communications & Promotion: Employees in this fi eld design and implement marketing plans. 
They create ads for television or magazines and also develop spot ads for radio.

Marketing Information Management & Research: Employees in this fi eld collect and analyze many diff erent 
types of information that is used to design new products and to predict future sales. They might 
get information to compare a company against a competitor.

Professional Sales & Marketing: Employees in this fi eld make sure goods and services are sold to 
businesses or individuals. Exhibit designers create appealing displays to give information or 
attract attention.

Your School Cluster ResourcesYour School Cluster Resources
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Marketing, Sales & Services

9th Grade:  [LIST COURSES]

10th Grade:  [LIST COURSES]

11th Grade:  [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Marketing, Sales & Services Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

• Business Professionals of America (BPA), www.texasbpa.com
• DECA, Texas Association, www.texasdeca.org
• Future Business Leaders of America (FBLA), www.txfbla.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

• Boy/Girl Scouts
• Campus Service Organization
• Career Preparation
• Internships
• Job Shadowing
• School Newspaper
• 

For more information about this cluster, read the Marketing, Sales, & Service edition of Achieve Texas in 
Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you are curious about the universe, dream of exploring new worlds of knowledge, 
or want to solve the planet’s problems, then Science, Technology, Engineering & 
Mathematics could be the right career cluster for you.

Quick Cluster Overview

The Science, Technology, Engineering & Mathematics Cluster focuses on careers in performing 
scientifi c research and professional and technical services.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Engineering and Technology: Careers in this fi eld involve problem solving in design and development 
of products and systems. Individuals pursuing these careers evaluate problems to develop and 
test solutions and provide advice and consultation.

Science and Math: Those who choose careers in this fi eld plan, manage, and provide research and 
professional services. Their goal is to improve our understanding of the natural world.

Your School Cluster ResourcesYour School Cluster Resources
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Science, Technology, Engineering & Mathematics

9th Grade:  [LIST COURSES]

10th Grade:  [LIST COURSES]

11th Grade:  [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Science, Technology, Engineering & Mathematics Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

• Skills USA, www.txskillsusa.org
• Texas Technology Students Association (TSA), www.texastsa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Career Preparation
•  Destination ImagiNation
•  FIRST High School Robotics Competition
•  International Bridge Building Contest
• Internships
•  Job Shadowing
•  Junior Engineering Technical Society
•  Science Olympiad
• 

For more information about this cluster, read the Science, Technology, Engineering & Mathematics 
edition of Achieve Texas in Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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If you are a mover and shaker, have a talent for organization, or yearn to see new 
places, then Transportation, Distribution & Logistics could be the right career 
cluster for you.

Quick Cluster Overview

The Transportation, Distribution & Logistics Cluster focuses on careers in managing movement of 
people, materials, and goods by road, pipeline, air, rail, and water.

Programs of Study Available at Our School

[FROM THIS LIST, SELECT THE PROGRAMS OF STUDY THAT ARE OFFERED AT YOUR SCHOOL. TO REVIEW 

PROGRAMS OF STUDY, PLEASE VISIT WWW.ACHIEVETEXAS.ORG.]

Facility & Mobile Equipment Maintenance: Employees in this fi eld keep machinery running. They also look 
for ways to operate machinery safely for less money.

Health, Safety, & Environmental Management: Professionals in this fi eld look for ways to prevent accidents 
in the workplace. They inspect buildings and machines for hazards and safety violations.

Logistics Planning & Management Services: In this fi eld, professionals make sure products arrive when and 
where they should at the lowest possible cost.

Sales and Service: Sales and Service employees develop pricing strategies, balance company 
objectives, and manage customer satisfaction. They identify, develop, and evaluate sales 
strategies.

Transportation Operations: Workers in this fi eld operate the trains, airplanes, trucks, buses, and other 
vehicles that deliver people and goods to their destinations.

Transportation Systems/Infrastructure Planning, Management, and Regulation: Professionals in this fi eld plan 
and enforce regulations to make travel safer and more effi  cient by air, rail, and on streets and 
highways.

Warehousing & Distribution Center Operations: In this fi eld, employees work in terminals and warehouses 
to make sure items from all over the world are delivered to the right place and on time.

Your School Cluster ResourcesYour School Cluster Resources
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Career-Related Electives Available at Our School*

[INSERT COURSES FOR EACH GRADE FOR THE PROGRAMS OF STUDY OFFERED AT YOUR SCHOOL.]

Transportation, Distribution & Logistics

9th Grade:  [LIST COURSES]

10th Grade: [LIST COURSES]

11th Grade: [LIST COURSES]

12th Grade:  [LIST COURSES]

* The program of study you choose will determine your specifi c career-related elective options and 
the order in which they should be taken.

Transportation, Distribution & Logistics Student Organizations at Our School

[ADD ORGANIZATIONS AVAILABLE AT YOUR SCHOOL OR IN YOUR COMMUNITY]

•  Business Professionals of America (BPA), www.texasbpa.com
•  Future Business Leaders of America (FBLA), www.txfbla.org
•  Skills USA, www.txskillsusa.org
•  Texas Technology Students Association (TSA), www.texastsa.org
• 

Related Extended Learning Activities Available at Our School

[FROM THIS LIST, INCLUDE CAREER LEARNING AND EXTRACURRICULAR ACTIVITIES AVAILABLE AT YOUR SCHOOL 
AND ADD ANY THAT ARE NOT LISTED.]

•  Career Preparation
•  Internships
•  Habitat for Humanity
• Job Shadowing
•  Student Council
•  University Interscholastic League
• 

For more information about this cluster, read the Transportation, Distribution & Logistics edition of 
Achieve Texas in Action available at: www.achievetexas.org/students.htm

Hint:  Click on one of the 16 cluster icons. At the top of the page is the link to the PDF of the College & 
Career Planning Guide for that cluster.  OR view the PDF online by clicking on the large graphic of 
the Achieve Texas in Action magazine (College & Career Planning Guide).

It is the policy of   [INSERT THE NAME OF YOUR DISTRICT OR SCHOOL]   not to discriminate on the basis of race, 

color, national origin, sex, or handicap in its career and technical education programs, services, or activities.
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Unit 1: World of Work

Day 9: High School and Beyond…

Objective:

Students will have an understanding of who they will be as a future student. Students will become 
aware of the opportunities they have in High School and Post-Secondary.

TEKS:

• Exploring Careers: 3.A, B, E, F
•  Career Portals: 3.A; 4.D

Materials:

•  Career Success, pgs. 32-33
• Handout:  “What Are Your Options In High School?”
• Handout:  “What Are Your Options After High School?”
• Career Investigation, pg. 8
• High School Graduation Plan:  http://www.lmci.state.tx.us/shared/highschoolgradplan.asp

Activities:

• Students will read pg. 8 in Career Investigation.
• Sign on to High School Grad Plan:  http://www.lmci.state.tx.us/shared/highschoolgradplan.asp

• Pass out “What Are Your Options In High School?” handout.
• Talk with students about what will be required of them in High School.  Also discuss how High 

School will prepare them for future education and training.
• Students will read pgs. 32-33 in Career Success.
• Pass out “What Are Your Options After High School?” handout.
• Each student will have diff erent ideas about the opportunities that are available after High School.  

Have students list their own personal pros and cons on each Post-Secondary Option.

Conclusion:

Inform students as they go through this course they need to keep in mind all of their High School 
and Post Secondary options. As they go through this course and investigate Career choices, they 
might fi nd an opportunity they never thought was possible.
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What Are Your Options In High School?
 This section provided from www.netnet.org/students/dualcredit.htm

Dual Credit, Concurrent Enrollment, Articulated Credit… Is there a diff erence?

All three are alike in that they give motivated, college-bound high school students the opportunity 
to get a “jump start” on college by earning college credit before attending on a full-time basis. 
These classes are advanced and maintain a college-level standard. Students taking these courses 
must meet all eligibility requirements set by their high school and by the college. The distinctions 
between them have to do with what type of credit is received, and when that credit is awarded:

• Dual Credit: allows a student to enroll in a college or university course to earn college 
credit, while at the same time fulfi lling high school academic requirements. Credit is im-
mediately awarded upon course completion.

• Concurrent Enrollment: allows high school students to earn college credit only while still 
in high school. Credit is immediately awarded upon course completion.

• Articulated Credit: allows high school students to take courses that lead to college credit 
in technical courses. Course credit is awarded by the college after the student has enrolled 
at a participating college.

NOTE: Be sure to ask each NETnet Member Institution for their defi nition of Dual Credit, Concurrent 
Enrollment, and Articulated Credit. For additional information, please contact the appropriate 
college or university representative.

Things to consider before enrolling in Dual Credit courses.

If a student decides s/he is emotionally and intellectually prepared to take a college-level course, 
s/he must speak to the high school counselors to fi nd answers to the following questions:

Does the course fit in with the graduation requirements at my high school?

Will the course help me meet my college or career goals?

Will dual credit courses transfer from one college or university to another?

 Many courses off ered by NETnet member colleges and universities meet general 
education requirements in most degree plans at Texas colleges and universities. Because 
there are diff erences between colleges (and even between departments within colleges), 
high school students who later enter college may fi nd that some courses may transfer as 
electives, but do not fulfi ll specifi c degree requirements.

Can I afford it?

 Students may be responsible for paying all or part of the tuition, testing or placement 
fees, and/or other costs associated with taking college-level courses. Since each college 
operates a little diff erently, early contact between you, your counselor, and the college is 
strongly advised.
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Are there any drawbacks to consider?

• Dual credit distance education courses are not for everyone. Students interested in 
enrolling should fi rst take a few of the interactive self-assessments and learning style 
quizzes to determine their readiness for college courses delivered at a distance. Do these 
characteristics of successful distance education students apply to you?

• Enrolling in a dual credit course takes a great deal of EARLY planning and coordination 
between the high school and college. If students wait until the beginning of the semester 
to investigate their options, the likelihood is high that they will not be able enroll for that 
semester.

• If a graduating senior takes a dual credit class that is required to graduate from high 
school, s/he is in danger of not graduating if s/he does not pass the class or fails to 
complete the assignments and pass the fi nal before the date of high school graduation.

• College courses are inherently more diffi  cult than the high school courses most students 
are accustomed to taking. Therefore, students must be self-directed, motivated, 
disciplined, with good time management skills, and able to exercise self-discipline when 
attempting the more challenging curriculum.

• Once enrolled in the course, a student will not be refunded tuition or fees, even if s/he fails 
to complete the curriculum.

• If a student enrolls in a course via VCT, the instructing college may opt to send the course 
to sites within their college’s service district area (SDA), instead of to remote colleges 
through VCT. This might occur if the instructing college places a limit on the number of 
remote sites to which it will send the course.

• Students must ensure the course will be required for the major they intend to pursue at 
the college they plan to attend. If not, they may be spending money to take an unneces-
sary class.

GET ANY AND ALL TRANSFER AGREEMENTS IN WRITING and before enrolling. 

I want to take a dual credit course - how does it work?

According to the Texas Higher Education Coordinating Board (THECB), to receive dual credit 
for a course, the student must go to/register at the college with which the high school has an 
agreement. However, the student is not limited to the course off erings of that particular college. 
There are several ways to get the courses a particular student desires:

• High school counselors can contact the college within their service delivery area (SDA) - 
their local college - to request a list of dual credit off erings, or they can check the NETnet 
Courses and Programs page.

• The high school can contact the local college and request a particular course. If enough 
critical mass (i.e., potential students) exists, the college may decide to off er the desired 
class even if it’s not listed in their class schedule.*

•  If the local college does not/cannot/will not off er the desired class, the student may opt 
to use the VCT model; that is, register for the class at the local college, even though the 
course will be taught by another college’s instructor. The student will be able to use the 
local college for testing, library, and other support services, and the grade will be on the 
local college transcript.
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•  If the local college does not/cannot/will not off er the desired class, the high school can 
contact another college to discuss the possibility of forging a dual credit agreement 
between them.

•  If college credit only (not DUAL credit) is desired, a student may register for courses at any 
college or university to which s/he is accepted; no agreement is necessary.

•  The high school’s fi rst step should be to contact the local college to discuss possibilities 
and options. Ultimately, the students may go wherever an agreement exists. Students/
parents/counselors should get ANY AND ALL AGREEMENTS concerning what will transfer/
count toward a degree or college credit IN WRITING before enrolling.

* “Desired class” encompasses the entirety of the off ering - course content, delivery method (online, 
telecourse, videoconferencing), time of day, etc.

Tech Prep is College Prep for Technical Careers!

This section provided from http://www.techpreptexas.org/about-techprep.html

Tech Prep is a way to start a college technical major in high school. In a Tech Prep program, you 
begin your course of study in high school and continue in a community or technical college. The 
result is a certifi cate or associate degree in a career fi eld.
Tech Prep programs combine the academic courses needed for success in college AND technical 
courses that begin to prepare you for a career. Students in Tech Prep programs can earn college 
credit through:

• Content-enhanced articulated courses (statewide articulation and/or local articulation);
• Dual credit (concurrent enrollment); and/or
• College Board Advanced Placement (AP)

What options are available to high school Tech Prep program participants after high school  
  graduation?

 Tech Prep in secondary schools is a college-preparatory program for technical careers that 
prepares high school participants for success. Tech Prep provides:

• A head start in a two-year associate of applied science degree or apprenticeship program;
• A solid basis for baccalaureate study; and
• The ability to apply technical skills for immediate entry-level employment after high 

school while also attending college.

 How are Tech Prep programs different from other career and technical programs?

 The main diff erence is that all Tech Prep programs are college-preparatory, designed to 
prepare students to continue in a related program of study at a two-year college. Tech 
Prep high school course sequences prepare students for continuation in many related 
post-secondary Tech Prep associate of applied science degree programs.
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Tech Prep is college prep for technical careers.

 Other career and technical course sequences may prepare students for college or may 
prepare students to enter the work force or the military after high school graduation.

Tech Prep and High School Graduation Plans

Graduation Plan Minimum Program Recommended HS Pro-
gram (RHSP)

Distinguished Achieve-
ment Program (DAP)

Tech Prep Not recommended Recommended Encouraged

A Tech Prep student should 
complete as many courses 
in the RHSP as possible.

Most Tech Prep articulated 
courses* with a grade of 
3.0 or higher count as DAP 
advanced measures.

*Statewide-articulated courses may be academic (for example, Principles of Technology) or technical (Career and Technology 
courses). In specifi c instances, colleges may award academic transfer credit for statewide-articulated courses.

**Tech Prep students completing the RHSP or DAP also meet criteria for recognition as Texas Scholars.

About AP

  This section provided from http://www.collegeboard.com/student/testing/ap/about.html

Are you ready for a unique learning experience that will help you succeed in college? Each 
year, students around the world who want to learn and achieve at the highest level become 
AP students. Through AP’s college-level courses and exams, you can earn college credit and 
advanced placement, stand out in the admissions process, and learn from some of the most 
skilled, dedicated, and inspiring teachers in the world.

Why Participate?

With  more than 30 courses and exams across multiple subject areas, AP off ers something for every- 
one. Here are just a few reasons to sign up:

Earn College Credit and Advanced Placement

• Receive recognition from more than 3,600 colleges and universities that annually receive 
AP Exam scores. Over 90% of 4-year colleges in the U.S. provide credit and/or advanced 
placement for qualifying scores.

• Have time to move into upper-level courses in your fi eld of interest, pursue a double 
major, or study abroad.

• Design a college experience that suits you and gives you the fl exibility to get the most out 
of your college years.

Stand Out in the College Admissions Process

• Demonstrate your maturity and readiness for college.
• Show your willingness to take the most rigorous courses available to you.
• Emphasize your commitment to academic excellence.
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Gain Skills that Will Help You Succeed in College

• Get a head start on college-level work.
• Improve your writing skills and sharpen your problem-solving techniques.
• Develop the study habits necessary for tackling rigorous course work.

Broaden Your Intellectual Horizons

• Be part of a community of students and educators who are passionate, curious, and com-
mitted to academic excellence.

• Engage in intense discussions, solve problems collaboratively, and learn to write clearly 
and persuasively.

• Take courses that are developed by leading professors to refl ect the level of learning hap-
pening at colleges throughout the country.

How Do I Enroll?

Once you’ve decided to take the AP challenge it’s easy to enroll.
• Talk to an AP teacher or the AP Coordinator at your school about the course you want to 

take. Discuss the course’s workload and any preparation you might need.
• If you are a home schooled student or attend a school that doesn’t off er AP, you can still 

participate. Each year hundreds of students participate through independent study. Some 
states even sponsor online AP courses.
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What are Your Options After High School?
List the Pros and Cons for each option below.

4-Year University

Pros   Cons  

2-Year College

Pros  Cons  

Technical Schools and Private Career College

Pros  Cons  

Apprenticeships

Pros  Cons  

US Armed Forces

Pros  Cons  

Minimum Wage Job

Pros  Cons  

Volunteer and Internships

Pros  Cons  

Doing Nothing

Pros  Cons  
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Unit 1: World of Work

Day 10: Identifying Your Strengths

Objective:

Students will have an understanding of who they are as a student and future employee and what 
skills they currently have to help them in the future.  Students will have a better understanding of 
Workplace Basic Skills.

TEKS:

• Exploring Careers: 4.A, B, C, D, E, F; 7.A, B, C, D, E 
• Career Portals: 4.F, H

Materials:

• Handout: “Workplace Basics”
• Handout: “Skills I Have/Skills I Need”
• Brochure:  “Are You A Doer, Thinker . . .?”

Activities:

• Pass out “Workplace Basics” handout and have students read over the list.
• Pass out “Skills I Have” Handout to students. 
• As students go through the list of Workplace Basics, they will list each of the items in one of the two 

columns of “Skills I Have/Skills I Need.” Tell students to be as honest as possible. This exercise is not 
to criticize them, but to make them aware of the areas they need to work on.

• After everyone has completed their list, have the class discuss which skills they feel they already 
possess and have them give examples of why they feel that way.

• Discuss the skills which most of the students feel they still need.  Have students brainstorm how 
they feel they would be able to acquire those skills.

• Pass out “Are You a Doer, Thinker…?” Brochure.
• Discuss the importance of how students will use their learning styles in their future jobs.

Conclusion:

Inform students as they go through this course they need to be focused on areas which they have 
identifi ed they need better Workplace Basics Skills.

Additional enrichment activity:

The Real Game Unit 1, Session 1: The Spin Game
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Workplace Basic Skills

                              Skills I Have                                Skills I Need 

Student Name          

Date           
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Workplace Basics

Skills for Baseline Job Preparation

1. Oral Communication – skill in expressing ideas and messages to others in a clear, concise and eff ective 
manner, including explaining and justifying actions convincingly

2. Written Communication – skill in eff ectively conveying written information and messages in a socially 
acceptable manner that is easily understandable to others

3. Numerical and Arithmetic Application – skill in compiling data, using numbers in various formats, and 
performing job-appropriate numbers-based problem-solving

4. Leadership – ability to guide, support, mentor, encourage and infl uence others, passing on knowledge, 
expertise and training where possible

5. Teamwork – ability to cooperate, contribute and collaborate as a member of a group in an eff ort to attain 
agreement and achieve a collective outcome

6. Appreciation of Diversity – ability to show empathy and embrace multi-cultural diversity, including 
viewing new ideas and varying perspectives in a positive fashion

7. Confl ict Management – skill in assessing interpersonal situations and resolving or mediating confl ict, 
including taking steps to avoid potential or perceived confl ict

8. Customer Service – knowledge of how to ascertain, and respond quickly to, the needs of internal and 
external customers to meet expectations and achieve customer satisfaction

9. Work Ethic – consistent demonstration of punctuality, dependability, reliability and responsibility in 
reporting for duty and performing assigned tasks as directed

10. Professionalism – knowledge of how to dress appropriately, speak politely, and conduct ones' self in a 
manner appropriate for the profession and work site

11. Integrity – ability to be trustworthy and honest, to choose the ethical course of action, and to comply 
with all applicable rules, laws and regulations

12. Attention to Detail – skill in reviewing with a critical eye the fi ne, detailed aspects of both quantitative 
and qualitative work process and end products

13. Adaptability – ability to adjust to changing expectations, and be fl exible when confronted with new or 
ambiguous circumstances or situations

14. Organization – skill in imposing order and ranking to materials, concepts, and tasks to effi  ciently 
manage and balance all types of workplace and personal situations

15. Stress Management – skill in working under pressure and handling deadlines, including balancing work 
and family responsibilities

Student Name          

Date           
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16. Multi-tasking – skill in handling multiple tasks and assignments simultaneously by setting priorities and 
managing work fl ow under varying deadlines

17. Problem-solving – ability to evaluate systems and operations, identify causes, problems, patterns or 
issues, and explore workable solutions or remedies to improve situations

18. Decision-making – knowledge of how to ask questions, consider options, rewards, and risks, set limits, 
plan goals, and apply information to the process of choosing the best alternative

19. Intellectual Risk-taking – acceptance of the importance of lifelong education, including learning 
quickly and thoroughly, and continuously applying new knowledge

20. Thoughtful Refl ection – skill in logical reasoning, conceptualizing abstract ideas, organizing symbols 
and graphs, seeing systemic issues, and evaluating data or outcomes

21. Initiative – ability to show self-motivation in getting work done, or done better, in the course of routine, 
daily work, or to take the lead in an unique way

22. Creativity – ability to conceive of, and contribute, new ideas, alternative pathways, or unique responses 
to a variety of situations

23. Dedication – ability to demonstrate endurance, follow-through and capacity to complete work tasks, 
including proposing, negotiating and implementing alternative approaches

24. Perseverance – ability to improve work, continuously monitor progress, and persist in successfully 
achieving results and goals regardless of obstacles encountered

25. Pride in Work – ability to take personal ownership over the amount and quality of individual 
performance, team assignments and other duties carried out

26. Following Directions – ability to follow written and oral instructions, and to adhere to established 
business practices, policies and procedures, including health and safety rules

27. Information Gathering – ability to observe, to listen to information provided orally, and to read material 
to gather and interpret information presented in various formats

28. Resource Allocation – knowledge of how to identify, leverage and distribute fi nancial and material 
resources eff ectively and effi  ciently

29. Time Management – skill in prioritizing tasks, following schedules, and tending to goal relevant 
activities in a way that uses time wisely and optimizes effi  ciency and results

30. Technology and Tool Usage – knowledge of how to use and apply job-appropriate computer 
applications and other offi  ce equipment, such as copiers and fax machines
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Unit 1: World of Work

Day 11:  What is Work and How Has it Changed?

Objective:

Students will have an understanding of why work is important to them, their community, and the 
world.

TEKS:

• Exploring Careers:  2. C; 7.A, E 
• Career Portals: 6.C

Materials:

• Handout:  “The World of Work” 
• Handout:  “Jobs of the Future” 
• Handout:  “Me. Inc.–The Attitude for Success”
• Handout:  “Every Job Matters” 
• Handout:  “Who’d Have Thought That Work Can Be Fun?”
• Succeed at Work Express:  pg. 2

Activities:

• Have students read all handouts.
• Discuss the information contained in each handout.
• Read and Discuss pg. 2 of Succeed at Work Express as a class.

Conclusion:

Goal Setting: When investigating careers of interest, students should keep in mind what they feel is 
important in working.  Look for careers that will meet these needs.

Additional enrichment activity:

The Real Game Unit 3, Session 4: Disaster Strikes
The Be Real Game Unit 1, Session 1: The Beginning
The Be Real Game Unit 1, Session 3: The Adult World of Work
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THE  WORLD OFTHE  WORLD OF    WORKWORK
 

You may know little to nothing about the world of work. Before you go out into the world, 
you need to understand the basics of how the economy works, how to manage money, 
how to have a good work ethic and more. These facts are learned at home long before you 
take that fi rst summer job. The earlier you start this training, the easier it will be!
This chapter focuses on describing the world of work. It’s a primer on the labor market as it 
is today and how it is likely to be in the coming decade. You may be surprised at how much 
has changed since your parents were your age!

THE BIG PICTURE: LABOR MARKET TRENDS

The world of work has changed dramatically over the  past forty years and it changes daily 
with each new technological breakthrough. You have probably read about the “global 
economy” but you might not realize what this means in terms of your employment future.
You will enter a service-oriented and knowedge-based economy, where knowledge and the 
ability to learn matter more than physical abilities. Competition for jobs is global and layoff s 
and job changes are commonplace.

Here are some more features of this new economy:

Companies lay off  workers even in good times. During the record low unemployment of 
the late 1990’s, layoff s and turnover were the highest on record. Instead of viewing layoff s 
with alarm, Wall Street often sees them as a sign that a company is taking positive action. It 
rewards the layoff s with rising stock values.

Tenure doesn’t always matter. Employers no longer automatically keep workers who have 
been at the company the longest. Instead, work skills and the ability to interact well with 
others matter more than time on the job.

Accomplishments do matter. Employers often rely on employee performance to determine 
whom to promote or keep. One study found that 40 percent of companies now base 
compensation on performance, up from 17 percent in 1996.

Ongoing education-lifelong learning-is crucial. Since technology sometimes changes jobs 
completely, workers have to be fl exible, able to shift occupations and careers as needed.

Many jobs continue to move overseas, especially those in manufacturing. As a result, most 
jobs in the U.S. are service-related.

Many high-tech/high-skill jobs are also moving overseas now that email, faxes and 
teleconferencing is commonplace. U.S. workers are not only competing for jobs with 
persons in other states or communities but with workers from other countries as well.

Workers often must change employers to increase their wages. Many employers are 
willing to lose employees rather than give “cost of living” raises. They can hire someone new 
for less.
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Workers must be responsible for their own retirement plans. Many companies have 
adopted “cash balance” plans, which are portable (meaning that workers can take them 
along when they change jobs). It is also the sole responsibility of the worker to maintain, 
invest and so on.

LABOR MARKET FACT

Today, people regularly change jobs and employers. The Bureau of Labor Statistics 
measures the length of time workers generally stay with the same job—their “job tenure.” In 
1998, the median number of years that workers had been with their current employer was 
3.6 years. If you work forty years, then you might work for over eleven diff erent employers.
The length of tenure varies depending on workers’ age and occupation. Older workers tend 
to change jobs less frequently.
Government workers had the longest tenure of all industries, while retail trade workers 
(dominated by restaurants and other entry level jobs) had the shortest.
The bottom line is that you can’t expect that your employer will “take care of you.” You have 
to be responsible for your own career development and you have to actively learn how to 
job hunt successfully. You’ll probably be doing it frequently!
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JOBS OF THE FUTURE

As a result of the changes in the world economy, the types of jobs open to new workers have changed. 
Many cleri cal, agricultural, manufacturing and oil and gas-related jobs—perhaps held by your 
parents or grandparents—are diminishing as the service sector expands and computer technology 
replaces workers who previously held routine or production jobs.

Here are the types of jobs you can expect to fi nd:

Service or trade jobs. The Service and Trade sectors of the economy will have the most 
openings. Service jobs involve personal interaction and range from hair-dressers to com puter 
program mers. Trade refers to the sale of products, either retail or wholesale, to the public. 

Low-skill/low-wage jobs. These types of positions, including waiting tables and working retail,  
will always have the most openings. They also have high turnover, low benefi ts and are subject 
to seasonal fl uctuations. Many are highly vulnerable to being replaced by new technologies, 
such as cashiers being replaced by check-out machines.

Healthcare, teaching and comput er-related jobs. These three fi elds will continue to see growth 
for largely demo graphic reasons. As Baby Boomers (those born from 1946 to 1964) age, their 
medical needs increase. Their children’s children, meanwhile, need to be educated. At the same 
time, the growth of technology-related jobs seems unlimited.

Temporary, part-time, contract and self-employed jobs. Today a third of the U.S. labor force 
does not work the standard full-time job of yore. While most workers would prefer the relative 
stability and benefi ts of full-time employment, it is not always available. Some industries, such as 
computer manufacturing, only hire employees who have worked for them through a temporary 
agency fi rst.

Skilled jobs. With so many people opting for “desk” jobs, there is a growing shortage for skilled 
labor in such fi elds as carpentry, plumbing and septic work—jobs that can generate a great deal 
of money.

High-knowledge jobs. Employers use edu cation as a hoop prospective employ ees must jump 
through to get hired. The more educated you are and the more recent your education (e.g., 
follow-up courses), the more employable you are. Employers especially want workers who know 
how to learn and who can teach themselves.

Fulfi lling jobs. Given  the fact  that job security does not exist, many people select jobs that they 
fi nd meaningful and fulfi lling. Their focus is often on the work itself, rather than the pay, which 
may be low.

These labor market realities can be scary or exciting, depending on your atti tude. The Me. Inc. 
attitude prepares you for success.
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Workers today have to fend for themselves in the market place. As Tom Lonergran 
of Fired with Enthusiasm puts it, “Even your old boss who fi red you will be gone 
soon himself.” No one is safe; no one can rescue you. So what do you do?
The best course of action is to think of yourself as self-employed. You run your 
own company, Me. Inc. You are its CEO, accountant, public relations per son 
and secretary. Your product is you: your skills, knowledge and ability. Your 
customers are your employers and coworkers and everyone else.
Self-employed people know that they’re only as good as their last job. They 
don’t rest on their laurels. They’re always trying to please customers more 
and expand their services. That’s how you have to be.
If you think of yourself as Me. Inc., you will have a positive attitude toward 
this chaotic world of work. You will take charge of your own career and not be 
a victim of the system, whether you’re being laid off , employed or changing 
fi elds.

Here are some ways to put the ME. Inc. attitude into practice:

Perform to the best of your ability. Be the kind of employee that employers want to hire and keep.
Take care of yourself physically and mentally, particularly by avoiding over-work. Recent research 

found that people who work excessive hours report that it negatively aff ects their health. 
Plan for bouts of unemployment. You will probably lose your job at some time, so be prepared; 

develop your job hunting skills, build a network of acquain tances and save money.
Learn to take adversity in stride. There’s no shame in being laid off —it’s too common a phenom ena 

for embar rass ment. Just try to learn lessons from the expe rience.

Labor Market Fact

Today’s economy continu ally churns and changes—more than at any other time in histo ry. Some 
jobs become obso lete while new jobs emerge. Other occupations, meanwhile, change or evolve 
so drastically that they no longer resemble what they were a decade earli er, though they share the 
same title.
The publication Emerging and Evolving Occupations in Texas describes many of these new and 
changed jobs in detail, including education require ments and salary.
Discuss some of these occupations with your parents and teachers and counselors. They’re a great 
place to start exploring!
Here are just a few:

n 

ur 

• Computer Programmer
• Database Administrator
• Webmaster
• Automation/Robotics Technician
• Fiber Optics Technician

• Biomedical Engineering Technician
• Digital Imaging Technician
• Geographic Positioning
• Systems Technician
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Every Job Matters

Seth and Joel, two high school sophomores, had been 
friends since kindergarten but their personalities where like 
night and day.

The diff erences became really obvious when they took 
summer jobs at a local fast food chain. Seth did not take his 

work seriously. He was frequently late and even failed 
to call in once when he was going to be absent. 

When he did show up, his work was sloppy. He 
just put in the minimum eff ort. “It’s just fast food,” 

he’d say. “No one cares about it.”

After only a month on the job, Seth was fi red. “His coworkers were 
complaining and I even heard from a couple of customers,” the 
manager explained. “Actually, I should have fi red him a long time 
ago but he’s a bright kid and I thought I’d give him a chance. 
What a waste of time.”

Joel, on the other hand, was a diff erent story. He was always on 
time, hard  working and courteous. He even volunteered for extra 
duties. He soon moved from cooking to behind the counter. 
“I moved him into a cashier position because he’s the kind of 
employee that makes our place look good,” the manager noted.

At summer’s end the manager wrote a great recommendation 
letter for Joel and asked him to come back the following year. 

When asked why he was such a good worker, Joel replied simply, 
“My dad always taught me that you can tell a person’s character by 

their work. And every job matters.”

j
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Who’d Have Th ought Th at Work Can Be Fun?

Chris, a sophomore, has had a paper route  for the past 3 months. He’s discovered 
that he enjoys his work duties a great deal—counting papers, riding his bike 
around the neighborhood, collecting subscription fees and maintaining accounting 

records. The getting up early and working sometimes in poor weather he 
could do without.

Chris enjoys the outdoors and handling accounts so much 
that he’d like to do work that involves either or both in 

the future.  But how can he learn about jobs related to 
such vague interests?

Using Texas CARES (www.texascaresonline.com) from his 
home computer, Chris found some occupations 

that had similar tasks to those he currently 
performs. “I couldn’t believe how easy it 

was,” Chris says, “And it was free!”

These days, Chris is considering 
becoming a Survey/Mapping 
Technician, which will allow him to 
travel to diff erent locations, record 
changes in property boundaries and 
even use another  of his interests—
photography—to do aerial mapping. 
In the meantime, he’s going to keep his 
paper route and see if his interest in its 
duties continues.

“The idea of work always seemed like a 
drag,” he notes. “But it’s not if you enjoy 

what you do. Who’d have thought that 
work can be fun?”

Chri
th

p
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Unit 2: Assessments

Day 1:  What Do You Enjoy?

Objective:

Students will be able to connect their interests to skills in the work place.

TEKS:

• Exploring Careers: 1.A 
• Career Portals: 2.B

Materials:

• Handout:  Self-Assessment 
• Construction Paper
• Magazines
• Glue
• Scissors
• www.texascaresonline.com, Interest Profi ler 

Activities:

• Have students read handout:  “Self-Assessment”.
• Discuss the benefi ts of identifying interests and how they relate to future careers.
• Have each student create a collage illustrating their interest and talents using the magazines 

available.
• Show Students www.texascaresonline.com through the World of Work, click on Self Assessment and 

have the students take the Interest Profi ler exercise. This will help them fi nd occupations based 
on things they like to do.

Conclusion:

Allow students to share their collage with the class. Have students list on the back how they may 
transfer their interests into the work place. This will go into their Career Portfolio.

Additional enrichment activity:

The Be Real Game Unit 3, Session 2: Who Am I Really?
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Self-Assessment
You have to know yourself to know the right career for you. If you don’t, you may be very 
dissatisfi ed with how you spend the majority of your time, which is at work.
Even though job satisfaction is an individual thing, some jobs are better for those who like to work 
alone; other jobs require you to work well with others. Some people work best in a structured 
environment,  others in a more creative one. Some people want work that supports a “fast-lane” 
lifestyle; others want a simple, quiet life. You’ll fi nd the most job satisfaction if your work and job 
setting match your interests, aptitudes and goals.

IDENTIFYING INTERESTS

To fi nd an occupation or fi eld of study in which you will be happy, productive and successful, you 
should identify and discuss with your parents, teachers and counselors your interests in work, 
personal values and leisure activities. The methods change as you mature.

1.     Start Casually

To begin, identify your interests and preferences, discuss your:
 favorite and least favorite school subjects
 favorite activities and hobbies
 personal interests and goals, including causes s/he supports (even young kids today are 

vegetarians or perhaps politically con scious!)
 favorite types of work (e.g., working outdoors, working with your hands or using a computer).
Have your parents share their favorites as well. That turns the self  assessment process into a 
conversation rather than a test or interrogation! It will also make you feel more comfortable 
opening up.

2.     Move on to Informal Assessments

As you get into middle school, you should take some informal interest  inventories, such as the one 
below. A good resource for such informal inventories is the Texas Job Hunter’s Guide, 

available through LMCI. You might also try the Internet, including 
www.texascaresonline.com.

INSTANT INTEREST INVENTORY 

Answer the following questions to  get  a  clearer  sense  of  the type of work 
that interests you. Do you like:

 building things?
 fi xing things?
 helping people?
 being outdoors?
 selling things?
 solving problems?
 being creative?
 speaking in front of people?
 initiating projects yourself?
 working alone or with others?
• following the same daily routine?

g
be

av
w

IN

A



88

Assessment

Remember that the goal of these assessments is to tease out information 
that will help you choose an educational and eventual career path. Make 
no judg ments or criticisms.

3.    Arrange for Formal Assessments

Around ninth grade, you should see that you take formal interest and 
aptitude inventories and assessments on an annual basis. Consult the 
school counselor, who probably administers them.
At this point, you need to start making choices based on the 
information gathered in the inventories. Start comparing interests 
and aptitudes with actual careers and post-secondary schools to 
assess how well they match.
Your interests can make you explore careers from diff erent 
angles—a process made especially easy using software such 
as Texas CARES. You might start with a school subject that you 
really enjoy and search for related careers. An interest in math, 
for example, would result in occupations ranging from cashier to 
engineer. Eventually, the level of math taken and aptitude for math 
will guide continued educational or career pursuits.
Another way to use interests and abilities to explore careers stems 
from knowing the specifi c types of work activity and conditions that 
you enjoy. If you like to speak publicly, what kinds of occupations 
allow or require that? Teachers, trainers, coaches and scientists leap 
to mind and there are many more. Again, software can help make 
the connection.
Finally, if you want very much to attend a particular college after high 
school, even this interest can lead to an occupation. Each school off ers 
certain programs of studies or majors. Some schools are renowned for 
the excellence of certain programs. By researching the off erings of the 
school that interests you, you can then fi nd the occupations that such 
programs of study lead to.

USING  CAREER ASSESSMENTS

Career assessments include interest, personality, work  values, abilities, aptitudes and achievement 
tests.
It’s not hard to fi nd tests, your guidance counselor has access to many diff erent tests and knows 
how to help you go through this process and understand the results. Many community colleges 
also administer them for a small fee. Since many of these assessments can only be administered in 
group  settings, check with your counselor to see which tests they administer and ask to receive an 
interpretation of the assessment results.
Your parents might remember their own experience with interest testing in high school. Tests have 
improved considerably in recent years. Still, always remember that they can point you in the right 
direction but they can’t make decisions for you.
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When you take career assessments, remember that there are no wrong or right answers. The results 
serve only to help investigate occupational and training options, not to force you to “pick a career.”
As you learn more about diff erent occupations, take diff erent subjects in school, gain experience 
through job shadowing or mentorships or expand horizons through part-time jobs, you may fi nd 
certain jobs or training options more appealing. Some of these experiences will coincide with test 
results and others may be diff erent. That’s “normal!”

IDENTIFYING APTITUDES/SKILLS

Aptitudes refl ect what you are capable of. Some aptitudes can develop into skills with practice. 
Other qualities are innate and should be respected when making career choices.
Some people are verbal, for example, while others are mathematical. Some enjoy performing  
while others prefer to remain in the background. Selecting an occupation that matches your 
aptitudes is wise.
To help identify your aptitudes, ask yourself to list the:

 easiest and most diffi  cult school subjects
 favorite and most eff ective ways to study
 style of working/studying (alone or with others)
 best time to work/think

When asking yourself about abilities and skills, don’t be surprised if you think to yourself, “nothing,” 
“none,” “everything,” “I don’t know.” Many kids really don’t know. One way to help recognize your 
strengths, skills, unique attributes and talents is to create a list together with your family. Sharing 
their observations with you may help you realize qualities in yourself you didn’t see before. See the 
sample list below.

PERSONAL STRENGTHS

 I am very well coordinated.
 I do my chores without supervision.
 I am good at verbal communication.
 I am good at drawing.
 I like working on a team.

The online software,  Texas CARES is particularly helpful here. The 
Self Assessment found through the World of Work translates your 
hobbies, interests and activities into possible occupations.
Knowing what skills and abilities you bring to the table can 
help you appreciate that work isn’t just “putting in time” to get 
money; it’s about providing a service. Still, money—and the 
lifestyle it aff ords—is important and can help you focus on the 
types of careers you want.
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Unit 2: Assessments

Day 2: Cool Careers if you can get them

Objective:

Students will become aware that not all jobs will be available to everyone. Students will learn the 
importance of labor market information and transferable skills.

TEKS:

• Exploring Careers: 1.A; 2.C 
• Career Portals: 1.A; 2.B

Materials:

• Career Investigation, pg. 7
• Handout:  “Get To Know Your Career”

• www.TexasCARESOnline.com

Activities:

• Read and discuss pgs. 7-8 of Career Investigation.
• Pass out “Get To Know Your Career”.
• Instruct students to fi ll out the missing information on the handout. Have them list any information 

they think is relevant to career investigation, job training and career alternatives for each of the 
three careers listed. Then have students select a career of their choice and enter the missing 
information.

• Discuss answers as a class.

Additional Activity

Have students go to www.TexasCARESOnline.com and investigate the labor market information for the 
careers on the handouts.

Conclusion:

Instruct students to select courses that will benefi t their career and prepare them for college. In 
the following pages of Career Investigation they will learn about career clusters and how to select 
an option. In turn they will then be able to choose high school courses to help make their career 
selection a reality.
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Student Name          

Date           
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Unit 2: Assessments
 

Day 3: Interest Profi ler

Objective:

Students will analyze the eff ects of their interest upon education and career planning.

TEKS:

• Exploring Careers: 1.A, B 
• Career Portals: 1.A; 2.B

Materials:

• Career Investigation, pg. 6
• www.TexasCARESOnline.com

• In classroom TV monitor or Computer Lab
• Texas CARES Guide for Interest Profi ler

Activities:

• Have students read pg. 6 of Career Investigation.
• Show students how to work through the Interest Profi ler in Texas CARES using the Guide.
• Show the diff erent features of Interest Profi ler the students will be using.
• Show students how to print a report and save their work to disk or to the student’s work folder.

Conclusion:

Inform students that tomorrow they will come into the computer lab and begin taking the Interest 
Profi ler. They will print a report at the end of the day which will go into their Career Portfolio. 

Additional enrichment activity:

The Be Real Game Unit 3, Session 2: Who Am I Really?
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Texas CARES
Interest Profi ler

Quick Start GuideQuick Start Guide

1. Texas CARES 
Main Window

2. Click on World of Work

3. Click on Self-Assessment

4. Click on “I Want To Do 
The Interest Profi ler”

5. You will arrive at the 
Interest Profi ler screen. 
You may now begin 
your Interest Profi le
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Unit 2: Assessments

Day 4: Interest Profi ler (part 2)

Objective:

Students will analyze the eff ects of their interests upon education and career planning.

TEKS:

• Exploring Careers: 1.A, B ,C, D, E, F, G; 2.C; 5.B 
• Career Portals: 1.A; 2.B

Materials:

• www.TexasCARESOnline.com  
• Computer Lab
• Interest Profi ler Guide

Activities:

• Have students take Interest Profi ler in www.TexasCARESOnline.com.
• Have students investigate their occupations list.
• Save and print out two copies of reports for at least fi ve occupations of interest.

Include one copy in the Career Clusters Section of the student’s Career Portfolio.
The other copy is to be turned in to the teacher.

• ***If time runs out have students hold down the “?” key. This will auto fi ll the rest of the test.  Have 
students save their test answers. Tomorrow when they come in, instruct them to retrieve their test 
and start working on the test from where the “?” begins.

Conclusion:

Students will save outcomes onto disk for future activities and investigations.

Additional enrichment activity:

The Be Real Game Unit 3, Session 2: Who Am I Really?
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Unit 2: Assessments

Day 5: Investigating Results – Interest Profi ler (part 3)

Objective:

Students will analyze the eff ects of their interests upon education and career planning. Students 
will learn how to review labor market information (LMI) within a given occupation.

TEKS:

• Exploring Careers: 1.A, B , C, D, E, F, G; 2.C; 5.B 
• Career Portals: 1.A; 2.B; 3.B; 6.A, B, C

Materials:

• www.TexasCARESOnline.com

• Computer Lab

Activities:

• Students should have already taken the Interest Profi ler and have a list of occupations that match 
their interests.

• Students can put their Interest Profi ler scores into Texas CARES and their list of occupations will 
come back up.

• Have students review the occupations list and pick an occupation they would like to learn more 
about.

• Using the occupations the students have chosen, point out all of the information available in Texas 
CARES. 

• Point out why it is important to know an occupation’s LMI when choosing a career. For example, if a 
career has a low number of annual openings, this indicates that career might be a competitive fi eld 
and hard to fi nd employment.

Conclusion:

Students will investigate occupations on their list from the Interest Profi ler.
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Unit 2: Assessments

Day 6 (&7): Bobilator

Objective:

Students will compile a list of multiple career options matching their interest and occupational 
requirements.

TEKS:

• Exploring Careers:  1.A, B, G 
• Career Portals:  1.A; 2.B

Materials:

• Bobilator:  Transparencies, Handouts, Directions
OR

• Computer Lab:   www.TexasCARESOnline.com

Activities:

• Pass out Bobilator Handout.
• Place Transparency Bobilator on the overhead and follow directions.

OR

• Show students how to work through the Bobilator in Texas CARES Online .
• Show diff erent features they will need to complete the activity.
• Show students how to print a report and save their work to disk.

Conclusion:

Inform students that tomorrow they will come into the computer lab and begin investigating with 
Texas CARES. They will print a report at the end of the day which will go into their Career Portfolio.
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 Bobilator Instructions 

Bobilator is a way for students to see how gathering labor market information about an occupation 
will aid them in their career decision-making process, instead of randomly choosing an occupation.

• Pass out the blank Bobilator hand out.
• Review the “Silly Titles” with the students.
• Ask students to rank the 10 occupations in order according to their interests, 1 being the 

most interesting and 10 being the least.
• Place “Career Clusters” transparency on the overhead.
• Discuss the diff erent Career Clusters with the students.
• Ask students to rank the occupations again, this time using the information they have 

been provided.
• Place “Wages” transparency on the overhead.
• Repeat steps 5-7 for the remainder of the transparencies.
• Before putting up the “Actual Title”, discuss the changes in the students’ choices.
• Inform the students that just knowing the name of any occupation is not enough.
• Put the “Actual Titles” on the overhead.
• Ask students to rank their choices one more time and allow the students to discuss their 

choices.
After completing the Bobilator, Teachers are encouraged to read the following information to the 
student.

Bobilator Rap-Up

It is not enough just knowing the name of any occupation. You need to know the labor market 
information about occupations to make informed decisions about your future. For instance, what 
if you went through six years of post-secondary education, which cost you around $60,000, only to 
fi nd out the occupation you trained for pays just $24,000 per year and has limited job openings?  By 
investigating the labor market information, you might fi nd an occupation within the same Career 
Cluster that interests you, which requires less training and provides more income with higher 
annual job openings.

Now that you have seen how labor market information is useful in your career decision-making 
process, use that information when you investigate diff erent occupations in Texas CARES.
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Unit 2: Assessments

Day 8 (& 9): Investigate Occupations in Texas CARES

Objective:

Students will compile a list of multiple career options matching their Interest and Occupational 
requirements.

TEKS:

• Exploring Careers: 1.A, B ,C, D, E, F, G; 2.C; 3.C, F; 5.B 
• Career Portals: 1.A; 2.B; 6.A, B, C

Materials:

• Computer Lab:   www.TexasCARESOnline.com  
• Handout:  Labor Market Information Checklist

Activities:

• Have students research the occupations found on their Interest Assessment.
• Pass out the LMI Checklist handout.
• Students will work through TexasCARES to investigate their occupations list.
• Students will investigate all aspects of labor market information for the careers they are interested in.
• Students will fi ll out an Occupational LMI “Chart Compare” for side by side comparisons of their 

Career choices.
• Save and print out two copies of reports for at least fi ve occupations of interest.
• Include one copy in the Career Clusters Section of the student’s Career Portfolio. The other copy is 

to be turned in to the teacher.

Conclusion:

Discuss the connection between interests and hobbies and what students have found in diff erent 
occupations.  Ask what has surprised students about their interests and related careers?
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1 2 3 4 5

EDUCATION AND TRAINING
First professional degree
Doctoral degree
Master’s degree
Work experience, plus a bachelor’s or higher degree
Bachelor’s degree
Associate degree
Post-secondary vocational training
Work experience
Long-term on-the-job training
Moderate-term on-the-job training
Short-term on-the-job training
TECHNOLOGY USAGE
TURNOVER RATE
SOURCE OF GROWTH
Mostly due to turnover
More due to turnover than to growth
Evenly due to growth and replacement
More due to growth than to replacement
CAREER CLUSTER
Agriculture, Food and Natural Resources
Architecture and Construction
Arts, A/V Technology and Communication
Business, Management and Administration
Education and Training
Finance
Government and Public Administration
Health Science
Hospitality and Tourism

When investigating occupations, make sure to look at all 
aspects of the labor market information for each occupation. 
This list will give you a good idea of what items to consider.

Labor Market Information ChecklistLabor Market Information Checklist
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1 2 3 4 5

Human Services
Information Technology
Law, Public Safety, Corrections and Security
Manufacturing
Marketing, Sales and Service
Science, Technology, Engineering and Mathematics
Transportation, Distribution, and Logistics
ANNUAL OPENINGS
ABILITIES
GENERAL WORK ACTIVITIES
KNOWLEDGE
SKILLS
WORK VALUES
REGIONAL INFORMATION
CERTIFICATION REQUIREMENTS
AVERAGE HOURLY WAGE
Under $10
$10 to $14.99
$15 to $19.99
$20 to $30
Over $30
AVERAGE YEARLY WAGE
Under $20,000
$20,000 to $29,999
$30,000 to $39,999
$40,000 to $60,000
Over $60,000
GENERAL CHARACTERISTICS
Has a related military occupation
May be a new & emerging occupation
May be a “green” job
Requires licensure
Felony restrictions may apply
Misdemeanor restrictions may apply
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Unit 2: Assessments

Day 10: What is an Aptitude Test? 

Objective:

Students will be able to connect their aptitudes to skills in the work place.

TEKS:

• Exploring Careers: 1.A ,B; 2.C

Materials:

• Handout:   “Aptitude Assessment”
• Handout:   Unscramble Terms (Adapted from Career Investigation, pgs. 1-3 and 11 &12)

Activities:

• Have students read  the Handout: “Aptitude Assessment.”
• Discuss with the class why aptitude tests are important.
• Have students complete “Aptitude Assessment.”
• Hand out  “Unscramble Terms” for the students to complete.

Conclusion:

Discuss the connection between their aptitudes and what students have found in diff erent 
occupations. For example, someone with very good fi nger dexterity may enjoy being a jeweler.
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APTITUDE ASSESSMENT
What is an Aptitude Assessment?
What are you good at? How did you learn how 
to do those things? Does it seem to come 
natural to you? Those things are considered 
to be your aptitudes. An Aptitude Assessment 
is a test, which measures your abilities in 
diff erent areas.

1.   Finger dexterity

The ability to move fingers rapidly and to 
accurately manipulate small objects. Used 
in playing guitar, doing puzzles and sewing 
on buttons. Related occupations include 
Jeweler, Photographer, Plumber and Tailor.

2.   Motor coordination

The ability to use eyes and arms/hands and 
legs/feet rapidly and accurately in precise 
movements. Used in playing football, 
moving furniture and dancing. Related 
occupations include Hairdresser, Athlete, 
Machinist and Carpenter.

3.   Form perception

The ability to see detail in objects, such as 
the shapes of figures and widths/lengths 
of lines. Used in making sketches, sorting 
differently-sized nails and measuring areas 
by sight. Related occupations include 
Architect, Artist, Surveyor and Mechanic.

4.   Spatial perception

The ability to understand forms in space 
and their relationships. Used in reading 
blueprints, solving geometric problems 
and planning where to place furniture in a 
room. Related occupations include Interior 
Designer, Drafter, Engineer and Air Traffic 
Controller.

5.   Clerical perception

The ability to identify detail in written 
or verbal material containing words 
or numbers. Used in taking telephone 
messages, proofreading letters and checking 
bank statements. Related occupations 
include Bookkeeper, Editor and Teller.

6.   General learning

The ability to “catch on,” to understand, 
reason and make judgments. Used in 
memorizing facts, making decisions and 
reading instructions. Related occupations 
include Musician, Historian and Teacher.

7.   Numerical

The ability to perform arithmetical work 
quickly and accurately. Used in balancing 
a checkbook, estimating food prices and 
figuring interest rates. Related occupations 
include Budget Analyst, Nuclear Engineer, 
Bookkeeper and Loan Officer.

8.   Verbal

The ability to understand meanings of 
words and associated ideas and use them 
effectively. Used in making speeches, giving 
messages and writing reports. Related 
occupations include Clergy, Counselor, 
Marketing Manager and Sales Reps.

Why is an aptitude test important? 

You might have areas in which you are unaware of your “natural” 
abilities. The test also helps direct you into a career, which your 
aptitudes will be better used. An Aptitude Assessment is not a test that 
you can study for. Because it measure your natural abilities, normally 
you will be able to raise your score. However, the more you practice 
and learn about something the better you become in that area.

This exercise helps you assess your ap  tudes, which are abili  es that you naturally have. They may or 
may not be developed into full-fl edged skills.  When you search for jobs, look for tasks that you have a high 
ap  tude for.  Avoid jobs which are mostly tasks you have a low ap  tude for. 
You can use the Texas CARES so  ware to fi nd occupa  ons that match your natural abili  es. Go to World of 
Work, then to Knowledge, Skills, and Abili  es (KSAs) Explora  on.

For each item below, list whether you think others would rate your aptitude as high (H), medium (M), or low (L).
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Student Name          

Date           

Directions: Unscramble the following terms.

1. An ability that you have naturally; quickness to learn or understand.

 ttpaideu  =         

2. General learning ability; the ability to “catch on” or understand instructions and underlying principles; ability 
to reason and make judgment; closely related to doing well in school.

 einlletinegc  =         

3. Ability to understand meanings of words and ideas associated with them and to use them eff ectively; to 
present information or ideas clearly.

 lrevba  =          

4. Ability to perform mathematical operations quickly and accurately.

 nuemcrali  =         

5. Ability to comprehend forms in space and understand relationships of plane and solid objects; may be used 
in such tasks as blueprint reading and in solving geometry problems.

 laitasp  =          

6. Ability to perceive pertinent detail in objects; to make comparisons and descriptions and see slight diff erenc-
es in shapes and shadings of fi gures and widths and lengths of lines.

 rfom ecprepoint  =        

7. Ability to perceive pertinent detail in verbal or tabular material; to observe diff erences in copy; to proofread 
words and numbers.

 lrecilac ecprepiont =         

UNSCRAMBLE TERMS
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8. Ability to coordinate eyes and hands or fi ngers rapidly and accurately in making precise movements with 
speed; ability to make a movement response accurately and quickly.

 rootm oorcdnainoit =         

9. Ability to move the hands easily and skillfully; to work with the hands in placing and turning motions.

 lanuam xedtreity =         

10.  Ability to move the fi ngers and rapidly or accurately manipulate small objects with the fi ngers.

 nfi rge dtxeeriyt =          
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1. Aptitude

2. Intelligence

3. Verbal

4. Numerical

5. Spatial

6. Form Perception

7. Clerical Perception

8. Motor Coordination

9. Manual Dexterity

10. Finger Dexterity

UNSCRAMBLE TERMS
ANSWERS
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Unit 2: Assessments

Day 11:  Sample Aptitude Tests

Objective:

Students will be able to connect their aptitude to skills in the work place.

TEKS:

• Exploring Careers: 1.A, B 
• Career Portals: 4.D

Materials:

• Handout:  “Tackling the Test:  Sample ASVAB Test Questions” 
ASVAB website:    http://www.goarmy.com.   
Under Step 2: Tackle the Test, click on “Find out more about the ASVAB”, then down at the bottom 
of the page click on “See Sample ASVAB test questions”.

• Answers to Sample ASVAB Test Questions

Activities:

• Take students to the Army website:  http://www.goarmy.com to read more about the ASVAB test and 
why it is given.  Relate the correlation between military and civilian occupations.

• Have students complete the Handout:  “Tackling the Test:  Sample ASVAB Test Questions”.
• Provide the answers.

Conclusion:

Discuss the connection between their aptitudes and what students have found in diff erent 
occupations.
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General Science – SECTION 1
The General Science test consists of 25 items 
testing your knowledge of both physical and 
biological sciences.

An eclipse of the sun throws the shadow 
of the
A. moon on the sun 
B. moon on the earth 
C. earth on the sun
D. earth on the moon

Arithmetic Reasoning – SECTION 2
The Arithmetic  Reasoning test consists of 
30 simple word problems containing basic 
computations.

How many 36-passenger buses will it take 
to carry 144 people?
A. 3
B. 4
C. 5
D. 6

Word Knowledge – SECTION 3
The Word Knowledge test measures your 
understanding of the definitions of words. 
You select the word or phrase that means the 
same thing as the bold word. There are 35 
questions in this section.

The wind is variable today. 
A. mild
B. steady
C. shifting
D. chilling

Paragraph Comprehension – SECTION 4
The Paragraph Comprehension test consists 
of 15 items measuring  your ability to obtain 
information from written passages. You will 
find one or more paragraphs of reading 
material followed by incomplete  statements 
or questions. After you read each paragraph, 
select the one that best completes the 
statement or answers the question.

SECTION 4 (continued)

Twenty-five percent of all household burglaries 
can be attributed to unlocked  win dows or 
doors. Crime is the result of opportunity plus 
desire. To prevent crime, it is each individual’s 
responsibility to
A. provide  the desire
B. provide  the opportunity
C. prevent the desire
D. prevent the opportunity

General Science – SECTION 5
The Numerical Operations test consists of 50 
simple mathematical computations. This test is a 
speed test, so work as fast as you can to determine  
your answers  without making mis takes.

60/15 = 
A. 3
B. 4
C. 5
D. 6

Coding Speed – SECTION 6
The Coding Speed Test contains 84 items that test 
your ability to find a number in a table quickly and 
accurately. At the top of each section is a number 
table or “key.” The key is a group of words with 
a code number for each word. From among the 
possible answers listed for each item, find the one 
correct code number for that word.

KEY
bargain=8385  knife=7150 
point=4703  house=2859 
owner=6227  game=6456 
sunshine=?489   chin=8930 
music=1117  sofa=9645

Find the Code
1. game 6456 7150 8385 8930
2. knife 1117 6456 7150 7489
3. bargain 2859  6227  7489  8385
4. chin  2859  4703  8385  8930
5. house  1117 2859  6227  7150
6. sofa  7150  7489  8385  9645
7. owner  4703  6227  6456  7150

 Tackling the Test:
Sample ASVAB Test Questions
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Auto and Shop information – SECTION  7
The Auto and Shop Information has 25 items about automobiles,  shop practices, and the use of tools.

A car uses too much oil when which parts are worn? 
A. pistons
B. piston rings
C. main bearings
D. connecting rod

Mathematics Knowledge – SECTION 8
The Mathematics Knowledge test consists of 25 problems designed to measure general mathe matical 
knowledge including questions covering algebra and geometry.

If X + 6 = 7, then X is equal to
A. -1
B. O
C. 1
D. 7/6

Mechanical Comprehension  – SECTION 9
The Mechanical  Comprehension test consists of  25 items designed to measure your understanding of 
mechanical principles. Many items use drawings to illustrate specific principles.

Which post below holds up the greater part of the load? 
A. post A
B. post B
C. both are equal
D. not clear

Electronics Information – SECTION 10
The Electronics Information test consists of 20 items dealing with electricity, radio principles and 
electronics.

Which of the following has the least resist ance?
A.  wood
B. iron
C. rubber
D. silver
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Tackling the Test:
Sample ASVAB Test Questions

Answers

1. B
2. B
3. C
4. D
5. B
6. 

1. 6456
2. 7150
3. 8385
4. 8930
5. 2589
6. 9645
7. 6227

7. B
8. C
9. A
10. D
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Unit 2: Assessments

Day 12:  Aptitude Tests

Objective:

Students will be able to connect their aptitudes to skills in the work place.

TEKS:

• Exploring Careers: 1.A, B 
• Career Portals: 4.D

Materials:

• Aptitude Tests from Counselors.
 NOTE: ASVAB will need to be arranged well in advance and will require about 3 hours to complete.

Activities:

• Have students complete Aptitude Test given by School Counselors.

Conclusion:

Discuss the connection between their aptitudes and what students have found in diff erent 
occupations.  Inform students when the scores come back, they will be able to investigate in Texas 
CARES the occupations which match their aptitude scores.

Note:  There are many private market Aptitude Assessments available.  Any of the FORMAL Aptitude 
Assessments will meet the TEKS requirement.  However be careful not to choose an “entertainment use 
only” assessment.
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Unit 2: Assessments

Day 13 (&14):  Aptitude Tests Results

Objective:

Students will analyze the eff ects of personal aptitude upon education and skills in the work place. 
Students will match their aptitude to career opportunities.

TEKS:

• Exploring Careers:  1.A, B , C, D, E, F, G; 2.C; 3.C, F; 5.B 
• Career Portals:  1.A; 2.B; 6.A, B, C

Materials:

• Student Aptitude Test Results
• Computer Lab:   www.TexasCARESOnline.com

Activities:

• Investigate Aptitude Results using Texas CARES Online.
• Have students complete charts about Occupations they have on both Interest and Aptitude results.
• Run a comparison chart in Texas CARES.
• Save and print out two copies of occupations which match Interest and Aptitude results.

Turn in one copy of occupations list to the teacher. Put one copy of the occupations list in the 
student’s Career Portfolio.

Conclusion:

Discuss the connection between their aptitudes and what students have found in diff erent 
occupations.
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Unit 2: Assessments

Day 15: Personality Assessment

Objective:

Students will take a Personality Assessment to better understand themselves as people and as 
students.

TEKS:

• Exploring Careers: 1.A, B

Materials:

• Personality Assessment from School Counselors.
• NOTE: There is no public market Personality Assessment that can be recommended by our offi  ce. 

Contact your school’s Administration to determine what test works best for your students.

Activities:

• Complete a Personality Assessment given by School Counselors.

Conclusion:

Discuss the connection between their personalities and the information students have found in 
diff erent occupations.

Note:  There are many private market Personality Assessments available.  Any of the FORMAL Personal-
ity Assessments will meet the TEKS requirement.  However be careful not to choose an “entertainment 
use only” assessment.
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Unit 2: Assessments

Day 16: Preparing for other Assessments

Objective:

Students will be aware of other Assessments they will need to take throughout their high school 
and college life.

TEKS:

• Exploring Careers: 3.C, F 
• Career Portals: 4.D

Materials:

• Handout:   “Assessments”
• School Counselor’s Resources
• Sample College/ University Admission Requirements:

 http://www.austincc.edu/apply/creditenrollment.php 

  http://bealonghorn.utexas.edu/freshmen/admission/requirements 

• Local College/University Admission Requirements

Activities:

• Pass out handout “Assessments” to students. 
Have the students fi ll out the handout listing information about each Assessment.

• Ask students if they have ever heard of any of these assessments.
• Discuss why/how each of these assessments are important.
• Pass out the two Sample Admission Requirements for UT and Austin Community College.
• Pass out the admissions checklist for your local College or University.
• Point out that each College or University across the country requires assessment scores as part of 

their admissions.
• Give students information your school Counselor provides on assessments.

Conclusion:

Have students contact their favorite College or University to get a list of admission requirements.
They could also contact the Career Information Hotline at 1-800-822-PLAN to ask for information 
regarding three colleges of their choice.
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Student Name          

Date           

Assessments
This is a list of assessments that you might need to take during or after high school. For each one listed, state 
what the assessment is, what the test encompasses, who needs to take it, and why it’s used. Also, state what 
steps might be taken in order to prepare for the assessment.

TAKS 

GED               

AP 

PSATNMSQT              

SAT 

ACT               

COMPASS 

ASSET  
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CLEP               

ASVAB              

ACCUPLACER  

PRE-EMPLOYMENT TESTING           
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h  p://www.aus  ncc.edu/apply/des  na  onacc.php
 May 15, 2013

Steps to Register/Begin Taking Credit Classes 
at Austin Community College
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h  p://bealonghorn.utexas.edu/freshmen/admission/requirements
 May 15, 2013
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 Technology

Unit 3: Technology

Day 1: Transferable Skills

Objective:

Students will understand the importance of technology as it impacts careers. Students will identify 
skills that can be transferable among a variety of careers.

TEKS:

• Exploring Careers:  2.C, D; 4.E, F; 8.A 
• Career Portals:  2.E; 3.B; 6.A, B, C

Materials:

• www.TexasCARESOnline.com

Activities:

• Log on to www.TexasCARESOnline.com. Have students select World of Work, then click “Skills 
Transferability/ Best Match”. Students should pick an occupation of interest.

• Students will be given lists of occupations in diff erent categories such as Excellent Match, Good 
Match, Fair Match, Poor Match and Not Related.

• Have students review the list of occupations. Explain how the system looks at the Knowledge and 
Skills that are required for the occupation they chose and relates those to all other occupations. 
This is what is known as Transferable Skills.

• Discuss with students diff erent transferable skills across many occupations. Have students give 
some examples of occupations they selected and then the “Best Matches” they found.

• Point out to students that if they are interested in one career and that career doesn't work out, 
there are other occupations they can transfer their skills to.  Also point out that some careers are 
so specifi c that they have few to no “Best Matched” occupations. For example, Actor, the only 
other occupation is Singer.  Both of those occupations might not be available to students so other 
knowledge and skills will need to be acquired.

• Discuss the importance of having a “Plan B” or back up plan when settling on an occupation.

Conclusion:

Students will continue to work within www.TexasCARESOnline.com to investigate alternative 
occupations within their transferable skills.
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Unit 3: Technology

Day 2: Hot Shots

Objective:

Students will become aware of the eff ect technology has had on Labor Market trends.

TEKS:

• Exploring Careers:  2.C, D; 4.E, F; 8.A 
• Career Portals:  2.E; 3.B; 6.A, B, C

Materials:

• www.TexasCARESOnline.com

Activities:

• Have students log on to www.TexasCARESOnline.com.
• Under the World of Work, choose the “Hot Shots”.
• There are several “Hot Shots” to choose from. Allow students time to look over these lists.
• Notice the list “Declining Occupations”. Have students review the occupations on this list. Ask 

the students if they know why these occupations might be on the declining occupations list.  
Some might be due to computers taking the place of human workers.  Notice that many of these 
occupations can now be done without human contact. In the future, as more and more tasks are 
performed by computers, there will be less need for the human workers who once performed 
those jobs. That is not to say that we will no longer have any jobs left for humans to perform. What 
is happening however, is the occupations that are created will be high-skill occupations. These 
occupations will require more training than the generations of occupations that have come before.

• Have students click on the “STEM Occupations” list, these are occupations in Science, Technology, 
Engineering, and Mathematics. Notice the diff erence in education and the salary levels of 
the occupations in this list as compared to the Education and salary levels in the “Declining 
Occupations” list.

• Allow students to investigate the occupations in this section.

Conclusion:

Students will continue to investigate occupations and the eff ect technology has on them.
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Unit 3: Technology

Day 3: Technology and Its Impact on Careers

Objective:

Students will understand the importance of Technology on emerging and evolving occupations. 
Students will investigate detailed work activities transferable among occupations.

TEKS:

• Exploring Careers:  2.C, D; 4.E, F; 8.A 
• Career Portals:  2.E; 3.B; 6.A, B, C

Materials:

• www.TexasCARESOnline.com

Activities:

• Have students log on to www.TexasCARESOnline.com.

• Under the World of Work, choose the “Occupation Info” tab on the lower right-side of the screen. 
Click on the “New & Emerging” tab on the bottom.

• This is the list of the new and upcoming careers in Texas due to changes in Technology.
• Have students investigate some of the new occupations. Some have been created due to 

technology, while others have changed the makeup of how the job is performed.  Notice that some 
of them are considered “Green Jobs”.

• Have students select an occupation they want to know more about. Down at the bottom there is a 
DWA tab. That stands for “Detailed Work Activities.” These are tasks that are performed on jobs. Not 
all lists are the same but the same DWA can be found on many occupations.

• From the “Occupation Info” section, there is a “Military” tab at the bottom. Have students click on it 
and investigate the many military career opportunities available.

Conclusion:

Students will have a better understanding of the detailed work activities that are required within 
occupations and how they are transferable between occupations.
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Unit 3: Technology
Day 4: Industry Staffi  ng Patterns

Objective:

Students will identify and explore technical skills essential to careers in multiple occupations.  
Students will analyze the relationship between various occupations within a given industry.

TEKS:

• Exploring Careers:  2.C, D; 4.E, F; 8.B 
• Career Portals:  2.E; 3.B; 6.A, B, C

Materials:

• www.texasindustryprofi les.com. 
• Handout:  “Staffi  ng Patterns, Hospitals and Schools”
• www.TexasCARESOnline.com

Activities:

• Ask the students to think about the school they are in.  Do only teachers work there? Are there 
other workers they see that are not teachers? Why is that?

• Log on to www.texasindustryprofi les.com.

• Under Workforce Supply tab at the top, click on Interactive Industry-Occupation Matrix. Enter 
a title or keyword into the Title fi eld, such as “Hospital”. There will be a few choices. Choose the 
General Medical and Surgical Hospitals. To the right hand side click on “Staffi  ng”. Enter 1000 in the 
Expected Employment Level. This means that you expect to employ a total of 1000 people across 
all occupations within your hospital. Click Continue.

• The data that is provided is a breakdown of the occupations needed to run a hospital. The percents 
are for the given occupations within the hospital staff . The second column is the total number 
employed out of 1000 that have that occupation within the hospital. For example, out of 1000 
people that work in a hospital in Texas, 20 of them are offi  ce clerks.

• When students think about a secretary or a housekeeper, they may not think about working in a 
hospital. But 14 people out of every 1000 are housekeepers in a hospital. Within a given industry, it 
takes many diff erent occupations to make a company run smoothly.

• Go back into the Interactive Industry-Occupations Matrix and enter in “School” under the Title section.  
Choose Elementary and Secondary Schools. This is for an ISD. Enter “1000” in Expected Employment 
Level. Notice that there are many diff erent types of occupations other than a teacher. This staffi  ng pattern 
breaks down the teachers into their teaching level and/or subject. Notice that only 11 out of every 1000 
employees in an ISD are Career/Technical Education Teachers. While 36 out of every 1000 are Bus Drivers.

• Have students think of other industries that might have staffi  ng patterns they didn’t expect.
• Looking at this concept from the opposite direction, when looking at a career in Texas CARES, 

under the Labor Market tab, there is information that is listed under “Where They Work”. This is 
pointing out what industries this occupation can be found in. For example, if you are a computer 
network administrator, you might work in any number of industries.  At the same time, if you are a 
Dentist, you will be employed at a dentist offi  ce or own your own practice.

Conclusion:

Students will have a better understanding of industry staffi  ng pattern and areas of employment 
within occupations.
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Unit 4: Investigating Career Clusters

Day 1: Career Clusters Project

Objective:

Students will become aware of the 16 Career Clusters. They will investigate Career Clusters by 
comparing and contrasting, exploring the educational requirements for occupations within 
the clusters, interviewing professionals from each cluster, as well as having an awareness of the 
Essential Knowledge and Skills required.

TEKS:

• 1.A, B , C, D, E, F, G; 2.C; 3.C, F; 5.B 
• Career Portals: 1.A, B; 2.A, B, C, D, E; 3.A, B, C; 4.A; 6.A, B, C

Materials:

• Handout:  “Career Cluster Research Project Guidelines” (Customizable)
• Transparencies – Career Clusters Drawings
• Career Investigation Newspaper
• Achieve Texas Magazines
• Computer Lab
• Texas CARES Online
• Career Hotline 1-800-822-7526
• Career Success Newspaper
• Why Study This?
• Occupational Videos in Texas CARES Online
• Directory of Licensed Occupations

Activities:

• Have students number a piece of paper from 1-16.
• Display Career Cluster Transparencies one at a time, on an overhead projector.
• Have students write down the name of each Career Cluster.
• Have students study the pictures and put a star by the ones they fi nd interesting. Remind the 

students to look at the picture for content, not how it is drawn.
• After going through all of the Clusters, tell the name of each of the clusters.  Discuss some of 

the possible occupations within each. If available, display sample occupational videos from 
each of the clusters, using the Occupational Videos in Texas CARES Online.
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• Have students place a check by any of the Career Clusters which interest them as they are shown 
the diff erent occupations.

• Pair students together according to the Career Clusters.  If possible, allow students who have both a 
star and a check on the Career Cluster to work together.

• Each pair of students will research and put together a project about one of the Career Clusters.
• Pass out the guidelines for the project.  Go over the minimum requirements with the students.

Note:

Allow this project to be a learner driven project. Give students the requirements and have them 
present their ideas for the fi nal product. They have to have their ideas approved before beginning 
the research. Examples of the end results are PowerPoint, oral presentation, video log, etc.

Conclusion:

Discuss the timeframe and resources, which are available to the students. Allow students to use any 
remaining class time to talk about the project with their partner.

Additional enrichment activity:

The Real Game Unit 1, Session 5: Who Am I? Who Are You?
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Career Cluster
Research Project Guidelines

1. Choose one or more Career Clusters

2. Summarize the career opportunities in the cluster

3. Research current and emerging fi elds related to the cluster

4. Determine academic requirements for at least 4 careers within cluster

5. Determine the impact of technology has had on the cluster

6. Identify entrepreneurial opportunities within the cluster

7. Identify the pathways/Program of Study within the cluster

8. Cite evidence of high-skill, high-wage, or high demand occupations within clusters

9. Analyze the eff ects of changing employment trends within the cluster

10. Interview at least one person employed within the cluster

11. Identify current employment opportunities

12. Analyze national, state, regional and local labor market information for at least 4 careers 
within the cluster.  Include items such as:

 Annual Salary and hourly rate
 Annual Openings
 Growth Rate
 Education and Training needed
 Turnover Rate
 Tasks performed
 Industries which employ the occupation
 Detailed Work Activities
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Unit 4: Investigating Career Clusters

Day 2 (& 3): Why Study This?

Objective:

Students will become aware of how important it is to study Math and Science in school along with 
seeing the possible outcomes of doing so.

TEKS:

• Exploring Careers:  1.G; 2.C, D; 3.B 
• Career Portals:  2.E; 4.A

Materials:

• Why Study This?

Activities:

• Have students read Why Study This? 
• Discuss the diff erent Career Clusters, which are based in Math and Science studies.
• Point out to the students how they can take a high school course and receive college credit. There 

is a list of diff erent high school courses available to them on the last pages of Why Study This?
• Discuss the 4x4 Graduation Plan with students.
• Show students all the Math and Science courses they can take to fulfi ll these requirements.
• Discuss how Math and Science jobs are, and will be, in demand.
• Discuss how Technology has an impact on high demand careers.

Conclusion:

Students should read Why Study This? for homework.  If any of these occupations fi t into their 
Career Cluster they should use this as a resource.
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Unit 4: Investigating Career Clusters

Day 4: Career Clusters

Objective:

Students will access career information using print and on-line resources to complete an 
educational and/or training plan for a career pathway. Complete career critiques gained through a 
variety of sources. Develop a chart classifying employment opportunities based on educational and 
training requirements of careers in the student’s interest area.

TEKS:

• Exploring Careers: 1.A, B, C, D, E, F, G; 2.C; 3.C, F; 5.B 
• Career Portals: 1.A, B; 2.A, B, C, D, E; 3.A, B, C

Materials:

• Career Success, pgs. 11-29

Activities:

• Have students read pgs. 11-29 of Career Success.
• Discuss career clusters.
• Discuss additional career options other than career clusters found on pgs. 20-21.
• Instruct students to select 1 or 2 career clusters of interest, then have them select 1-3 careers from 

these clusters.
• Instruct students to call 1-800-822-PLAN and request information on their chosen careers. Students 

will provide their name and address for information to be mailed directly to them.
• OPTIONAL: Teachers can call 1-800-822-PLAN and ask for a Counselor’s Packet. In the packet is a 

fax sheet which students can write their name and three careers they would like information about.  
The teacher will fax the sheet to Career Information Hotline. Materials will be sent to the teacher 
within 2-3 weeks.

Conclusion:

Students will have career information printouts for their chosen careers.
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Unit 4: Investigating Career Clusters

Day 5: Reviewing all Your Options

Objective:

Students will cite examples of change in our society. Compose a report explaining positive and 
negative aspects of one of the examples of societal change.

TEKS:

• Exploring Careers:  1.D; 2.C, D 
• Career Portals:  2.E, 3.B; 6.A, B, C

Materials:

• Career Success, pgs. 30-31
• Career Investigation, pg. 38

Activities:

• Have students read and discuss pgs. 30-31 of Career Success.
• Read and discuss pg. 38 of Career Investigation
• Have students select one of the careers at risk of being moved off shore which are listed in the 

article titled: “Will Your Career Be Globalized?”
• Instruct students to include in their report examples of positive and negative change in our society 

caused by technology and the globalization of the career.

Conclusion:

Student will be aware of the eff ect change has on society and career opportunities.



154

 Inves  ga  ng Career Clusters

Unit 4: Investigating Career Clusters

Day 6: Being your own Boss

Objective:

Students will use career information to apply entrepreneurial skills by developing a small business 
plan.

TEKS:

• Exploring Careers:  2.E 
• Career Portals:  4.B, D, G

Materials:

• Career Success, pgs. 20-21
• Computer Lab or in classroom with TV monitor

Activities:

• Discuss additional career options other than career clusters found on pgs.  20-21 in Career Success.
• Instruct students to go to the U.S. Small Business Administration Teen Business link at 

http://archive.sba.gov/teens/ideas.

• Review the Sample Business Plan for a Baby Sitting business.
• Assign students into groups of 3 or 4. Instruct the groups to create a business plan for a business of 

their choice.
• Instruct students to use the tabs on the left side of the SBA website (Ideas For Your Business, Put It 

In Writing, Money Matters, etc…) to help them through the process.

Conclusion:

Students will develop a small business plan.
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Unit 4: Investigating Career Clusters

Day 7 (& 8): Career Clusters Research

Objective:

Students will become aware of the 16 Career Clusters. They will investigate Career Clusters by 
comparing and contrasting, exploring the educational requirements for occupations within 
the clusters, interviewing professionals from each cluster, as well as having an awareness of the 
essential knowledge and skills required.

TEKS:

• Exploring Careers:  1.A, B ,C, D, E, F, G; 2.C; 3.C, F; 5.B 
• Career Portals:  1.A, B; 2.A, B, C, D, E; 3.A, B, C; 4.A; 6.A, B, C

Materials:

• Career Investigation
• Career Success
• Achieve Texas magazines
• Computer Lab
• Why Study This?
• Texas CARES Online
• Occupational Videos
• Career Hotline: 1-800-822-7526
• Licensed Occupations and Apprenticeship Program Contacts in Texas

Activities:

• Allow students to work on their research project in class and use all of the resources available to 
them.

Conclusion:

Students should continue to work on their project outside of class with their partners or on their 
own.

Additional enrichment activity:

The Real Game Unit 3, Session 2: Think Again
The Real Game Unit 4, Session 2: Follow Your Heart
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Unit 4: Investigating Career Clusters

Day 9: Career Clusters Research (part 2)

Objective:

Students will become aware of the 16 Career Clusters. They will investigate Career Clusters by 
comparing and contrasting, exploring the educational requirements for occupations within 
the clusters, interviewing professionals from each cluster, as well as having an awareness of the 
essential knowledge and skills required.

TEKS:

• Exploring Careers: 1.A, B , C, D, E, F, G; 2.C; 3.C, F; 5.B 
• Career Portals: 1.A, B; 2.A, B, C, D, E; 3.A, B, C; 4.A; 6.A, B, C

Materials:

• Computer Lab:   www.TexasCARESOnline.com

• Occupational Videos in Texas CARES Online

Activities:

• Take the class to the computer lab to allow them time to research their occupations in Texas CARES 
Online.

• Allow students to work on their research project in class and use all of the resources available to 
them.

Conclusion:

Students should continue to work on their project outside of class with their partner or on their 
own. Students should be prepared to present their Career Clusters Report to the class within the 
next two days. Volunteers will be given overtime pay.

Additional enrichment activity:

The Real Game Unit 3, Session 2: Think Again
The Real Game Unit 4, Session 2: Follow Your Heart
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Unit 4: Investigating Career Clusters

Day 10 (&11): Career Clusters Research Presentation

Objective:

Students will become aware of the 16 Career Clusters. They will investigate Career Clusters by 
comparing and contrasting their occupations to the careers discussed in their peer’s Career Clusters 
Report.

TEKS:

• Exploring Careers:  2.B; 7.A
• Career Portals:  1.A, B; 2.A, B, C, D, E; 3.A, B, C; 4.A; 6.A, B, C

Materials:

• Student Career Cluster Report Presentations

Activities:

• Students will present their project in class and be prepared to hold a question and answer session 
over their topics.

Conclusion:

Students should be prepared to present their projects in class.

Additional enrichment activity:

The Real Game Unit 3, Session 2: Think Again
The Real Game Unit 4, Session 2: Follow Your Heart
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Unit 5: Financial Literacy

Day 1: What Are Your Personal Interests and Aspirations?

Objective:

Students will become aware of the things they desire out of life. They will compare realistic and 
unrealistic goals. Students will investigate how they will achieve their wants and desires.

TEKS:

• Exploring Careers:  1.F; 5.A, B, C 
• Career Portals:  4.A

Materials:

• Transparencies or Power Point:   “What do you want to do after High School?” and additional pages.
• Magazines
• Construction Paper
• Glue
• Scissors

Activities:

• Place transparencies on overhead; discuss with students what they would like to have.
• Discuss the process of achieving their goals, and that it is always fun to dream and have something 

to strive for.  Goals can also come in non-material items as well. (ie. happiness, peace of mind, 
healthy family unit…).

• Have students go through the magazines and cut out pictures of items that represent things they 
desire out of life.

• Have students create a collage of the diff erent items they want for their future.
• Students should be ready to describe what each picture represents.

Conclusion:

Students should think about the day they will be on their own and fully responsible for themselves. 
They will talk about that responsibility over the next few days.

Additional enrichment activity:

The Real Game Unit 1, Session 2: The Dream



Technical College

2-year College 4-year College

Employment

Trade School Military

Lay On The Beach

Internship
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What do you want to do after High School?
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Th is?

What would you like to drive?

Or would you like to drive this?

Th is?
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Or do you want to live 
with your mom and dad?

Where would you like to live?
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You need money, right?

How are you going to turn
your dreams into reality?
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Yes!   So you need a JOB!

But how do you get one?

Th ese are some of the questions you must 
answer to gain the knowledge you need:

 What careers are a good match for 
your interests, skills and abilities?

 Will your chosen career pay 
enough for the lifestyle you want?

 Can you manage your money to 
make it go further?

 Will you make enough to save for 
large expenses like health care and 
retirement?

First you need the 
proper knowledge,
so you can make 

informed decisions!
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Unit 5: Financial Literacy

Day 2: What are Needs and Wants?

Objective:

Students will become aware of the things they desire out of life. Students will compare Needs and 
Wants. Students will investigate how they will achieve their wants and desires.

TEKS:

• Exploring Careers: 1.F; 5.A, B, C

Materials:

• Handout/Transparency:  “Your Wants & Needs”.
• Cell Phone
• Collage from Lesson 1

Activities:

• Hold up the cell phone. Ask students if they feel this is a want or a need item. Allow them to discuss 
their reasons for their answers.

• Pass out (or display) “Your Wants & Needs.”  Have the students work independently, and then 
discuss their fi ndings together as a class pointing out the diff erence between needing something 
to survive and wanting something to make life easier.  Also stress the diff erent levels of non-
essentials.

• Talk about why a cell phone might be a low level want to some people but a need for others, i.e. 
teenager verses a construction supervisor.

• Have students look at the collage they made yesterday.  Have students list the items that are 
necessities and nonessentials.

Conclusion:

Students should think about the day they will be on their own and fully responsible for themselves.  
They will talk about their responsibilities over the next few of days.

Additional enrichment activity:

The Real Game Unit 1, Session 2: The Dream
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Student Name          

Date           

Your Wants & NeedsYour Wants & Needs
Directions:  Identify which of the following are Wants and which are Needs.  
Place an N beside the Needs and a W beside the Wants.

1.    Air
2.    Transportation
3.    New Shoes
4.    4 Bedroom House
5.    Steaks
6.    Groceries
7.    Cable TV
8.    Clothing
9.    Electricity
10.    Phone
11.    Haircut
12.    Doctor
13.    Water
14.    Movie Rentals
15.    Cell Phone
16.    Car Insurance
17.   Make-Up
18.   Housing
19.    Job
20.    Dr. Pepper
21.    Love
22.    Gasoline
23.    Education
24.    Money
25.    Computer
26.    Laws
27.    Video Games
28.    Sports Car
29.    Boyfriend/ Girlfriend
30.     Family
31.     Freedom
32.   DVD Player
33.    College Degree
34.   Vacation
35.   Music
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Unit 5: Financial Literacy

Day 3: Education Level Matters

Objective:

Students will become aware of the earnings from employment and how they vary from education 
levels.

TEKS:

• Exploring Careers: 1.F; 3.A; 4.D 
• Career Portals: 2.D; 3.A; 4.A

Materials:

• Career Investigation, pgs. 23-25

Activities:

• Read pgs. 23-25 of Career Investigation.
• Discuss the fi nancial implications of diff erent career choices.
• Point out how levels of Education directly aff ect salaries.
• Discuss how students can look at items they want to buy in terms of how many hours they will have 

to work to buy the item.  Is the item worth that amount of eff ort?
• Have the students plan out a list of activities that they would do in a normal week, including the 

weekend.  Have them assign a cost estimate to each activity and total up the cost for the week. 
How many hours would they have to work at diff erent jobs to aff ord their activities?

Conclusion:

Students should think about the day they will be on their own and fully responsible for themselves. 
They will talk about that responsibility over the next few days.

Additional enrichment activity:

The Real Game Unit 2, Session 2: Reality Check
The Real Game Unit 2, Session 3: The Financial Picture
The Real Game Unit 2, Session 4: Getting Away
The Be Real Game Unit 1, Session 6: The Bottom Line
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Unit 5: Financial Literacy

Day 4: Are You a Good Shopper?

Objective:

Students will become aware of the things they desire out of life. Students will investigate how they 
will achieve their wants and desires.

TEKS:

• Exploring Careers: 1.F; 5.A-C

Materials:

• Career Success pgs. 6 & 7
• Handout:  “How much Does A Car Really Cost?”

Activities:

• Have students read Career Success pgs. 6 & 7.
• Discuss the articles and address their thoughts about fi nances.
• Show students how long it will take to pay off  their shopping sprees if they only pay the minimum 

payments. Show students the diff erence with paying more than the minimum each month.
• Pass out the Handout:  “How much Does A Car Really Cost?”
• Discuss the realities of purchasing a car. Have students prepare a cost estimate over four years of 

expenses for purchasing a new car. Students will need to research new car prices, fi nancing interest 
rates, insurance rates, fuel costs, minor repairs, etc. 

• Ask the students if they are aware of some of the other items they will be responsible for paying for 
when they are independent.

Conclusion:

Students will build their own budget when they return to class tomorrow. They will see how much 
they will need to earn when they are on their own and fully responsible for themselves.  They will 
talk about their responsibilities over the next few of days.



My Dream car is                

Fuel effi  ciency rating:       MPG

Current fi nancial interest rate:  %    

Sticker Price of car        $     

Sales Tax         $     

License & Registration       $     

Financing Cost over 4 years (interest paid)    $     

Fuel Cost   Cost per year              X 4  = $     

 Estimated miles driven per month (A)           

 Estimated fuel effi  ciency   (B)           

 Estimated cost per gallon   (C)           

 (A) ÷ (B) = Gallons used per month
  Gallons used per month X (C) = fuel cost per month
  Fuel cost per month X 12 = cost per year

Maintenance — oil, tires, fl uids, fi lters     $     

Repairs         $     

        Grand Total:   $

How Much Does A Car Really Cost?
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Unit 5: Financial Literacy

Day 5: Building Your Own Budget

Objective:

Students will prepare a personal budget refl ecting lifestyle desires. Students will use print or on-line 
information to determine monthly salaries of at least two career choices; and use print or on-line 
information to determine salaries of at least three career choices in the student’s interest area with 
varying education requirements. Select the career most closely matching the student’s personal 
lifestyle budget.

TEKS:

• Exploring Careers: 1.F; 5.A, B, C

Materials:

• Computer Lab or in classroom with TV monitor:   ww.Texasrealitycheck.com

Activities:

• Have students log on to: ww.Texasrealitycheck.com 
• Select Flash Version (short video intro) or Non-Flash Version then click on the red button to the left of #1.
• Allow the students to work through the site choosing where they want to live, what they want to 

drive, eat, wear, and buy.
• Once they have gone through and gotten a budget, have them see what careers will match their 

current education level and career cluster.
• For most students there will be no matching occupations.  Discuss with the class the need to prioritize 

wants and needs and the need to do without some things to allow for the necessities of life.
• Have students look at occupations that match their desired future education levels with their 

current budget.
• Have students select the Start Over button, this time instruct students to only choose the minimum 

they will need to live on their own.
• Once done, students will look at matching occupations with their current education level and then 

their future education levels.
• Allow students time to review all of their options.
• Once students have gone through the site at least once discuss with the class the importance of 

including medical expenses and savings in their budgets.
• Before completing the activity, show students the family planning section and discuss the added 

expenses that will be incurred once they add on a spouse and children.
• Have students select 1-3 careers that meet their budget and is of interest to them. Have them print 

out their career choices.

Conclusion:

Students will have career information printouts for their chosen careers that meet their monthly 
budgets. These may be the same or diff erent than the ones they selected based on clusters.
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Unit 5: Financial Literacy

Day 6 (& 7): Personal Money Management

Objective:

Students will become aware of the requirements to manage their own personal fi nances. Students 
will learn how to write checks, keep a check register, and balance a checkbook with a bank 
statement. Students will see the reality of Gross pay versus take home pay.

TEKS:

• Exploring Careers: 6.B-D 
• Career Portals: 5.A, B, C, D

Materials:

• Handout:  “Be Financially Aware”
• Handout:  “Sample of Blank Checks”
• Handout:  “Sample of Check Register”
• Handout:  “Sample of Deposit Ticket”
• Handout:  “Sample Bank Statement”
• Handout:  “Understanding Your Paycheck”

Activities:

• Pass out “Be Financially Aware” and supplies to students.
• Show students on the overhead how to fi ll out checks and check registers.
• Instruct students to follow the instructions and fi ll out checks and check registers for miscellaneous 

bills or stores so they can follow the process of writing a check.
• Pass out bank statements and review how to balance a checkbook with a statement.
• Discuss how students need to be responsible with their money so they do not get into fi nancial 

trouble.
• Pass out “Understanding Your Paycheck”. Show students all the deductions that come out of a 

paycheck. Emphasize the diff erence in Gross pay and Net pay.

Conclusion:

Students should think about the day they will be on their own and fully responsible for their 
fi nances. They will become knowledgeable about how to maintain a checking account and the 
diff erence between Gross and Net pay.

Additional enrichment activity:

The Real Game Unit 2, Session 2: Reality Check
The Real Game Unit 2, Session 3: The Financial Picture
The Be Real Game Unit 1, Session 6: The Bottom Line
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Unit 5: Financial Literacy

Day 8: How Debt Grows

Objective:

Students will become aware of the requirements to manage their own personal fi nances.  Students 
will learn how debt can multiply over time.

TEKS:

• Exploring Careers: 3.C; 6.A,B,C,D 
• Career Portals: 5.A,B,C,D

Materials:

• Succeed at Work Express pg. 24
• Handout:  “How Debt Grows and Identifying Monthly Expenses”

Activities:

• Students will read pg. 24 in Succeed at Work Express
• Discuss “How Debt Grows” and the pitfall of not paying off  credit balances.
• Pass out handout:  “How Debt Grows and Identifying Monthly Expenses”.
• Have students fi nd what a realistic budget amount would be for each item. Have them research the  

cost of rent, utilities, insurance, etc.

Conclusion:

Students should be thinking about money management options.  Students will learn how each of 
these options aff ects their credit.

Additional enrichment activity:

The Real Game Unit 2, Session 2: Reality Check
The Real Game Unit 2, Session 3: The Financial Picture
The Be Real Game Unit 1, Session 6: The Bottom Line
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Student Name          

Date           
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Unit 5: Financial Literacy

Day 9: Money Management Options

Objective:

Students will become aware of the requirements to manage their own personal fi nances.  Students 
will learn how to open a bank account and the variety of accounts available.

TEKS:

• Exploring Careers:  6.A, B, C, D 
• Career Portals:  5.A, B, C, D

Materials:

• Handout:  “Money Management Options”
• Handout:  “Opening a Bank Account”
• Local bank/ Credit Union account information

Activities:

• Pass out handouts to students.
• Discuss and list the pros and cons of each money management option and when each of the 

options might be used.
• Review the steps to open a bank account. Discuss the diff erent and similar requirements for 

diff erent types of accounts.
• Discuss what is required for an account to be opened at the local bank and/or credit union.
• What is the diff erence between a bank and a credit union?

Conclusion:

Students should understand how to open a bank account and the diff erent kinds of accounts 
available.

Additional enrichment activity:

The Real Game Unit 2, Session 2: Reality Check
The Real Game Unit 2, Session 3: The Financial Picture
The Be Real Game Unit 1, Session 6: The Bottom Line
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Student Name          

Date           

Money Management OptionsMoney Management Options
 PROS   CONS

Bank  

Credit Union  

Checking Account  

Savings Account  

Money Market Account  

Certifi cates of Deposit (CDs)  

Investing  

Mutual Funds  

Stocks  
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 PROS   CONS

Bonds  

401K  

IRA  

Insurance  

Mortgage  

Loans  

Credit Card  

Cash Advances  
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Open A Bank AccountOpen A Bank AccountOpen A Bank AccountOpen A Bank Account

Open Bank Account Step 1:  Choose an InstitutionChoose an Institution

You may have already done this. If not, shop around. What type of account do you want? A savings 
account? A  free checking account? Should you use a credit union? See who has the features you 
want and get an open bank account with them.

• Choosing a Bank
• Best Savings Account Interest Rates
• How Credit Unions Work

Open Bank Account Step 2:  Go to the Bank or WebsiteGo to the Bank or Website

The easiest way to get this done is fi nd the institution’s website. Try searching on Google. The 
advantage of opening a bank account online is that you can do it at any hour, anywhere. However, 
if you only want to open a bank account in person you can just show up at the branch during 
business hours.

Open Bank Account Step 3:  Pick the Product You WantPick the Product You Want

Any fi nancial institution will have a variety of account types and services that you can mix and 
match. They’ll all have fancy names that you may need to learn. Pick the one that has the mix that is 
right for you.
On a website, you may have to drill down to the product that is right for you. You might click “Open 
Bank Account”, and then click “Checking”, and fi nally “Free Checking”. If you open bank accounts in 
person, you can just chat with a banker who will help you open the best account for your needs.

• Checking Account Essentials
• CD Investment Basics

Open Bank Account Step 4:  Provide Your InformationProvide Your Information

In order to open an account, you must provide some information to the bank. They do not open 
bank accounts without certain details about you. This is to protect them against risk and comply 
with a variety of regulations. You’ll need to provide simple details like your name and birthday, as 
well as identifi cation numbers (in the U.S. this is most likely your Social Security Number). You may 
also need to provide a government ID or Driver’s License number.
If you’re doing this online, you’ll just type the information into a text box. If you open bank accounts 
in person you can hand your ID’s over to the banker who will probably make photocopies.

Open Bank Account Step 5:  Agree to TermsAgree to Terms

You’ll have to agree to abide by certain rules and accept responsibility for certain actions. When 
you open bank accounts, you form a relationship based on a very touchy subject-- your money. 
Therefore you should know what you’re getting into. If you open bank accounts online, you 
complete this step by clicking an “I Agree” (or similar) button, and move to the next step.
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Open Bank Account Step 6:  Print, Sign, and Mail (If Applicable)Print, Sign, and Mail (If Applicable)

If you open bank accounts in person, this step does not apply. Skip to “Open Bank Account Step 7”. 
If you are opening an account online, you’ll probably have to print, sign, and mail a document to 
the bank before the account is opened. Some banks may use electronic disclosure and consent that 
is legally binding, but many still won’t open bank accounts unless you complete this step. Until they 
receive the documents, your account is not active.

Open Bank Account Step 7:  Congratulate Yourself!Congratulate Yourself!

Congratulations, you are the proud owner of a new account.
Now, you’ll just need to wait a few days to a few weeks for the bank to process your paperwork. 
Then, they will mail you anything you need for the account such as checkbooks and debit cards. 
Opening bank accounts is really quite easy as long as you know what to expect. Just be ready to 
complete the required steps.

Justin Pritchard
Banking / Loans Guide
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Unit 5: Financial Literacy

Day 10: Credit Cards

Objective:

Students will become aware of the requirements to manage their own personal fi nances.  Students 
will learn how to manage credit cards and to comparison shop for credit cards.

TEKS:

• Exploring Careers: 6.A, B 
• Career Portals: 5.E, F, G, H

Materials:

• Handout:  “Credit Card Smarts”

• Handout:  “Comparison Shopping for a Credit Card”

Activities:

• Pass out “Credit Card Smarts”  to students.
• Read and discuss the information about credit accounts and why a person would use a credit card.
• Have students talk about ways to handle credit cards responsibly.
• Discuss with students about going into debt they might not be able to pay back, but also how it 

will aff ect their credit report which in turn aff ects many other aspects of their life. 
• Give students the “Comparison Shopping for a Credit Card” handout and have them research the 

diff erent fees and conditions for four diff erent cards.
• Have students report which card would be the best choice for them and why.

Conclusion:

Students should understand the advantages and disadvantages to using credit cards and how to 
compare diff erent credit cars available.

Additional enrichment activity:

The Real Game Unit 2, Session 2: Reality Check
The Real Game Unit 2, Session 3: The Financial Picture
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Credit Card SmartsCredit Card Smarts
Take Charge of Your Cards

Imagine being 30 years old and still paying off  a slice of pizza you bought when you were in 
college. It may sound crazy, but problems with credit card debt can lead to this scenario.
Learning how to use credit cards responsibly now can save you from having to dig yourself out of 
debt after you graduate. It also helps prevent you from having a bad credit history in the future that 
will aff ect other things you want to do.
You know that the loans you take out for college need to be paid back once you graduate. If you 
add a large monthly credit card bill (avoid the temptation to charge your tuition!) to that amount, 
you may fi nd yourself in a very diffi  cult situation fi nancially.

Credit Cards and College Students

Credit cards are an indisputable fact of life and there are many good reasons to have one. They 
give you protection for your purchases, allow you to shop online, and provide a cushion in case of 
emergencies. The secret is to use the credit card as a tool to help you when you need it, but not to 
excess. Discuss with your family what kind of expenses it is reasonable to charge.
Credit card abuse has become such a problem that, in February 2010, the federal government 
recognized the importance of protecting college students from the consequences of misusing 
credit cards. They enacted legislation changing how credit card companies can do business with 
students. Although the law provides some protection, it’s still up to you to manage credit wisely.
The law bans credit card companies from issuing cards to people under the age of 18. If you’re 
under 21 years old, you need an adult cosigner to get a card, unless you can prove that you have 
the fi nancial means to pay your bill. Other provisions in the law limit some of the fees credit card 
companies can charge and, in response, the companies are raising interest rates to avoid losing 
income. Anyone without an established credit history may face the highest interest rates and that 
group typically includes students.

Credit Card Off ers on Campus

If you don’t already have a card, you’ll have plenty of opportunities to apply for one once you hit 
campus. It shouldn’t surprise you that the companies are allowed on campus; many colleges earn 
money by permitting this practice and from creating affi  nity cards—credit cards that include the 
name of your college. The law requires that educational institutions and credit card companies let 
you know about these agreements, but the messages may be subtle. Learn about fees and interest 
rates to protect yourself.

Carrying a Balance Can Be Very Expensive

Credit cards are actually high-interest loans in disguise. Companies may lend you money, but they 
get it all back and a lot more by charging you fees. Finance charges on the unpaid portion of your 
bill can be as much as 25 percent each month, and cash- advance fees have even higher interest 
rates. Annual fees just to carry the card in your wallet range from $20 to $100; there are also late-
payment fees, typically $25- $50.
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Not paying off  the entire amount in your account each month can lead to big fi nance charges. Take 
the story of Joe:
Joe’s average unpaid credit card bill during a year is $500, and his fi nance charge is 20 percent so 
he has to pay $100 in interest for the year. He pays a $20 annual fee per year, plus a $25 late fee one 
month (he was up late studying and forgot to mail in his check). After a year, Joe ends up owing 
$145 in interest and fees to his credit card company, and he still hasn’t paid for any of his actual 
purchases!

Your Credit Report Matters

Your college years are an important time to build the good credit history you need after you 
graduate. You need to provide a credit report to apply for an apartment or fi nance a large purchase, 
such as a car. Employers often review a credit report when they hire and evaluate employees. 
Problems with credit cards, such as late or missed payments, stay in your credit report for seven 
years.

Be Credit Smart

When you sign up for a credit card, you are responsible for paying the bills. Follow these rules of 
credit management to lead a fi nancially healthy life:

• Consider using a debit card instead of a credit card. Money is deducted directly from your 
checking account, so you can’t spend more than you actually have.

• Read all application materials carefully especially the fi ne print. What happens after the 
“teaser rate” expires? What happens to your interest rate if you’re late with a payment or 
fail to make a payment? What’s the interest rate for a cash advance?

• Pay bills promptly to keep fi nance and other charges to a minimum; pay the balance off  if 
you can.

• Use credit only if you’re certain you are able to repay the debt.
• Avoid impulse shopping on your credit card.
• Save your credit card for a money emergency.

Additional Credit Card Advice

The Federal Trade Commission provides free information to consumers on dozens of topics related 
to credit and credit cards.

Information provided by The College Board.
www.collegeboard.com/student/plan/college-success/9139.,html
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Comparison Shopping for a Credit CardComparison Shopping for a Credit Card

Name of card 1. 2. 3. 4.

Type of card

Annual Percentage Rate (APR)

Annual Fee

Grace Period

Inactivity Fee

Minimum Finance Charges

Cash Advance Available

Fee for Cash Advances

Late Payment Fee

Over-the-Limit Fee

Balance Consolidation Fee

Additional Fees

a.

b.

c.

Other Considerations

Other Considerations

Other Considerations

Which card to you think would be the best choice for you and why?        
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Unit 5: Financial Literacy

Day 11-12:  Credit Reports

Objective:

Students will become aware of the requirements to manage their own fi nances. Students will learn 
about their personal credit report, how to read a credit report and the importance of good credit.

TEKS:

• Exploring Careers:  6.A, B 
• Career Portals:  5.E, F, G, H

Materials:

• Handout:  “Understanding Your Credit Report”
• Handout:  “Credit Bureau Report for John Consumer”
• Handout:  “Personalized Score Analysis”
• Handout:  “How to Raise Your Credit Score”
• Sample Credit Reports:   http://www.debtconsolidationcare.com/credit-report/

Activities:

• Pass out the “Understanding Your Credit Report” handout to students. Review the terms and format 
of a typical credit report.

• Pass out “Credit Bureau Report for John Consumer”. Discuss the information listed for John 
Consumer, going over each section and the signifi cance of it. Have the students discuss if they 
would give Mr. Consumer a loan and why or why not.

• After the students give their analysis of Mr. Consumer’s credit situation, pass out the Personalized 
Score Analysis which has been prepared for Mr. Consumer. Discuss the Analysis.

• Have students read and discuss “How to Raise Your Credit Score”.
• Have students brainstorm ways they think will make them have a good credit report and higher 

credit scores.
• Point out that many activities are tied to credit reports. You can not rent an apartment, get cable, 

electricity, car insurance or even a cell phone without having your credit checked.

Conclusion:

Students should understand that in today’s world a good credit report and a high credit score is 
important in all areas of their lives.

Additional enrichment activity:

The Real Game Unit 2, Session 2: Reality Check
The Real Game Unit 2, Session 3: The Financial Picture
The Be Real Game Unit 1, Session 6: The Bottom Line
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Credit Report Key
How to Use this Credit Report Key:
First, check to see that your account and personal information is correct. 
Then, to understand each section, please refer to the corresponding numbered explanations below. 

1. Personal Information
Check to see that your name, current address, and date of birth are correct. 
2. Report Number
Refer to this number when making inquiries. 
3. Account Information
The creditor with whom you have or had an account with, the account number, and type of account. 
4. Tradeline Type
Explains who is responsible for the account and the type of participation you have with the account. 
A- Individual Account Z- Authorized User C- Co-Maker U- Undesignated 
J- Joint Account S- Spouse’s Account M- Maker T- Terminated 
5. Date Open
When the account was opened. 

UNDERSTANDING YOUR CREDIT REPORT
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6. High Limit
Your credit limit, or the most you have ever charged on the account. 

7. Monthly Payment
Your monthly payment for this account. 

8. Account Balance
The balance you owe, as of the date the information was obtained. 

9. Last Reported
The last date the account was updated by the creditor. 

10. Account Status
Indicates whether the account is open, closed, or frozen. 

11. Amount Past Due
Shows the total past due amount for all accounts. 

12. Credit Bureau
Indicates which of the three main credit reporting agencies (Equifax, Experian, TransUnion) 

reported the information. 

13. Days Past Due 30/60/90
Any balance that is past due will appear in the Past Due 30/60/90 amount columns. Past Due 30/60/90 indicates the number 

of times an account was overdue 30, 60 or 90 days within the past seven years. 

14. History Date
Date at which current history begins. 

15. 24 Month History
For chronological reference. Indicates whether the account was current or past due on a month-to-month basis over the last 

24 months including the date shown under “History Date.” 

Not reported, unknown 

Current Account 

Current Account No Balance 

Too new to rate; approved but not used 

30 days late 

60 days late 

90 days late 

120 days late 

150+ days late 

Collection, charge off, bankruptcy 

Wage earner plan or bankruptcy 

Repossession, foreclosure, voluntary surrender 

16. Tradeline comments
Any file comments for the account 
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Your Rights
You must be told if information in your fi le has been used against you. Anyone who uses a credit report or another 

type of consumer report to deny your application for credit, insurance, or employment—or to take another adverse action 
against you—must tell you, and must give you the name, address, and phone number of the agency that provided the 
information.

You have the right to know what is in your fi le. You may request and obtain all the information about you in the fi les 
of a consumer reporting agency (your “fi le disclosure”). You will be required to provide proper identifi cation, which may 
include your Social Security number. In many cases, the disclosure will be free. 
You are entitled to a free fi le disclosure if:

• a person has taken adverse action against you because of information in your credit report

• you are the victim of identity theft and place a fraud alert in your fi le;

• your fi le contains inaccurate information as a result of fraud;

• you are on public assistance;

• you are unemployed but expect to apply for employment within 60 days.

• In addition, by September 2005 all consumers will be entitled to one free disclosure every 12 months upon request 
from each nationwide credit bureau and from nationwide specialty consumer reporting agencies. 
See www.ftc.gov/credit for additional information. 

You have the right to ask for a credit score. Credit scores are numerical summaries of your creditworthiness based on 
information from credit bureaus. You may request a credit score from consumer reporting agencies that create scores or 
distribute scores used in residential real property loans, but you will have to pay for it. In some mortgage transactions, you 
will receive credit score information for free from the mortgage lender.

You have the right to dispute incomplete or inaccurate information. If you identify information in your fi le that is 
incomplete or inaccurate, and report it to the consumer reporting agency, the agency must investigate unless your dispute 
is frivolous. See www.ftc.gov/credit for an explanation of dispute procedures.

Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifi able information. Inaccurate, 
incomplete or unverifi able information must be removed or corrected, usually within 30 days. However, a consumer 
reporting agency may continue to report information it has verifi ed as accurate.

Consumer reporting agencies may not report outdated negative information. In most cases, a consumer reporting 
agency may not report negative information that is more than seven years old, or bankruptcies that are more than 10 years old.

Access to your fi le is limited. A consumer reporting agency may provide information about you only to people with 
a valid need—usually to consider an application with a creditor, insurer, employer, landlord, or other business. The FCRA 
specifi es those with a valid need for access.

You must give your consent for reports to be provided to employers. A consumer reporting agency may not give out 
information about you to your employer, or a potential employer, without your written consent given to the employer. 
Written consent generally is not required in the trucking industry. For more information, go to www.ftc.gov/credit.

You may limit “prescreened” off ers of credit and insurance you get based on information in your credit report. 
Unsolicited “prescreened” off ers for credit and insurance must include a toll-free phone number you can call if you choose 
to remove your name and address from the lists these off ers are based on. You may opt-out with the nationwide credit 
bureaus at 1-888- 567-8688.

You may seek damages from violators. If a consumer reporting agency, or, in some cases, a user of consumer reports 
or a furnisher of information to a consumer reporting agency violates the FCRA, you may be able to sue in state or federal 
court. Identity theft victims and active duty military personnel have additional rights. For more information, visit

www.ftc.gov/credit.

States may enforce the FCRA, and many states have their own consumer reporting laws. In some cases, you may have 
more rights under state law. For more information, contact your state or local consumer protection agency or your state 
Attorney General. Federal enforcers are:

 p 
For Credit Report questions, call 866-883-3309. This report is furnished by CreditReport.com at your request. This credit report is issued 
to permissible users as defi ned by the Fair Credit Reporting Act (Public Law 91-508) and is done in the strictest of confi dence. Good faith 
eff ort has been made to obtain information from sources deemed as reliable, but the accuracy of this information is not guaranteed. 

CreditReport.com, PO Box 1829, Agoura Hills
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Credit Bureau Report
for John Consumer
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John Consumer’s
Personalized Score Analysis

About your Credit Score:

Credit scores are based on the information in your credit bureau record. The majority of CreditXpert Credit Scores™ are 
between 350 and 850. Higher scores are better. With a high score, you have a good chance of getting the credit and 
loan(s) you want. Keep in mind that when lenders consider a loan or credit application, they generally ask for more 
information because credit scores are not the only factor they use in making decisions. Typically, this includes personal 
data (such as income and monthly payments) used to determine your ability to pay.

What your Credit Score means:

Thanks to your very high CreditXpert Credit Score™, you are likely to get the very best credit and loan off ers available 
from lenders, such as those with the lowest rates and the lowest (if any) fees. While you may still be able to increase 
your credit score, it will probably not make much of a diff erence on the type of off ers you will get. The distinction 
between off ers will come from the additional information you provide as part of your application(s), such as income 
and monthly payments. These factors will determine whether you can get the extra special low interest rate, high loan 
amount, and/or other great features.

What this Means to You:

Both negative and positive factors infl uence your credit score. The most important factors of each are listed below, in 
order of importance. Remember that these factors vary in how strongly they impact your credit score. For example, 
if you have a very high credit score, the negative factors in your analysis are likely to have a small impact. The same is 
true for positive factors if you have a very low credit score.

What factors lower your credit score:

Length of Credit History:  You opened your fi rst credit account 4 years and 11 months ago. This may not include 
accounts you closed more than 7 years ago.

This is making your score lower. Having had credit accounts for  a long time is a positive factor because your 
history gives lenders information to evaluate how you typically use credit and repay your debts. Credit reports with  
approximately 30 years of history are considered optimal. Meanwhile, up to 7 years of credit history is considered 
short, and less than 3 years of history is considered too little. It is worth noting that your accounts may have been open 
longer than your report suggests, if lenders were slow to report them to the bureaus. What matters is how long your 
accounts have been in your report.

Credit Accounts:  The average amount of your credit accounts is $1,441.

This includes loan amounts for fi xed-payment (“installment”) loans as well as limits on your revolving accounts (such as 
credit and retail cards).

This is making your score lower. Having a high amount of credit is a positive factor because it indicates to lenders 
that other lenders have trusted you by lending you money in the past. Meanwhile, having a low amount of credit is a 
negative factor because it indicates that either you are just starting to use credit or you have missed payments in the 
past. If you are just starting to use credit, lenders do not have information to evaluate how you typically use credit and 
repay your debts. If you have missed payments, you have demonstrated that you do not pay on time, and lenders may 
worry that you will not repay them.

What factors raise your credit score:

Payment History: You have never missed a payment, and no negative public records are listed on your credit 
report.

This is making your score higher. Missing payments is a negative factor. Some cases are worse than others. For 
example, if you  have not missed any payments recently, lenders may think you are (or  have become) responsible and 
do not (or will no longer) miss payments. Also, missing payments on only a few accounts is not as harmful as missing 
payments on most or all of your accounts, because lenders realize that many people miss a payment (or pay late) once 
in a while. Also, missing a single payment is not as harmful as missing several consecutive payments because many 
lenders consider missing 3 or more consecutive payments as an indication that you may never repay them. Finally, it is 
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not as harmful to miss payments on accounts with low balances as it is on accounts with high balances because lenders 
stand to lose less money on low balances if they remain unpaid.

Credit Usage:  On average, you currently owe $32 on each of your credit cards. This only includes your open 
accounts.

This is making your score higher. High balances are a negative factor (except for some types of installment loans such 
as mortgages and auto loans), because lenders worry that you are living beyond your means and may not be able 
to repay them. This is particularly true with credit card debts. Lenders do evaluate how much you owe (your debt) 
in relation to how much you earn (your income). How ever, changes in your employment and income, or certain life 
events (such as divorce or illness), may cause diffi  culty for you to pay your monthly bills. Meanwhile, low balances are 
a positive factor because lenders do not stand to lose too much if you become unable to repay them. However, never 
using your credit cards may be considered a negative factor. First, it does not provide lenders with information about 
how you typically use credit and repay your debts. Second, it also means that you have a lot of available credit, which 
you may decide to use if you experience fi nancial trouble.

Credit Applications  : You did not apply for credit in the past 6 months.

This is making your score higher. When you apply for any type of credit (such as a mortgage, auto loan, credit card, 
department store card, etc .), your credit history is checked by the lender considering your application, and it is noted 
on your report as an “inquiry.” Although inquiries are a natural result of applying for credit, lenders dislike seeing many 
within a short period of time. This is because it is hard for them to determine whether you are applying with diff erent 
lenders in a search for the  best off er or if you are desperately trying to obtain credit because of fi nancial trouble. 
Remember, making many applications in a short period of time could hurt your credit score. Therefore, try to limit your 
comparison to a small number of lenders when “shopping” for the  best off er.

U

DISCLAIMER

The CreditXpert Credit Score™ is provided to help you better understand how lenders view your credit report. It is not an 
endorsement or a determination of your qualifi cation for a loan. Each lender has specifi c underwriting standards, so you should 
not assume that you will receive the same evaluation from each lender. As part of the underwriting process, they will incorporate 
additional information you  provide and may obtain references. In addition, even if you are approved, the terms and conditions of 
loans vary from lender to lender. The higher your credit score, the better. With a better credit score, you are more likely to be eligible 
for the best credit card and loan off ers, including terms an conditions, such  as interest, fees, benefi ts, etc.

The information used to determine your CreditXpert Credit Score™ comes from one of the major credit bureaus. Credit reports are  a 
compilation of credit information that is reported to the  bureaus by the various lending institutions with which you have accounts. 
The information contained in your report refl ects the la test information provided. If you recently made a payment, opened a new 
account, or authorized an inquiry, it may not yet be refl ected in the credit report you receive. Likewise, it will not be refl ected in 
your CreditXpert Credit Score™ or CreditXpert Credit Analysis™. Also, disputed items are not incorporated in the  assessment of 
your CreditXpert Credit Score™ . Be aware that your credit score will change each time new information is captured in your record. 
In addition, the CreditXpert Credit Score™ you receive is only as accurate as the information it is based upon. CreditXpert Inc. is not 
responsible for misinformation (incorrect or missing information) provided by lenders, which might lead to a counter-intuitive or 
even incorrect analysis. Carefully review all the information in your credit report to make sure it is accurate and current. If you need 
advice a bout how to handle fi nancial problems, seek help from a non profi t credit counseling organization.

The CreditXpert Credit Score™ is calculated based on many of the same criteria considered by the leading consumer credit scoring 
companies, producing in most cases a consumer credit score that duplicates or closely approximates the typical consumer credit 
score utilized by banks, mortgage lenders, and loan companies when determining creditworthiness. CreditXpert™ is not connected 
in any way with Fair, Isaac and Company; the CreditXpert Credit Score™ is not a so-called FICO score. Neither CreditXpert Inc. nor 
Neuristics LLC represent that the CreditXpert Credit Scores™ are identical in every respect to any consumer credit scores produced by 
any other company.

COPYRIGHT

Copy right© 2001 CreditXpertInc., a subsidiary of Neuristics LLC . All rights reserved. CreditXpert™ is a trademark of Neuristics  LLC, 
used under license.
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How to Raise Your Credit ScoreHow to Raise Your Credit Score
By Christina Couch

In an age of slashed credit limits, tighter credit card restrictions, and anxious lenders, having 
strong credit is more important than ever. According to Experian, one of the country’s largest 
credit scoring agencies, the national average credit score sits at 692; however, Linda Call, vice 
president of the Richmond, Virginia-based mortgage brokerage fi rm, Berkley Mortgage, says that 
in today’s market, those even slightly below average could be in trouble. “With the economy so 
down, 620 is the minimum for getting a loan, but people really need credit score around 700, 
preferably 720, to get something with decent rates,” Call says. “It’s very scary right now for anyone 
with a low credit score.”
Here are eight ways to give your credit score an extra boost.

1. Keep the Balances Balanced

In a tough economic climate, keeping your credit balance under the limit isn’t enough. 
According to Scott Scredon, director of public relations for the Consumer Credit Counseling 
Service of Greater Atlanta, GA, simply maintaining a balance that’s close to your limit could 
weigh down your credit score.
If you carry a balance on your credit card, you need to make sure the diff erence between 
your credit limit and your balance is 50 percent or less, so if your limit is $1,000, you need to 
keep your balance at $500 or less,” says Scredon. “Not using all of your credit is a signal to card 
companies that you’re managing your credit properly.” Scredon adds that keeping an even lower 
balance—30 percent or less—will boost your score even more. Should your balance go over the 
50 percent mark on one card, Scredon recommends focusing any available fi nancial resources 
on cutting the balance down, even if it means sacrifi cing a few daily luxuries until the credit’s in 
check.

2.  Eliminate the Mistakes

One of the fastest ways to up your score is to make sure it’s yours. According to a 2005 study by 
the Federal Trade Commission, an estimated 8.3 million Americans are victims of identity theft 
each year. Of those victims, 1.8 million have new credit cards, loans, or fi nancial accounts opened 
in their name without their knowledge.
An easy way to prevent paying off  debts you didn’t incur is to  keep tabs on your credit score.

3. Diversify Your Credit

People don’t realize that “10 percent of your credit score is determined by what types of 
credit you use,” says Gail Cunningham, marketing director for the National Foundation for 
Credit Counseling. “That’s determined not only by how you manage revolving debt like Visa, 
MasterCard, and store credit cards, but also how you handle fi xed payments like your car 
payments or your mortgage payments over time.” Instead of putting long-term purchases on 
cards, Cunningham recommends taking out short-term one to two-year loans in order to build 
a diversifi ed credit portfolio. In addition to receiving lower interest rates and more fl exible 
payment terms, consumers who use loans over cards also build positive credit and gain better 
credit terms in the future.
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4. In With the Old, Out With the New

Another 15 percent of your credit score is determined by how long you’ve been managing 
credit. Those who can manage cards wisely by paying on time and keeping balances lower than 
limits can improve their credit score by getting plastic early. It’s up to you to fi gure out when the 
time is right.
It’s to your advantage to get a credit card as early as possible and start building credit early,” 
says Call, “but you have to do that when you’re ready. People who start building credit in their 
early 20s will have a signifi cant advantage when it comes time to apply for a home mortgage.” 
Though college students are statistically poor at managing plastic—the average college student 
graduates with nearly $2,200 in credit card debt according to Nellie Mae—learning the basics of 
credit early can benefi t in the long run.

5. Add Some Positives

Consumers in dire credit straits may be able to boost their score simply by showing credit 
scoring services what they’re doing right. “If the consumer has positive histories in things like 
rent and utilities, adding those histories can greatly help the credit score,” says Mark Guimond, 
executive director of the American Association of Debt Management Organizations.
“There are companies designed to get positive information on your credit score and that can 
have a signifi cant impact,” he says. Organizations like PRBC in Annapolis, Maryland can help 
consumers add daycare, insurance, rent, and cable credit histories to their score and set up 
online bill pay services to make sure those debts keep getting paid on time.

6. Flex Your Negotiation Muscle

If you see trouble on the horizon, nip it in the bud, says Scredon. “Making a late payment could 
aff ect your interest rate, not just on the card you’re paying late on, but on all your credit cards,” 
he explains. “If you know you’re going to have trouble making payments, get in touch with your 
lender and have a discussion about it. We are hearing more and more from our counselors that 
lenders are willing to look at whether you can put together a diff erent payment plan.” Since 
even one late payment could lower your credit score, preventing disaster before it happens can 
protect your credit for years to come.

7. Prioritize the Debt

Those who are already in the plastic trap can begin digging themselves out by creating a debt 
attack plan. Start by making a list of all of your credit debts, then pick out which is harming you 
the most.
If you have a card where you owe more than 30 percent of your credit limit, power pay that one 
down fi rst to keep your credit score intact,” recommends Cunningham. “After that, I tell people 
to pay off  their largest debts fi rst unless it’s just too daunting. If so, tackle your smallest bill fi rst 
while making minimum payments on everything else, and once you’ve paid it and have that 
sense of accomplishment, move on to the next one.”
By focusing your fi nancial resources on eliminating one problem debt at a time, Cunningham 
says consumers can eliminate long-term out-of-control debt from impacting their credit score.
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8. Research the Bargains

Credit inquiries are a major obstacle that prevents consumers from comparing loan rates and 
terms. While inquiries on your credit report can lower your score -- as much as fi ve points 
according to Lendingtree.com -- consumers have a 30-day window before choosing their loan 
when all mortgage and auto loan inquiries only count once.
An easy way to avoid racking up inquiries on your account, says Guimond, is to comparison 
shop as much as possible before fi lling out a formal application. “Don’t just apply to ten 
diff erent lenders, talk to lenders, talk to customer service people, get as much information as 
possible,” he says. “It pays to do the research.”

Christina Couch is a freelance writer based in Richmond, Virginia, and Chicago, Illinois. Her 
writing credentials include AOL.com, MSN.com, Yahoo! Finance, and MSN/Encarta Online. She 
is also the author of “Virginia Colleges 101: Th e Ultimate Guide for Students of All Ages” (Palari 
Publishing, 2008). She can be contacted at couchcs@gmail.com
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Unit 5: Financial Literacy

Day 13:  Simple Savings Calculator

Objective:

Students will learn the value of putting money aside into a savings account earning interest.

TEKS:

• Exploring Careers:  5.A 
• Career Portals:  5.E, F, G, H

Materials:

• Computer lab:  www.bankrate.com/calculators/savings/simple-savings-calculator.aspx

• Handout:  “Simple Savings Calculator”

Activities:

• Pass out handout:  “Simple Savings Calculator”.
• Point out how students could make money by only saving $10, $25, or $50 a month. If they were 

to start saving money now, how much money would they have by the time they are 35 years old?  
…45 years old?

Conclusion:

Students will learn the time value of saving money.

Additional enrichment activity:

• The Real Game Unit 1, Session 3: What’s My Line?
• Student will log into the bankrate website to complete the fi nal savings balances
• Have students prepare a list of items they want to purchase or activities they want to do with a cost 

associate with each item. By entering diff erent values in the input boxes on the web site students 
can see the time value of saving money.
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Initial
Amount

Monthly
Deposit

Annual 
Interest Rate-
Compounded

Monthly
Number 
of Years

Final 
Savings
Balance

$1,000 $10.00 5 15

$1,000 $25.00 5 15

$1,000 $50.00 5 20

$1,000 $100.00 5 20

Input diff erent amounts to see your potential savings

www.bankrate.com/calculators/savings/simple-savings-calculator.aspx

Simple Savings CalculatorSimple Savings Calculator
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Unit 5: Financial Literacy

Day 14: Retirement and other Savings

Objective:

Students will become aware of the requirements to manage their own personal fi nances. Students 
will learn about savings and retirement planning.

TEKS:

• Exploring Careers:  6.A, B 
• Career Portals:  5.A.B

Materials:

• Computer Lab:   www.bankrate.com/calculators.aspx   or others
• Handout:  “Retirement Tips for Individuals”

Activities:

• Have students go to savings calculators online.
• Allow students to play “what if” with many of the savings calculators.
• Pass out “Retirement Tips for Individuals” and discuss the importance of savings for the future.

Conclusion:

Students should be aware that savings planning is an important thing, whether you are planning 
for a new car or for Retirement.

Additional enrichment activity:

The Real Game Unit 2, Session 2: Reality Check
The Real Game Unit 2, Session 3: The Financial Picture
The Be Real Game Unit 1, Session 6: The Bottom Line
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Retirement Tips for Individuals

Provided by The IRS

The Service off ers you the following tips to help you take responsibility for your retirement.

Set a Goal –“I think I can save $25 a paycheck.” It’s easy to procrastinate so set up a “painless” 
payroll deduction for saving. It doesn’t matter if the money goes into a 401(k) plan, an IRA or into 
a plain, old-fashioned savings account, just start saving. You can start with a small amount and 
increase it whenever your circumstances allow – like when you get a raise, your car payments 
end or you get a bonus. Pay yourself now, you’ll thank yourself later.

Open an IRA – IRAs are easy to get, easy to contribute to and easy to save with. Most Americans 
can set up an IRA – whether it’s a traditional IRA or a Roth IRA – and save on taxes. Find out more 
about IRAs from your bank or fi nancial institution or the resources below.

Learn About Your Employer’s Retirement Plan – If you are covered under your employer’s 
retirement plan, your employer is required to give you a plain language explanation of the plan 
called a “summary plan description.” It describes your rights under the retirement plan. To get a 
summary plan description, ask the plan administrator or your employer.

Review Your Individual Benefi t Statement – Your individual benefi t statement shows your total 
plan benefi ts and the amount that is vested, or fully owned by you. To get an individual benefi t 
statement, ask your plan administrator or employer.

Sign Up for 2009 401(k) Contributions – If you are covered under a 401(k) plan, you may have 
to designate the amount of money you want taken out of your salary and contributed to your 
401(k) account by the end of 2009. The 401(k) limit is $16,500 for 2009 ($22,000 if you are 50 or 
older in 2009).

Take Your Required Minimum Distributions – If you are 70-1/2, you are generally required to 
receive a required minimum amount from your qualifi ed retirement plan or IRA by year-end.

Review Your Social Security Statement – The Social Security Administration likely sends you a 
Social Security Statement each year about three months before your birthday. This statement is 
your personal record of earnings on which you have paid Social Security taxes and a summary 
of estimated benefi ts you and your family may receive as result of those earnings. These benefi ts 
include retirement benefi ts and protection in case you become disabled or die before retirement 
age. For more information and to request a Social Security Statement, go to  www.ssa.gov.

Learn About Your Spouse’s Retirement Plan – Many retirement plans provide benefi ts for 
spouses. For example, your spouse’s plan may provide that you will receive an annuity unless 
you consent to distribution in another form. Before signing, read and understand any waiver or 
consent forms for your spouse’s retirement plan distributions.



209

Career Plan

Unit 6: Career Plan

Day 1: Beyond Career Clusters and Time Starts Now!

Objective:

Students will understand the importance of preparing for High School and Post- Secondary 
education.

TEKS:

• Exploring Careers:  1.G; 2.C; 3.A, B, C, D, E, F 
• Career Portals:  1.A; 2.B, C, D; 3.A, B, C; 4.A, B, C, D

Materials:

• Career Investigation, pgs. 18-22
• Handout:   “Parent Acknowledgment”
• Handout:   “Career Investigation-For Parents & Students”.  This is the same information included on 

pgs. 19-22 of Career Investigation.
• Handout:   “My Career Profi le”

Activities:

• Have students read pgs. 18-22 of Career Investigation.
• Discuss with the student the timetable laid out with goals on pgs. 20 & 21.   These are only a select 

few of the many tasks the students will need to accomplish now and during High School. Have the 
students come up with additional goals.

• Hand out the  “Parent Acknowledgment” along with the  “Career Investigation-For Parents 
& Students.”   Instruct the students to have their parents sign and return the  “Parent 
Acknowledgment” form back to the teacher for extra credit. The  “Career Investigation-For Parents & 
Students”  handout is for their parent’s to keep so they can be a part of their career exploration.  

• Give students “My Career Profi le”. This will be the table of contents for their collection of career 
exploration materials.

Conclusion:

Students will talk with their parents about their high school and post-secondary goals.
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Career Investigation
Parent’s Acknowledgment

Dear Parent,

We are in the process of reviewing the decision making process using the career information 
newspaper Career Investigation. As you know, soon your child will be entering high school 
and they will need to select their high school classes. Career Investigation covers the decision 
making process and helps students choose classes based on their likes and abilities, plus select 
classes that will help them with their future career.

One of their assignments is to call the toll-free Career Information Hotline 1-800-822-PLAN. It 
is operated by the Texas Workforce Commission and is free of charge. The student has been 
instructed to call and provide their mailing address. The state agency representative will then 
mail your child profi les on up to 3 careers of their choice.

I have provided your child with a copy of the Parent’s Guide section of Career Investigation. I 
hope this information is helpful. Should you have any questions feel free to contact me.

Please sign this form as acknowledgment that you received this information. 
Thank You,

         Parent/Guardian name      Signature

Student Name          

Date           



211

Career Plan



212

 Career Plan



213

Career Plan



214

 Career Plan



215

Career Plan

Student Name          

Date           

My Career Profi leMy Career Profi le
            Table of Contents                     Page No.

Important Interests          

Important Abilities          

Career Needs And Wants         

Occupations I Am Considering        

 My First Choice          

Educational Goals  I Am Considering        
 
 H.S. Grad Plan          

 After H.S.           

 My First Choice          

Concerns Related To Reaching My Goals       

Strategies For Dealing With My Concerns       

Primary Helpers I Have Identifi ed        

             

             



216

 Career Plan

Unit 6: Career Plan

Day 2: Preparing for High School and Beyond

Objective:

Students will list and explain the steps in the decision-making process. Prepare an oral or written 
plan describing the specifi c factors considered in the decision-making process used to solve a 
simulated career problem.

TEKS:

• Exploring Careers:  3.A, B, D, E
• Career Portals:  1.A; 2.B, C, D; 3.A, B, C; 4.A, B, C, D

Materials:

• Career Success, pgs. 3-7
• Handout:   “Career Decision Making:  It’s a Process”
• Handout:   “What’s Your Plan After H.S.?”

Activities:

• Give students a copy of Career Success. Let them know the objective of the publication is to have 
students learn how to make informed and educated decisions on their education and career 
choices.

• Have students read pg. 3 of Career Success and discuss how important it is to have a plan.
• Pass out “Career Decision Making:  It’s a Process” and have students list the 6 steps of the career 

decision making process and what the goal of each step is.
• Read pgs. 4-5 of Career Success.
• Give students the handout “What’s Your Plan After H.S.?” Have them complete step 1: Engage (Get 

Started). Tell the students they only need to complete the fi rst step at this time. As they continue to 
read Career Success they will complete steps 2-6.

Conclusion:

Discuss the importance of developing a good plan for life after high school and how it can be 
achieved by using a decision making process.



Step 1 

What will be accomplished in this step?         

             

Step 2 

What will be accomplished in this step?         

             

Step 3 

What will be accomplished in this step?         

             

Step 4 

What will be accomplished in this step?         

             

Step 5 

What will be accomplished in this step?         

             

Step 6 

What will be accomplished in this step?         
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Unit 6: Career Plan

Day 3:  High School is Career Preparation?

Objective:

Students will compile a list of career options matching interests and aptitudes; develop a chart 
classifying employment opportunities based on educational and training requirements of careers 
in the student’s interest area.

TEKS:

• Exploring Careers:  1.G; 2.C; 3.A, B, C, D, E, F 
• Career Portals:  1.A; 2.B, C, D; 3.A, B, C; 4.A, B, C, D

Materials:

• Career Investigation, pgs. 26-33
• Handout:   “Matching My Interests/Abilities To Careers”

Activities:

• Have students read pgs. 26-33 of Career Investigation.
• Discuss with the students the variety of education options available (dropping out of high school, 

graduating from high school, apprenticeship, military, 2 year college.
• Pass out “Matching My Interests/Abilities To Careers”.
• Have students list 5 of their top interests and abilities, list 10 careers they are interested in, and then 

rank them in the order of best fi t.
• Have students list the Pros and Cons of their top 5 careers listed, ways to overcome the concerns, 

and strategies to make it happen.
• Have students organize their work to complete their portfolio.

Conclusion:

The student will begin to understand the process of career planning by evaluating education 
options and matching interests, abilities and careers.
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List the Pros and Cons of your top 5 ranked Careers, ways to overcome the Cons and fi nally what strategy you will use 
to get there.

Matching My Interests/Abilities To CareersMatching My Interests/Abilities To Careers

Student Name          
Date           

List the Pros and Cons of your top 5 ranked Caree

My Interests

1.      

2.      

3.      

4.      

5.      

My Abilities:

1.      

2.      

3.      

4.      

5.      

1

ers ways to overcome the Cons and finally what strategy you will usee

Careers I am interested in based 
on my interests and abilities: Ranking

1.    

2.    

3.    

4.    

5.    

6.    

7.    

8.    

9.    

10.    

2 3

to get there.

Pros:

1.  

2.  

3.  

4.  

5.  

Cons: 

1.  

2.  

3.  

4.  

5.  

4

221

Ways To Overcome:

1.  

2.  

3.  

4.  

5.  

Strategies: 

1.  

2.  

3.  

4.  

5.  

5
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Unit 6: Career Plan

Day 4: What Will You Do After High School?

Objective:

List and explain educational and/or training alternatives after high school. 

TEKS:

• Exploring Careers: 1.G; 2.C; 3.A, B,C, D, E, F; 4.C, D; 7.B, F 
• Career Portals: 1.A; 2.B,C,D; 3.A,B,C; 4.A,B,C,D

Materials:

• Career Success, pgs. 34-35
• Computer Lab:   www.TexasCARESOnline.com

• Handout:   “Rank Your Education Options”

Activities:

• Have students read pgs. 32-34 of Career Success.
• Pass out “Rank Your Education Options” to the students. Have them consider the 6 aspects listed on 

the handout for choosing their educational options.
• Students will select 4 schools or programs to investigate the Ranking, Admission Requirements, 

Location, Cost and Campus Life of each school or program.  Students can utilize 
www.TexasCARESOnline.com for their research.

• Discuss with the students which of the categories are a priority for them.
• Have students organize their materials to complete their career portfolio.

Conclusion:

The students will begin to understand the process of career planning by evaluating education 
options and matching interests, abilities and careers.
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Unit 6: Career Plan

Day 5: How will you Pay for School?

Objective:

Students will develop an awareness of diff erent types of fi nancial aid, scholarships, and other 
sources of income to support post-secondary education.

TEKS:

• Exploring Careers:  3.C; 6.A 
• Career Portals:  4.D

Materials:

• Career Success, pg. 35
• Financial Aid Brochure
• Computer Lab
• Handout:  “How Will You Pay for All of This?”

Activities:

• Pass out “How Will You Pay for All of This?”
• Pass out the Financial Aid Brochure.
• Have students look online at www.TexasCARESOnline.com for the information to fi ll out the handout or 

the website of the individual schools.
• Discuss the costs associated with diff erent education options. After the students total the costs 

involved, explain there are programs to help pay for it all.
• Read pg. 35 of Career Success. Discuss the various sources of funding available for education and 

the diff erences between Scholarships, Grant Awards, Loans and Work Study programs.
• Inform students they will have to fi ll out a FAFSA (Free Application for Federal Student Aid) for all 

aid they apply for.
• Have students look online at the sites provided for fi nancial aid requirements.
• Have students organize their materials into their career portfolio.

Conclusion:

The students will be aware of the process of how to apply for various sources of funding to pay for 
college.
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Unit 6: Career Plan

Day 6: High School Graduation Plan

Objective:

Students will become aware of high school courses and how they relate to specifi c career choices. 

TEKS:

• Exploring Careers:  2.C; 3.A, B; 4.C, D; 7.D, F 
• Career Portals:  1.A; 2.B, C, D; 3.A, B, C; 4.A, B, C, D

Materials:

• Career Investigation:   High School Grad Plan pg. 8
• Career Success:   Career Clusters pgs. 12-29

Activities:

• Ask students if they know what high school courses they should take if they want to be a plumber 
when they graduate.

• Discuss answers with students.  Did they include any math courses?  Plumbers need to have a good 
background in math and geometry. Talk about the many diff erent courses that would also be helpful 
to this occupation.

• Pass out “Graduation Requirements” pg. 8 from copies of Career Investigation. There have been some 
changes to the High School Graduation Plan Requirements so make sure to let students know how 
many credits they will need in each subject area.

• Have students go through Career Success, pgs. 12-29.  Have them pick one occupation from each of 
the Career Clusters and match up at least 3 to 4 high school courses which would be required for 
that occupation.

• Discuss how picking courses to take in high school will help them prepare for whatever occupation 
they choose. Why wait until after high school to receive occupational training?

Conclusion:

Students should think of the Career Cluster in which they feel they might like to pursue an 
occupation. Students should take time to review the high school graduation requirements. Discuss 
diff erent courses available with their parents at home.

Additional enrichment activity:

• The Be Real Game Unit 3, Session 3: My Preferred Self
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Unit 6: Career Plan

Day 7: High School Graduation Plan

Objective:

Students will learn to identify high school courses related to specifi c career choices; Select high 
school courses and experiences to develop a graduation plan that leads to a specifi c career 
choice.

TEKS:

• Exploring Careers:  2.C; 3.A, B; 4.C, D; 7.D, F 
• Career Portals: 1.A; 2.B, C, D; 3.A, B, C; 4.A, B, C, D

Materials:

• Career Success, pg. 10
• Course Catalog for your high school (request this from high school counselor)
• Computer Lab or in classroom with TV monitor
• Customizable Clusters Handouts (NOTE: Teachers must customize these handouts to meet their 

schools available courses):  www.AchieveTexas.org/Students.htm

Activities:

• Have students read and discuss pg. 10 of Career Success,
• Inform the class that all high school students must be on the Recommended Plan.
• Instruct students to log on to complete an initial graduation plan:

www.lmci.state.tx.us/shared/HighSchoolGradPlan.asp

• Instruct students to select courses that will benefi t their career and prepare them for college. In 
the following pages of Career Success they will learn about career clusters and how to select an 
option. In turn they will then be able to choose high school courses to help make their career 
selection a reality.

• OPTIONAL:  Perform this activity after reading pgs. 11-29 of Career Success. Have students select 
courses based on a chosen career or career cluster.

• At the end have them print out a copy of their graduation plan and place it in their career 
portfolio.

Conclusion:

Students will be able to choose high school courses that will help make their career selection a 
reality.
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Unit 6: Career Plan

Day 8 (& 9): Post-High School Graduation Plan

Objective:

Students will become aware of the steps involved in choosing post-secondary education/training 
to match their career choice.  Students should consider their career goals when developing their 
High School Graduation Plan and Post-Secondary Options.

TEKS:

• Exploring Careers:1.G; 2.C; 3.A, C, D, E, F; 4.C, D, F; 7.B, F 
• Career Portals: 1.A, B; 2.A, B, C, D; 3.A, B, C; 4.A, B, C, D

Materials:

• Handouts:  “Your School Cluster Resources”  (NOTE: Teachers must customize these handouts to 
meet their schools available courses) 

• Computer Lab:   www.TexasCARESOnline.com

Activities:

• Explain to students about the diff erent education levels associated with occupations. Many jobs 
require various education levels and diff erent areas of training.  It is no longer enough to simply 
hold a degree; you must have the skills required for each individual job.

• Have students pull up a career they are interested in on TexasCARES.  Have them investigate the 
“Programs of Study” for that career. They will see that there are several diff erent Programs of Study 
which will be appropriate for their chosen occupation.

• Have students double-click on a Program of Study that interests them. There is a button at the 
bottom of the screen called “Schools.”

• Have the students investigate diff erent schools they could attend for their chosen career. They can 
isolate their search by location or degree level.  If they don’t see the college they are interested in, 
they can look up their college by going through the “World of Learning”. They will be able to see if 
the college they would like to attend off ers the training they will need. The Programs of Study that 
a school off ers is one of the most important items to consider when choosing a school.

• Have students make their own Education Chart aligned with the occupation they have chosen. 
They should show the diff erent occupations they could have with all of the diff erent levels of 
education and degrees.  If possible, have students fi nd the salaries of each of the diff erent levels.

• Once the students have investigated the diff erent education and occupational levels, have students 
decide on their post-secondary educational goals.

Conclusion:

Students should think about the post-secondary education they wish to receive.  Students should 
take time to review the high school graduation requirements and see how they align with their 
post-secondary goals.  Are the classes they want to take in high school going to help them with 
their per-requisites in college?  Students need to be ready to fi ll out their graduation plan in class. 
They will also need to show how they are aligning their high school courses with their post-high 
school requirements.

Addition enrichment activity:

The Be Real Game Unit 3, Session 3: My Preferred Self
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Unit 6: Career Plan

Day 10: Charting Your Course: A Guide for High School Students – Pursuing Higher 
Education and/or Training

Objective:

Students will become aware of the steps involved in choosing post-secondary education/training 
to match their career choice. Students should consider their career goals when developing their 
High School Graduation Plan and Post-Secondary Options.

TEKS:

• Exploring Careers:  6. A, B, C, D, E, F

Materials:

• Handout: Charting Your Course: A Guide for High School Students Pursuing Higher Education and/or  
Training

• Counselor-information about school services with Post-Secondary Goals

Activities:

• Have students read Charting Your Course.
• Once students have read all of the steps involved in choosing higher education, discuss how to 

achieve the steps.
• Read the examples of other students together as a class and discuss their choices.
• Have students read over all of the criteria to select schools. Remind students to list all of the criteria 

that are important to them as they read through the section. If they are unsure if an item will be a 
factor for them they need to list it and discuss it with their parents at home.

• Have students talk to their parents about step 2 – Identify your limits. Have students add any of 
those limitations to their list.

• Have the counselor come into the class and provide any information or services they might have to 
assist the students.

Conclusion:

Students should think of the post-secondary education they wish to receive. Students should take 
time to review the high school graduation requirements and see how they align with their post-
secondary goals. Are the classes they want to take in high school going to help them with their 
per-requisites in college? Students need to be ready to fi ll out their graduation plan in class. They 
will also need to show how they are aligning their high school courses with their post-high school 
requirements.
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Charting Your Course

Introduction
The United States has thousands of institutions of higher learning—but 
which one is right for you? Facts, figures and descriptions abound—but 
what do you do with them all? The sheer amount of information can be 
confusing and overwhelming. 

We can help you make sense of the data and use them to make 
decisions about your future. All it takes is a little thought and action on 
your part. 

This booklet will guide you through the process step-by-step. It will also 
explain how Texas CARES, a multi-media career exploration software 
program (see page 33), can help you chart the course to your future.

1
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Charting Your Course 2

School Selection Process
Selecting a school of higher learning is like being the judge of a 
competition. First, you select the criteria each “contestant” must 
meet. Then you study the contestants that qualify and weigh your 
options. Finally, you rely on a dose of pure intuition to make your 
final decision.

1. Choose your criteria.
What is important to you in a school? What career do you want it 
to prepare you for? Review the possible criteria (pages 7 to 31) and 
choose FIVE that matter the most to you, as well as a few back-ups. 
Be sure you base your choices on what’s true for who you are, not 
who you wish you were. Base them on what you, not your friends, 
think.

2. Identify your limits.
Talk to your parents, teachers and guidance counselor about 
finances, your grades and other possible limits on the schools you 
can attend. Add them to the criteria you’ve already selected. (See 
page 16 for questions to ask.)

3. Select your semi-finalists.
Identify schools that meet your FIVE criteria and fit within your 
limits. Texas CARES’ Exploring Education is great for this task 
because it provides you with a list of schools that meets the criteria 
you specify and filters out those that don’t. If you are left with more 
than ten schools, add your back-up criteria to shorten the list to ten 
or fewer. These are your semi-finalists. 
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3Charting Your Course

4. Analyze the contestants.
This is the “interview” portion of the contest, where you get to know 
the semi-finalists more personally. Here’s how:

• Read about each school in Texas CARES’ College Info module. 

• Go to college fairs. 

• Visit the schools’ campuses or at least their websites. 

• Talk to alumni or current students. 

• Ask each school to send you literature (and read it!). 

• Review college guides that rank schools and see where your ten 
fall. 

• Visit DECIDE’s reports (http://decide.state.tx.us) to learn what 
happened to students after they graduated (if available). 

Finally, get a gut feeling about each place: you’ll use that intuition in 
Step 5. 

5. Select your finalists.
Contests have finalists—the winner and runners up. Select yours 
by narrowing your list to roughly five schools. You can do this 
by systematically comparing your qualifications with the schools’ 
admissions requirements if you haven’t already. Eliminate any 
school that just strikes you wrong for some reason. You may not 
want to attend a school that has a particular religious affiliation, for 
instance. It wasn’t a major criterion before but now it may come 
into play. You can also rely on your intuition if it says a school isn’t 
a good fit for you. If you have trouble making cuts, repeat Step 4 to 
gather more information.
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6. Prepare to apply.
Take the actions necessary to meet the schools’ requirements. For 
example, if you must submit SAT scores, take the exam in plenty of 
time to meet the school’s deadlines.

7. Apply. 
Complete and submit your application on time. Schools charge a 
(sometimes hefty) fee for you to apply; that’s why you narrowed 
your list to just a handful. Do your best on your applications and 
read ALL the instructions before you start. Don’t give them a reason 
to eliminate you.

8. Decide your winner.
It’s time to determine the “winner” among the schools that accepted 
you. If only one accepted you, your winner’s obvious. If none 
did, you might consider alternative educational options, such as a 
different type of school, an apprenticeship or on-the-job training. A 
community college, for example, won’t turn you down! If so, revisit 
Step 1.

If more than one school accepted you, however, you must make a 
final decision. Compare the similarities and differences among the 
schools that accepted you. Reevaluate which criteria mean the most 
to you and listen to the still, small voice of wisdom deep inside. 
Then make your selection. Once you’ve decided, don’t second 
guess yourself!
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Elisa always loved nature and learning 
how animals functioned. By the time she 
dissected her first fetal pig in tenth grade, 
she was hooked. She had to be a biologist!

That decision guided her school selection 
process. It decided her most important 
criteria: She had to attend a four-year 
college where she could obtain a 
Bachelor’s degree (degrees offered, p. 8). 
And she wanted a school known for its 
excellent Biology program (major, p. 19 
and reputation, p. 11). 

Another factor that guided her choice was 
location (p. 21). Elisa wanted to move out 
of state, preferably to New York City. She 
hoped to meet people from all over the world there. 

Luckily for Elisa, cost was not a primary concern. Her parents had 
saved quite a bit for her education. In addition, her guidance counselor 
assured her that her outstanding grades and test scores qualified her for 
many academic scholarships.  

Elisa marked as “required” her top criteria (New York, urban, Bachelor’s 
and Biology program) in the Texas CARES software. The resulting list 
of 29 schools was still too big. She added two more requirements—
availability of a choir and small size (1,499 to 5,000) and narrowed the 
list to 8. She eliminated the schools from Buffalo, then learned as much 
as she could about the rest. 

Ultimately, she applied and was accepted at her top choice. She also 
applied for and received three academic scholarships. One from a 
national organization, one from her father’s company and one from the 
college itself. A part-time job would help cover the rest of her expenses. 
Today, Elisa is freshman, studying the subject she loves so much.



237

Career Plan

Charting Your Course 6

Henry had no clue what he wanted to 
do after high school. He knew he had to 
get some additional training or he’d end 
up as a convenience store clerk like his 
older brother—and he didn’t want that. 
But he had no “dream job” in mind.

He began his school selection process 
by identifying his limits. He didn’t want 
to spend a lot of money and he knew his 
parents could contribute little. So cost (p. 
15) was the first factor to consider. And 
he wanted to stay in town and live with 
his brother. So location (p. 21) became 
important, too.

Next, he realized that he wanted to spend the minimum amount of 
time he could. He just hated being in the classroom, making degrees 
offered (p. 8) a third criterion. Finally, he wanted a school that helped 
its students find employment and offered positive post-graduation 
results (p. 12).

He found in Texas CARES that there was a technical school and a 
community college in his town that both met all his criteria. Henry 
visited both and spoke with administrators and faculty there. He 
especially liked the college. The staff encouraged him to take some 
interest inventories and discussed with him possible career options. 

Henry appreciated their assistance, which they offered for free. He 
decided to enroll in the school’s Heating and A/C and Refrigeration 
Mechanic and Repairer program and begin classes in the Fall. 

He actually started to feel excited about the possibility of having a 
career that had never occurred to him before. Given the Texas heat, 
he figured he’d always have a job!
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Criteria to Select Schools
Choose a school based on what’s important to you. Since there 
are so many criteria you could consider, we’ve grouped them into 
categories. As you review each factor, decide what you prefer in 
that area. Then decide how important it is to you. You may prefer 
a school that has new facilities, for example. But if it really doesn’t 
matter to you, don’t make that one of your top criteria for school 
selection. 

Your goal here is to pick the FIVE criteria that matter most to you, as 
well as a few runners up. Later you’ll identify which schools match 
your preferences for those criteria. If you have access to Texas CARES 
software, that process will be easy.
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TYPE OF SCHOOL
Deciding the type of school you prefer—public, religious, 
community—helps direct you towards your final selection.

Degrees Offered
After high school, you can attend community colleges, four-year 
colleges and universities, or technical schools. Each type offers a 
certain level of education and academic experience. To decide 
which to select, think about:

1. The kind of career you want to pursue. As the table on page 9 
shows, different careers require different degrees. If you’re certain 
about your career, you can be certain about the type of school you 
need to attend.

2. How much school you are willing to take. If you hate classes, a 
career that requires ten more years in the classroom is not a wise 
choice. Before you decide that you’re sick of school, however, 
remember that colleges and technical schools are very different from 
high school. Give them a chance before you say “no more.”

3. The type of experience you want. Consider the following:

Situation: You want to explore many different areas of study, meet a 
wide variety of people, “experience life,” root for your football team 
and/or slowly decide what to do for a living.
Solution: Attend a four-year college or university.

Situation: You want to ease into college slowly. 
Solution: Attend a community college for a couple years and then 
transfer to a four-year college or university. 

Situation: You want to attend a school that’s very business-like. 
Solution: Attend a technical school. 

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on degrees offered.
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Public versus Private
Do you want to attend a school that is funded in part by the state 
or would you prefer a private school? Public schools generally have 
less restrictive admissions requirements and cost less than their 
private counterparts. Private schools, however, charge the same 
to all students, whether they live “in-state” or out. Texas CARES’ 
Exploring Education module allows you to limit your school choices 
based on whether they are public or private. 

Religiously Affiliated or Not
Some schools have a particular 
religious affiliation and religion 
may play a major role in student 
life. Other schools are strictly 
secular. Consider what you prefer 
and how you might fit in. 

If you attend a religious school 
and are a member of that religion, 
for instance, you will have one 
experience. If you attend and you 
are of a different denomination 
(or no affiliation at all), your 
experiences will be very different. 
If you attend a secular school, on 
the other hand, your experience 
will be different still. The choice is 
up to you.

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on whether it is religiously affiliated and, if so, 
the denomination.
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SCHOOL QUALITY
Attending a high-quality school means you will obtain a superior 
education and be exposed to a broader range of thoughts and ideas. 
It ultimately will make you more effective in the workplace. Just 
attending a prestigious school may make you more desirable to 
some future employers. Here are some factors to consider when it 
comes to “quality.”

Reputation
Schools can have different kinds of reputation. Some are renowned 
for their famous faculty and the important research they produce. 
Other schools are well-known for challenging students academically, 
making students the most qualified in their fields. Still others are 
famous (or infamous) for being “party” schools. 

But is a reputation always justified? A school’s faculty may be 
experts in their fields, for example, but are they good teachers? Do 
they pass on that expertise to their students or do they prefer to do 
their research and allow graduate students to teach for them?

Decide what type of reputation matters to you. Review national lists 
such as the Forbes’ top 100 colleges to see what others think. Just 
be sure you understand why schools get high rankings and whether 
those rankings matter to you. And whether you think they are 
deserved. 

Texas CARES’ Exploring Education module allows you to limit 
your school choices based on how competitive admissions are. A 
high degree of competition may mean the school has a positive 
reputation and/or high standards.

You can also limit your school choices based on the percentage of 
graduate students on campus. A high percentage may indicate that 
the school’s focus is on research, not undergraduate teaching. 
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Post-graduation Results
One way to identify a “quality” school is to see how successful its 
students become. The Texas DECIDE software (http://decide.cdr.state.
tx.us) offers actual facts about what happens to people after they 
leave a particular Texas school so you can judge for yourself. Texas 
CARES’ College Info module connects you automatically with 
DECIDE.

A “positive” result depends on the school type. Trade and technical 
school graduates should find employment in their fields. Graduates 
of four-year colleges may find employment or attend graduate 
school. Community college students may continue their education 
at a four-year school. Pick a school that typically has the kind of 
post-graduation results that you want for yourself. It’s also good 
to pick a school that offers career placement and other services to 
help you achieve your desired goal.

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on the percentage of students who go on to 
graduate school or to a four-year institution, as well as those who 
have full-time jobs within six months of graduation. It also lets you 
limit schools based on their career assistance services.

Admissions Requirements
All schools have admissions requirements—some are just more 
stringent than others. Most four-year colleges, for example, require 
you to have a certain SAT score. Others, such as community 
colleges and technical schools, accept anyone who can prove 
residency. 

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on admissions requirements, such as certain 
SAT or ACT scores, high school rankings and/or GPA’s, personal 
essay, and so on. 
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Facilities
School facilities include classrooms, labs, libraries, dormitories, 
recreation centers and more. Some schools’ facilities are “state of 
the art.” Others are not. Does it matter? 

It depends. If you are interested in science or computers, 
for example, you probably want a school that has the latest 
technology, such as high-speed Internet access. If you want 
to study history, the number of computers available may not 
matter to you. In either case, though, you want to be in safe 
surroundings, not in buildings 
that are falling apart.

Bear in mind, though, that 
access to facilities is as 
important as the facilities 
themselves. Larger schools may 
have more and better facilities 
but access may be more limited 
as more people compete for 
space. 

Texas CARES’ Exploring 
Education module allows you 
to limit your school choices 
based on facilities available, 
such as computers. The College 
Info module lists the number of 
libraries. 
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Faculty
Good teachers are obviously desirable. But what qualifies as 
“good?” If it means “knowledgeable,” it might be important to have 
professors who have Doctorate degrees, which makes them very 
knowledgeable in their field.  “Good” might also mean “able to 
help students learn.” Or “willing to spend time with students, to 
be a mentor.” You decide what “good” means for you and look for 
schools with faculty who meet that standard.

Philosophy 
Each school has its own philosophy of learning. Some are student-
focused. Some are research-focused. Some are athletics-focused. 
Some are all three. One school may be conservative, another liberal. 
The variety is endless.

You can get a sense of a school’s philosophy by reading its literature 
and visiting its campus and website. You can also learn a little 
from the rules a school has. Are degree plans fairly structured, for 
instance, or can you create your own? Will the school give you 
credit for the Advanced Placement (AP) courses you took in high 
school or does it require you to take the classes you might have 
tested out of? Again, none of these are good or bad; you get to 
decide what you prefer. 

Texas CARES’ Exploring Education module allows you to limit 
your school choices based on whether they have honor programs, 
accept AP courses, and so on. The College Info module may include 
a short video that gives you a sense of what qualities the school 
emphasizes. 
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COSTS
Education is very valuable. It’s also very expensive. Here are some 
factors to consider.

Tuition and Other Expenses
Tuition is the cost of the school you attend. But school costs don’t 
stop there. You must also pay for books, fees, housing, food and 
other living expenses. When you estimate a school’s cost, you must 
take all expenses into consideration. 

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on tuition and fees, as well as average room 
and board costs.

Your parents may have been “saving for college” for you since you 
were a baby. Or not. They may be rich. Or not. Find out exactly 
how much money they can contribute each year to your education. 

One note of caution before you approach your parents. In the U.S., 
a higher education is a privilege, not a right. You are not “entitled” 
to go to the college of your choice. And your parents are not 
“required” to pay for your education. If they do contribute, it’s a gift. 
If they don’t, they’ve still met their parental responsibilities: they 
raised you.

The bottom line is this—check your attitude before you speak to 
your folks. Your job is to scope out the situation, not judge whether 
they’ve done right by you or not.

Honestly explore the situation with them. The ability to discuss 
finances objectively with your parents is a sign of maturity.  
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Questions to Ask

Here are some questions to ask your parents:

1. How much can they (or others) contribute?

2. How can they pay—in a lump sum, for example, or monthly?

3. Will your parents count you as a deduction on their taxes? If so, 
you can’t take a deduction for yourself if you work while in school. 

4. Will you be covered by their medical insurance? If so, for how 
long? If not, you may need to purchase insurance through your school.

5. Are there conditions to the contributions? Your parents may assist 
you financially only if you attend a particular school, for example, or 
maintain a certain grade level. Be clear that you understand exactly 
what their expectations are. You might even ask your parents to put 
them in writing. 

You can choose to accept or reject their conditions. That’s your right. 
The consequence of rejecting them, however, is that you reject the 
money, too. And that may be fine. Many people have worked their 
way through college on their own. Remember that the decision is 
yours to make—perhaps your first as an adult.

Submit Your FAFSA as Soon as Possible
Completing the Free Application for Federal Student Aid (FAFSA) is the 
first step to getting any financial aid, including grants, loans and work-
study programs. A report of your data will be sent to each school that you 
request on the FAFSA.

To learn more or apply online, visit www.fafsa.ed.gov. 

Remember: applying for financial aid is FREE; beware of services that offer 
to do it for you for a fee. 
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Financial Aid
Financial aid can offset the cost of an education and/or training 
program. It comes in many shapes—grants, loans, scholarships 
and work-study programs—so ask about them all. It also comes 
from many different sources—the federal government, private 
organizations, businesses, foundations and schools themselves. 

Since some aid depends on financial need, you’ll have to know 
your parents’ income to determine whether you qualify. Not 
everyone does. Many “middle-class” kids, for example, find that 
their parents’ income disqualifies them from aid despite the fact 
that their parents can’t afford to pay for everything. Some well-
endowed schools will pay for almost everything for needy students.

Not all aid depends on need. Some is reserved for members of 
minority groups or for students who have specific interests, abilities 
or career plans. Be sure that you select a school that offers a wide 
variety of financial aid options—or at least the type of aid that you 
need. 

Like parental aid, financial aid often comes with conditions. 
Many times financial aid, particularly scholarships, depends on 
maintaining certain grades once you’re in school. If your grades 
drop, the money disappears as well. You must decide whether 
you’re up for the challenge. If you’re not, don’t count on that 
money.

Texas CARES’ Exploring Education module allows you to limit 
your school choices based on sports scholarships, as well as the 
availability of work-study programs (under “Services”). The College 
Info module also indicates, in general, other types of aid available. 
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Student Loans
Beware of student loans!! The money you borrow may not seem real 
to you because the amount is so great. It IS real, though, and you 
must pay it ALL back—plus interest. Today the average student loan 
to obtain a Bachelors degree at a public school is $13,000. It’s more 
for private schools and higher degrees.

If you must take out a student loan, choose your field of study 
wisely. Make sure that your education will prepare you for a 
career that will cover what you owe. It doesn’t make sense, for 
instance, to borrow $40,000 to pay for an education that results in a 
$25,000-a-year job.

According to experts, your loan payments should be less than 8 
percent of your gross income. That means you need to earn at least 
$1,700 a year for every $1,000 you owe!

Accreditation
You can only get federal financial aid if you attend a school that is 
accredited by the U.S. Secretary of Education. To learn if a particular 
school is accredited, call 1-800-4FED-AID. The bottom line is this: 
if your school is not accredited, your graduation from it may not be 
worth much.

All of the schools in Texas CARES are currently accredited. 
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MAJORS
Like many people, you may choose a particular school because 
it offers a major (concentration of study) that interests you. If you 
want to be an actuary, for example, you may do research to find 
the schools that offer the best actuarial programs in the country and 
apply to them. 

Of course, if you aren’t sure what major you might select, you may 
want to choose a school that offers a wide variety of programs. That 
way, if you change majors, you won’t have to re-enroll somewhere 
else. 

If you do attend a school that offers a wide variety of majors, 
especially a university, remember that all school majors are not 
alike. A university may offer both a College of Business and a 
College of Social Work, for instance, but they have more differences 
than course topics. The Business school might be well-funded, with 
great facilities and a national reputation for excellence. The Social 
Work school, on the other hand, may have only a few students, 
poor facilities and almost no funding. 

Do some investigating to determine the quality of the major you 
select at the schools that interest you. 

Texas CARES’ Exploring Education module and Programs of Study 
module allow you to limit your school choices based on a specific 
major or by the specific programs of study that interest you. The 
College Major module lists occupations related to many majors.
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SIZE
Here are some size-related factors to consider: 

School Size
School size—the number of students enrolled at a school—affects 
many aspects of campus life. Large schools can be intimidating 
but also exciting. Smaller schools offer intimacy and more faculty 
contact, though they’re still not as intimate as high school. 

It comes down to personal preference. Do you want to go to a large 
university with many social groups and clubs? Do you prefer a 
small school where you’re more likely to “make the team” and play 
leadership roles that interest you? Do you want lots of personalized 
attention or would you prefer to blend into the crowd? You decide. 

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on the number of students enrolled at a school, 
as well as the overall student/faculty ratio.

Class Size
Whether you prefer large, lecture-style classrooms or small, 
discussion groups, don’t assume that class size always corresponds 
with the school size. It also depends on areas of study, since some 
majors are more popular than others. Grade level is a factor, too. 
In general, freshman classes are larger than those for the upper-
classmen. 

Even when a class is huge, “labs,” where smaller groups meet with 
graduate students, often provide a sense of connection and intimacy. 
The bottom line is this: ask about class size in detail. Find out if 
you’ll be in the type of setting that will meet your individual needs.
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LOCATION
School location can be very important. There are a lot of factors to 
consider when you decide where you want to go. 

Local Community
What type of setting would you prefer while at school? Do you want 
to attend classes in a “college town,” in a big city, or in the middle of 
nowhere on some rural campus? Before you say “who cares?,” think 
about it carefully. If visiting museums is important to you, for instance, 
a small-town location won’t satisfy you. If, on the other hand, you 
hate crowds, you probably shouldn’t attend school in a big city. 

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on whether it’s urban, rural or in-between.

In-state versus Out-of-state
Do you want to attend school in Texas or out-of-state? Your decision  
may affect your costs if you attend a public school. If you attend a 
public school in another 
state, you will have to 
pay the more expensive 
out-of-state tuition or 
work full-time until you 
gain in-state residency 
status. 

Texas CARES’ Exploring 
Education module allows 
you to limit your school 
choices based on which 
state you prefer.
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Distance from Home
Do you want to strike out on your own? Would you prefer to (or 
must you) continue to live at home while attending school? The 
distance from home you’re willing and able to go will help you 
determine school location. Remember to consider travel costs 
if you attend school far from your home. Will you be able to 
afford to visit for breaks and holidays or will you be forced to find 
alternatives? Distance does matter.

Climate
Climate may influence your choice of school. If you hate winter, 
you might think twice about attending a school in the northeast. 
If you love the change of seasons, on the other hand, the desert 
Southwest might not be right for you. What kind of climate do you 
prefer? 

Post-graduation Residence
Where do you think you might want to live after school? It may be 
too soon to decide, but if you already know, it can influence your 
choice. If you plan to live in your home town, for instance, you 
might want to attend a school nearby. Or, alternatively, you might 
want to enroll in a school across the country to “see the world” 
before you “settle down.”
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Alternative Learning
Many students don’t want to leave home to further their education. 
They may need to work days, for example, and be unable to attend 
regular classes. For them, distance learning is the answer. If you’re 
self-motivated, it might be the solution for you. 

Today, many schools offer 
courses via the Internet, public 
access television or video. They 
offer evening and weekend 
courses, too. Contact schools that 
interest you to determine what 
alternative learning programs they 
offer.

Texas CARES’ Exploring 
Education module allows you to 
limit your school choices based 
on optional programs such as 
distance learning, part-time study 
and study abroad.
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CAMPUS ENVIRONMENT
Some people view school as just a job and they couldn’t care 
less about extracurricular activities or environment. For others, 
the social life that surrounds school is equally as important. Your 
preference affects your school choice.

Atmosphere and Physical Surroundings
Each school has its own atmosphere, which includes the interests 
and attitudes of the students as well as the physical environment. 
It may be politically vibrant, known for students who pursue 
causes. It may center on school spirit and tradition, especially 
around athletics. It may have a very professional atmosphere 
because its students are older people who work full-time and 
attend class in the evenings. 

Visiting the school itself is the best way to learn what it’s about 
and how it really looks. Your physical surroundings can affect your 
attitude and productivity, so think about what you prefer. 

Texas CARES’ Exploring Education module allows you to limit 
your school choices based on the percentage of “non-traditional” 
(over age 25) students, which may affect the school’s atmosphere. 
In addition, Texas CARES’ College Info module can connect you 
to a school’s website and/or video, which will give you a view of 
the school. 
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Housing
Some schools require you to live in a campus dormitory during 
your freshman year. Others offer dorms but don’t have enough 
for everyone. Still others are “commuter” schools with no housing 
whatsoever. Where do you want to live when you go to school? 

Whatever type of housing you prefer, questions arise. If you live 
on campus, how difficult is it to reserve a dorm room? If you live 
off campus, how much does housing cost in the surrounding 
community? What kind of public transportation is available? It all 
comes down to what you want and what you are willing to accept.  

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on housing types available (co-ops, dorms, 
etc.), as well as the percentage of students who live on or off 
campus.

Safety
Schools are required to report the rate of crime on campus, from 
theft to assault. Obviously, you won’t want to attend a school with 
an extraordinarily high crime rate.

 When you compare schools’ figures, however, put them in 
perspective. First, they are self-reported data and not all schools 
report in the same way. Second, school location may play a big role. 
Urban schools may naturally have a higher crime rate than rural 
schools, for instance, because there are more people around. Be safe 
but be smart.

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on the types of safety programs available, such 
as student patrols. 
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Athletics
For many people, participating in athletics plays a major role in 
their higher education experience. Now, if you’re the best at your 
sport (especially if it is a major sport such as football or basketball), 
schools have probably already been recruiting you or will start soon. 
Sport scholarships may determine what school you’ll attend. 

If you’re “just” really good and want to participate on a varsity team, 
you need to ask yourself some questions. Are you good enough to 
make the cut on a major team? If you can’t play first string, are you 
content to warm the bench on a prestigious team? Or would you 
prefer a smaller school where you’d get a chance to play? Would 
you be happy just to play intramural sports, competing in clubs 
within the school? It’s just a matter of preference. 

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on the sports available for men or women, 
intramural or intercollegiate. 

Special Services
Do you have physical challenges that require special services? If so, 
find a school that can readily accommodate your needs. The same 
goes for learning disabilities and emotional challenges. There’s no 
sense in setting yourself up for hardship when a little research can 
tell you what you need to know.

Texas CARES’ Exploring Education module allows you to limit 
your school choices based on services offered, such as counseling, 
accessible housing and support for students with learning 
disabilities.
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Social Activities/Clubs
Most schools offer a wide range of activities, clubs and 
organizations. If organized extracurricular activities interest you, 
decide what’s most important. 

First, consider the number of activities and organizations. The bigger 
the school, the more you’ll find happening. The smaller the school, 
however, the greater the chance you’ll get to play a leadership role 
in the groups that do exist.  

Next, consider whether there are specific organizations that 
really matter to you. Do you want to be in a fraternity or sorority? 
How about an ROTC program or choir? These are important 
considerations because not all schools offer these. Decide if they’re 
critical to you. 

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on the extra-curricular activities available, such 
as newspaper, band, fraternities and sororities, and participation in 
ROTC programs.
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STUDENT BODY 
Schools attract people of all races, religions, cultures, sexes… In fact, 
people from all over the world come to the U.S. to attend college. 

Some people like to meet others who are different from them. 
Others prefer spending time with those who are familiar. How well 
you “fit in” at school depends in part on whether you like the mix of 
people there.  

Ethnic Breakdown
Some schools have historically served people of a single race. 
Others have been more open. Your comfort level at one place or 
another depends on you. 

If you are an African American attending a predominantly African 
American school, for example, you will have one experience. If you 
are a European American attending that same school, you will have 
a very different experience. 

Whatever your race, if you attend 
a school where the racial mix is 
diverse, your experience will be 
different still. It all comes down to 
what you prefer. 

Texas CARES’ Exploring Education 
module allows you to limit your 
school choices based on the 
percentage of students of different 
ethnic backgrounds. The College 
Info module breaks down a school’s 
population by ethnicity.
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Gender Breakdown
While most schools are co-ed (admitting both men and women), 
they may vary in the ratio of males to females. If you are a woman 
attending a predominantly female school,  you will be in the 
majority. If you are a man at that school, you’d be in the minority. 
If you attend a school with a more equal mix, your gender doesn’t 
matter.

What does that mean to you? Try to imagine the kind of 
experience you want to have and choose a school that fits that 
image. 

Texas CARES’ Exploring Education module allows you to limit 
your school choices based on the percentage of students who 
are male or female. The College Info module breaks down the 
population by sex.
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FUTURE OUTCOME INDICATORS
Enrolling in school is very different from completing a program 
of study. Many people drop out by choice, by circumstance or 
by failure to meet the program’s demands. Some schools strive to 
help students succeed. Others show less concern for their students’ 
personal progress. Obviously, you want to attend a school where 
you’ll succeed. Here are some factors to consider.

Retention Rates
Retention rates indicate how many people stay in the program. If 
the rate is low, it may be that the school services are not helpful or a 
particular program has poor teachers. Find out the retention rates for 
schools—and the particular programs that interest you.

As always, be careful with statistics. Community colleges, for 
example, have an “open entrance/open exit” policy. People often 
take one course and leave, which lowers their retention rates. But 
they didn’t drop out; they never planned to stay in. 

Texas CARES’ Exploring Education module allows you to limit your 
school choices based on the percentage of freshman who return for 
their sophomore year. 

Loan Default Rates
The loan default rate indicates the number of students who fail to 
repay their student loans. If many people at a school default, it may 
mean that they dropped out or couldn’t find jobs that paid enough 
for them to repay their loans. 

Schools with high default rates may be barred from offering federal 
student loans. To find out about a school’s loan default rate, call 
1-800-4FED-AID. 
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Graduation Rates
It’s a smart idea to select a school (and a program) from which most 
people graduate. The reason is simple. You don’t want to make a 
big investment if you won’t get anything to show for it except a large 
debt and no  qualifications for 
a job that will pay for it. Why 
waste your time and money if 
you probably won’t succeed? 

Texas CARES’ Exploring 
Education module allows you 
to limit your school choices 
based on the percent of 
students who graduate with a 
Bachelor’s degree.

Average Time to Earn Degree/Certificate
School takes time. How much are you willing to spend? The average 
“four year” degree nowadays takes six years to earn! How long does 
it actually take for students to earn their degree or certificate if they 
attend this particular school full-time? Schools keep such figures, so 
ask. And decide how much time you’re willing to invest.

Back to the Process
Now that you’ve reviewed the criteria, select those that matter most 
to you (Step 1, page 2) and continue with the rest of the steps in the 
process. We wish you the best of luck!
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Charting Your Course 32

David was not sure what he wanted to 
study. He just knew he wanted the college 
experience—the games, the parties, the exams 
and someday a Bachelor’s degree (degrees 
offered, p. 8). 

He began his school selection process by 
meeting with his parents. He learned that, 
although they could help, they could not pay 
all his living expenses while at school. 

He was disappointed but immediately 
decided that loans were not an option. He 
needed a school with a work study program 
(financial aid, p. 17). He also decided to attend a public state university 
because it would be less expensive (location, p. 21 and costs, p. 15).

David sat down with his guidance counselor and discussed his options. 
She helped him prioritize his needs. Since success was his greatest 
concern, he wanted a school with a relatively high graduation rate (p. 30).

When David entered his main criteria in Texas CARES, he immediately 
arrived at two schools that made the best matches. He began exploring 
them in detail, as well as a few of the schools that were good matches.

Eventually, after a couple of visits, several talks with his parents and a lot 
of thought, David made his decision. He applied to four schools and was 
eventually accepted by his first choice. He got the college experience that 
he wanted. More importantly, he obtained a degree that made him more 
marketable than he’d dreamed. 
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Unit 6: Career Plan

Day 11: Charting Your Course: A Guide for High School Students – Pursuing 
Higher Education and/or Training (part 2)

Objective:

Students will become aware of the steps involved in choosing post-secondary education/
training to match their career choice. Students should consider their career goals when 
developing their High School Graduation Plan and Post-Secondary Options.

TEKS:

• Exploring Careers:  6.A, B, C, D, E, F

Materials:

• Computer Lab:   www.TexasCARESOnline.com

Activities:

• Go to the computer lab and have students log onto www.TexasCARESOnline.com

• Students will need the post-secondary criteria list they developed yesterday.
• Have students complete step 3 in the School Selection Process in Texas CARES “Exploring 

Education.”
• Remind the students when they are entering their criteria that they are looking to have a list of 

approximately 10 schools. This will allow them to investigate schools without being too limited 
in their options or being too over-whelmed by the amount of information they receive.

• Print off  two copies of the “semi-fi nalists”. Place one copy in the Portfolio and turn one into the 
teacher.

• Allow students to investigate the schools on their list in www.TexasCARESOnline.com.
• Optional:   Have students download an application from one of the schools on their “semi-

fi nalists” list. Have students complete the application to get a feel for all of the information that 
will be required of them. Explain all of the supporting documents that might be requested, such 
as high school transcripts, letters of recommendation, SAT or ACT scores, or application fees.

Conclusion:

Students should think of the post-secondary education they wish to receive.  Students should 
take time to review the high school graduation requirements and see how they align with the 
post-secondary goals.  Are the classes they want to take in high school going to help them with 
their  per-requisites in college?  Students need to be ready to fi ll out their graduation plan in 
class. They will also need to show how they are aligning their high school courses with their post-
high school requirements. 
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Unit 6: Career Plan

Day 12 (& 13): Completing the High School Graduation Plans

Objective:

Students will become aware of high school courses and how they relate to specifi c career 
choices.  Students will be knowledgeable of high school courses and their per-requisites.

TEKS:

• Exploring Careers:  2.C; 3. A, B; 4.C, D; 7.D, F 
• Career Portals:  1.A; 2.B, C, D; 3.A, B, C; 4.A, B, C, D

Materials:

• Handouts:   Blank Graduation Plan, Sample Graduation Plans (obtained from school counselor)
• All 16 “Your School Cluster Resources” handouts (NOTE: Teachers must customize these handouts 

to meet their schools available courses)
• Graduation Plan:   www.lmci.state.tx.us/shared/highschoolgradplan.asp

• Career Investigation pg. 39

Activities:

• Read and discuss pg. 39 of Career Investigation.
• Ask students if they know what high school courses they need to take. When they say “Yes,” ask 

them if they know in what order they will need to take them. Talk about the diff erent courses 
and their prerequisites.  (i.e. You can’t take Geometry before you take Algebra.)

• Pass out Graduation Requirements sheet and copies of the Graduation Plans.
 Log onto the High School Grad Plan at:   www.lmci.state.tx.us/shared/highschoolgradplan.asp

• Have students choose either  the Recommended Plan or the Distinguished Plan 
• Discuss how to pick courses to take in high school.  It is alright to make several diff erent plans 

if you are unsure. Make 2 or 3 diff erent plans and then decide between them. It is better to be 
undecided now than when you have to lock into your formal graduation plan.

• Have the students take the graduation plan home with them and look it over with their parents.  
Get their parent’s input on what they chose. Depending on teacher and school requirements, 
have the parents sign this sample plan to insure they have seen it.

• Have the counselor come into the class and fi ll out the formal plans with students when they are 
ready.

Conclusion:

Students should think of the occupation they feel they might like to pursue. Students should 
take time to review the high school graduation requirements. Discuss diff erent courses available 
with their parents at home. They will need to have their parents, the career investigation teacher, 
and the counselor look over their fi nal plan. Students should include their plan in their portfolio.
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Unit 6: Career Plan

Day 14: Evaluating My Plan

Objective:

Students will work in teams to accomplish an assigned task.  Students will analyze and assess 
college and career goals.

TEKS:

• Exploring Careers: 2.C; 3.D, E; 4.B, C; 7.E, F 
• Career Portals: 1.A; 2.B, C, D; 3.A, B, C; 4.A, B, C, D

Materials:

• Career Success, pgs. 3, 4, 7, 8, 30, 33, 34, 38, 39

Activities:

• Group students in “teams” of 2-4 students.
• Instruct the teams to go through Career Success and rank the diff erent “My Plan” articles listed 

on pages 3, 4, 7, 8, 30, 33 and 34.
• Have each team member write an explanation for each ranking.
• Read pg. 38 “Do You Have A Back Up Plan?” and “Transfer Your Plan”
• Do the students still agree with their teams ranking for each Plan?
• Read pg. 39 “How To Make Their Plans Better?”
• Have teams compare how they ranked each plan as compared to how Career Success ranked 

them.
• Point out to students that part of the Career Decision Making Process is to evaluate your plan 

and readjust as needed.
• Read and discuss pg. 38 “Plan on Being a Team Player”.
• Have the groups evaluate how well they worked together as a team. What could they have 

improved on?  What are some of the positive traits their team exhibited?

Conclusion:

Students will have learned to work in a team. Students should be aware of their ever changing 
goals and their need to adjust their plans as needed.
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Unit 7: Succeed at Work – Good Working Habits

Day 1-3: TexasWorkPrep.com

Objective:

Students will list characteristics of an eff ective employee. Students will become familiar with what 
is expected of workers on a job.

TEKS:

• Exploring Careers: 4.A,B,C, D,E, F; 7.A,C,D,E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• TexasWorkPrep.com Guide:   www.TexasWorkPrep.com

• Career Investigation, pgs. 36-37
• Computer Lab or in classroom with TV monitor

Activities:

• Have students read pgs. 36-37 of Career Investigation.
• Discuss the importance of preparing for the world of work.
• Log on to TexasWorkPrep.com (see log on sheet or go to Appendix B for complete user guide). 

Have students register their information.
• Have students select Succeed at Work Course.
• Instruct students to go through the online course.
• At the end of the course, the students will work to pass the quiz. Have the students print out the 

certifi cate and include it in their Portfolio.

Conclusion:

Students will take several days to work through the Succeed at Work course.
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Unit 7: Succeed at Work – Good Working Habits

Day 4: Social Networking

Objective:

Students will evaluate the impact of positive and negative personal choices including use of 
electronic communications such as social networking sites.

TEKS:

• Exploring Careers: 7.B
• Career Portals: 4.B, F, G, H, 6.C

Materials:

• Career Success, pg. 32

Activities:

• Have students read “Watch What You Post Online”, pg. 32.
• Discuss how posting negative things online can eff ect employment as well as college access.
• Ask students to brainstorm some positive aspects of social networking online.
• Discuss how an employer can fi re an employee for things they do when they are not working.  

Also the employers have the right to make rules about employee conduct and appearance.
• Have students identify and list some positives and negatives of being a member of a social 

Network.

Conclusion:

Students should start to view how they interact at school and at home as training for how they will 
act on the job.
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Unit 7: Succeed at Work – Good Working Habits

Day 5: Me, Inc.

Objective:

Students will know the aff ect change has on society and career opportunities and be able to cite 
examples of change in our society. Students will know the importance of their mindset in how they 
view themselves and their employment due to the changes in society.

TEKS:

• Exploring Careers: 4.C, D, F; 7.E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pgs. 1-4 (Stage One)

Activities:

• Have students read Succeed at Work Express, pgs. 1-4.
• Discuss how the World of Work has changed. Review pg. 2.
• Ask students to fi nd other things that have changed in the last 10 years.  Have them think about 

how the Work World was when their parents and grandparents started working.
• Have students identify why the diff erence in their mindset toward working must change to keep up 

with the changes in society.
• Review Me, Inc. from pgs. 1-4.

Conclusion:

Students should start to view how they interact at school as training for how they will act on the 
job
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Unit 7: Succeed at Work – Good Working Habits

Day 6: School Versus Work

Objective:
Students will know the diff erences and similarities between their world at school and the World of 
Work. Students will address how their actions in school will carry over to the World of Work.

TEKS:

• Exploring Careers: 2.C; 3.E; 4.B, C,F; 7.E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pg. 5 (Stage Two)
• Matching Cards:  School Versus Work

Activities:

• Read Succeed at Work Express, pg. 5.
• Discuss the diff erences and similarities in the World of Work and School. Review pg. 5.
• Ask students to fi nd other similarities and diff erences.
• Pass out “Comparison of School & Work” cards to students.
• Have students read the cards. The students who have the counterpart to the card will then read 

theirs and state whether it is a diff erence or a similarity.

Conclusion:

Have students read pgs. 6-8 in Succeed at Work Express. Students should keep in mind how they feel 
every year on the fi rst day of school and what expectations they have.



273

 Succeed At Work



274

 Succeed At Work



275

 Succeed At Work



276

 Succeed At Work



277

 Succeed At Work



278

 Succeed At Work



279

 Succeed At Work

Unit 7: Succeed at Work – Good Working Habits

Day 7: Expectations of the Workplace

Objective:

Students will know what to expect on the fi rst day of working and the many diff erent things that 
will be required of them. Students will relate the diff erences in the fi rst day on the job to the fi rst 
day of school.

TEKS:

• Exploring Careers: 4.B, C, D, E; 7.A, C, E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pgs. 6-7, (Stage Two)

Activities:

• Have students read Succeed at Work Express, pgs. 6-7; they should be given time to complete their 
reading in class.

• Discuss what should be expected the fi rst day of work. Relate this to their expectations on the fi rst 
day of school and what is expected of them. Point out the similarities and diff erences. Review pgs. 
6-7.

• Discuss how they feel on the fi rst day of school, how the teachers treat them and how the other 
students treat them. Compare their responses to the working world; point out that everyone on 
the fi rst day of school is new and feeling awkward. However, on the job you are the only one that is 
new and everyone else has a job to do, so they will not be centering their day on making you feel at 
home and catering to your needs. 

• Review “How Your Co-Workers May Be” from pg. 7.

Conclusion:

Have students read pg. 8 at home and be prepared to discuss this in class the next day.

Additional enrichment activity:

The Real Game Unit 2, Session 1: After Work
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Unit 7: Succeed at Work – Good Working Habits

Day 8: Dealing with Gossip in the Workplace

Objective:

Students will know what is acceptable on the job. Students will relate the diff erent exercises to their 
personal experiences and how they should conduct themselves on the job and at school.

TEKS:

• Exploring Careers: 4.B, C, E; 7.A, B, C, E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pg 8, (Stage Two)
• Role Play:   “What Would You Do? – The Gossip”

Activities:

• Read Succeed at Work Express, pg. 8.
• Discuss what is expected of them and how they should conduct themselves in the work world. 

Relate their experiences from school to this section.
• Pick four students to role-play “What Would You Do? The Gossip” Inform them to ad lib the roles 

they are given.
• Discuss with the class their thoughts about the role-play.
• Ask the students to point out the diff erent behaviors and why they are right or wrong. What could 

have been done diff erently? How would they handle this situation?
• Review the information on pg. 8.

Conclusion:

Have students review the bottom of pg.8 and be prepared to discuss this in class the next day.
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THE GOSSIP

Person A:
You are a new employee. Some coworkers 

invite you to join them in the break room and 
you’re happy to be included. When they start 
gossiping, though, you feel uncomfortable but 
intrigued. You know gossiping is wrong but 
you want to learn more about your company’s 
“culture.” On the other hand, if they’re saying 
this about others, what will they say about 
you? Avoid gossiping without off ending any-
one. Walk the tightrope!

Person B:
You love to dish it out and you know the dirt 

on everybody. While in the break room, begin 
discussing offi  ce gossip with Person C and 
Person D – from who’s dating whom to who’s 
vying for which promotion. Be as damaging as 
possible. Encourage the new employee, Person 
A, to participate. Ask him/her specifi c ques-
tions to draw him/her in. If Person A resists, 
get snotty and a little bit attacking. Show the 
danger in resisting gossips!

Person C:
You love to dish it out and you know the dirt 

on everybody. While in the break room, begin 
discussing offi  ce gossip with Person B and 
Person D – from who’s dating whom to who’s 
vying for which promotion. Be as damaging as 
possible. Encourage the new employee, Person 
A, to participate. Ask him/her specifi c ques-
tions to draw him/her in. If Person A resists, act 
off ended. Show the danger in resisting gossips!

Person D:
You love to dish it out and you know the dirt 

on everybody. While in the break  room, begin 
discussing offi  ce gossip with Person B and 
Person C – from who’s dating whom to who’s 
vying for which promotion. Be as damaging as 
possible. Encourage the new employee, Person 
A, to participate. Ask him/her specifi c ques-
tions to draw him/her in. If Person A resists, 
react: get off ended, get snotty, get cold, etc. 
Show the danger in resisting gossips!

What Would You Do?
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Unit 7: Succeed at Work – Good Working Habits

Day 9: What Should You Expect

Objective:

Students will know what to expect on the fi rst day of working and the many diff erent things that 
will be required of them. Students will relate the diff erences in the fi rst day on the job to the fi rst 
day of school.

TEKS:

• Exploring Careers: 4.B, C, E; 7.A, B, C, E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pg. 8, (Stage Two)
• Role Play:   “What Would You Do? – The Thief”
• Handout: “Understanding Your Paycheck” with sample pay stub.

Activities:

• Read Succeed At Work Express, pg. 8.
• Discuss what to expect on the fi rst day on the job, from their paycheck, the people and their fi rst 

year. Relate their experiences from school to this section.
• Pass out “Understanding Your Paycheck” .
• Point out the diff erent items on the pay stub.
• Pick two students to role-play “What Would You Do? The Thief.” Inform them to ad lib the roles they 

are given.
• Discuss with the class their thoughts about the role-play. 

Ask the students to point out the diff erent behaviors. 
What could have been done diff erently?  How would they handle this situation?

Conclusion:

Students should review Stages One & Two. They will be tested over the material the next day.
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THE THIEF

Person A:
You are a new employee. Your coworker, 

Person B, has welcomed you and shown 
you the ropes. Today you discover  that 
Person B likes to take offi  ce supplies home 
for personal use. You know that stealing is 
wrong and you want no part of it. But you 
also don’t want to alienate Person B because 
you have to work with him/her every 
day. Handle the situation as gracefully as 
possible.

Person B:
You are Person A’s coworker and you like 

to take offi  ce supplies home with you. “This  
is a big company; they’ll never miss it,” you 
think. “Besides, they don’t pay me what they 
should anyway.” You hide this behavior from 
your supervisor, but you encourage Person 
A to steal too. You feel irritated if s/he resists. 
It makes you question yourself  and what if 
s/he tells on you? Convince Person A that 
you’re justifi ed in your actions.

What Would You Do?
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Unit 7: Succeed at Work – Good Working Habits

Day 10: Assessment

Objective:

Students will be assessed on their knowledge of the material presented in Stages One & Two.

TEKS:

• Exploring Careers:  4.B, C, E; 7.A, B, C, E 
• Career Portals:  4.F, G, H; 6.C

Materials:

• Succeed At Work Express:   Assessment #1 (Stage One & Two)

Activities:

• Pass out assessment.
• Instruct students to read the instructions carefully, and answer the entire assessment to the best of 

their ability.
• Students should read Succeed at Work Express, pgs. 9-20 after they have completed the exam

Conclusion:

Have students read Succeed at Work Express, pgs. 9-20 at home. They will have a guest speaker 
discussing the importance of a good work ethic in the work place.
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Succeed at Work
Assessment  #1 (Stage One & Two)

Directions: Tell whether the following statements are True or False.

1.   In the world of work today, workers rarely change jobs because employers don’t 
trust people who change jobs frequently.

2.   When you are given a task to perform by your employer, you should do exactly as 
your employer has asked and nothing more.

3.   School is similar to work. You have to focus on the task at hand, learn new skills, be 
patient with your learning process, and get along with diff erent types of people.

4.   Many jobs require diff erent types of training. If the training is something you 
already know, then it is all right not to take it seriously.

5.   It is normal to feel overwhelmed, anxious, uncomfortable and excited all at the 
same time when starting a new job.

Match the following terms with the defi nitions below:

6.   Policies A. The unoffi  cial “rules” for work and for social 
interactions.

7.   Gossip B. The attitude of thinking and acting like an 
Independent Contractor.

8.   Benefi ts C. You can readily fi nd a job when needed; employers 
want to hire you.

9.   Introductory Period  D. Represent a company’s stand on a particular issue, 
as in “this store doesn’t accept returns without a 
receipt”.

10.   Me Inc. E. The approved method to accomplish a task, such as 
“the classroom’s way of collecting homework”.

11.   Taxes F. People who you work with but not for. People who 
are on the same employment level as you are.

12.   Time sheet G. On the fi rst day of work, you are introduced to your 
new working environment and complete all the 
necessary hiring paperwork.

Student Name          

Date           
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13.   Harassment H. The fi rst 90 days of your employment, you and 
your employer decide if you will fi t with the 
organization.

14.   Employability I. Employers off er these to employees as incentives 
for  them to work for their company, such as 
vacation, health insurance, life insurance, etc. You 
may not be able to access them in the fi rst 90 days 
of employment.

15.   Orientation J. A statement of the amount you will receive for your 
work. This has detailed information about the gross 
pay, the taxes taken out and the benefi ts you are 
receiving.

16.   Procedures K. This is an activity meant to single someone out and 
is continuous, mean-spirited and harmful with the 
purpose of trying to exert power over someone.

17.   Pay Stub L. Items taken from your paycheck such as Federal 
Insurance Contributions Act, federal income 
tax, 401K, health insurance, and sometimes (if 
applicable) child support payments.

18.   Deductions M. Employers are required by law to withhold these 
from your paycheck. These items are broken 
down for you on your pay stub into two diff erent 
categories; Federal Income and Social Security.

19.   Co-workers N. How you and your employer keep track of hours 
that you have worked in which you need to be 
paid.

20.   Norms O. Rumor or talk of a personal nature.
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Succeed at Work
Assessment  #1 (Stage One & Two)

Answers:  5 Points Each

1 . F
2. F
3. T
4. F
5. T
6. D
7. O
8. I
9. H
10. B
11. M
12. N
13. K
14. C
15. G
16. E
17. J
18. L
19. F
20. A
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Unit 7: Succeed at Work – Good Working Habits

Day 11: Work Ethic

Objective:

Students will know how to have a good work ethic, which they can use in their everyday life as 
well as the work world.  Students will relate their current ethics to how they conduct themselves in 
school.

TEKS:

Exploring Careers: 4.A-F; 7.A-F 
Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pgs. 9-20   (Stage Three)
• Guest Speaker(s) from the business community discussing Good Work Ethic

Activities:

• Students should have read Succeed at Work Express, pgs. 9-20 at home.
• Guest Speaker(s) will discuss the expectations of the work world concerning Work Ethic.
• Students should be prepared to ask questions about the reading.

Conclusion:

Students should read Succeed at Work Express, pgs. 9-20 if they have not completed the reading 
from the day before. They will be discussing Work Ethic again the next day.

Additional enrichment activity:

The Real Game Unit 3, Session 1: Fair Play
The Real Game Unit 4, Session 3: Career Day
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Unit 7: Succeed at Work – Good Working Habits

Day 12: Work Ethic, Integrity, Attitude, Eff ort and Productivity

Objective:

Students will know how to have a good work ethic, which they can use in their everyday life as 
well as the work world. Students will relate their current ethics to how they conduct themselves in 
school.

TEKS:

• Exploring Careers: 4.B, C, E, F; 7.A, B, C, E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pgs. 9-12
• Handout:  “What Would You Do? - The Slacker”, and “The Caller”

Activities:

• Students should have read Succeed at Work Express, pgs. 9-12 at home.
• Discuss good work ethics they feel they have. How do they demonstrate that behavior at school?  

All of these items should be practiced at school as well as on the job.
• Review the Guidelines for Integrity and Questions on pgs. 10&11. Point out these are guidelines 

they should practice in life not just on the job.
• Review “What’s Your Attitude?” on pg. 11. Have students evaluate their own attitudes. 
• Pick 6 students to role-play “What Would You Do?  The Slacker” and “The Caller.” Inform them to ad 

lib the roles they are given.
• Discuss with the class their thoughts about the role-play activity.
• Ask the students to point out the diff erent behaviors. What could have been done diff erently? How 

would they handle this situation?

Conclusion:

Students should read pgs. 13-16 of Succeed at Work Express at home. They will be discussing the 
information in class the next day.

Additional enrichment activity:

The Real Game Unit 3, Session 1: Fair Play
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THE  SLACKER

Person A:
You are a new employee. You have a strong 

work ethic so you immediately concentrate, 
work hard, and get things done. You notice 
your coworkers, Person B and Person C, don’t 
seem to accomplish nearly as much. They 
begin to pressure you to slow down and 
work at their pace. You would be bored and 
frustrated working so slowly, and you think 
it’s wrong to cheat the company out of your 
eff orts. On the other hand, you don’t want to 
alienate Person B and Person C – they could 
make life diffi  cult for you at work if you did. 
Handle them with diplomacy and tact and 
maintain your integrity!

Person B:
You are the co-worker of the  new  

employee, Person A. You and Person C have 
been at this job for a long time and have it 
down to an art: you know how much work to 
do to just get by. You feel irritated because 
Person A is much more productive than you, 
making you look bad. If it keeps up, your 
boss will increase your work load and expect 
you to match Person A’s pace. Tell Person A 
to slow down or risk being ostracized. Be 
subtle but clear!

Person C:
You are the co-worker of the  new 

employee, Person A. You and Person  B have 
been at this job for a long time and have it 
down to an art: you know how much work to 
do to just get by. You feel irritated because 
Person A is much more productive than you, 
making you look bad. If it keeps up, your 
boss will increase your work load and expect 
you to match Person A’s pace. Tell Person A 
to slow down or risk being ostracized. Be 
subtle but clear!

What Would You Do?
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THE CALLER

Person A:
You are a new employee. You like your job 
but you know it’s in danger. You’re constantly 
getting calls from your boyfriend/girlfriend, 
whom you love.  You have a hard time setting 
limits with him/her but gradually you realize 
you’ve got to speak up. Talk to your caller and 
your supervisor. Resolve the situation so that 
you keep your job and your relationship. Don’t   
be a victim!

Person B:
You are the boyfriend or girlfriend of Person 
A (the employee). You are a little insecure 
and so you call Person A repeatedly on the 
phone. Talk about anything and everything. Be 
persistent. Ignore Person A’s requests for you 
to stop. Be obnoxious!

Person C:
You are Person A’s supervisor. Person A always
seems to be on a personal call and it’s getting 
out of hand. Remind Person A to get back to 
work. Threaten Person A with consequences (a 
talk, a note to fi le, a threat...). Don’t be afraid to 
say what you feel!

What Would You Do?
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Unit 7: Succeed at Work – Good Working Habits

Day 13: Good Customer Service

Objective:

Students will evaluate job scenarios which demonstrate positive and negative employee/customer 
relationships. Students will have knowledge of how to provide good customer service.

TEKS:

• Exploring Careers: 4.A, B, C, E; 7.A, B, C, E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pgs. 13-16
• Handout:   “What Would You Do? – The Angry Customer”
• Handout:   “Types of Customer Service” Cards

Activities:

• Have students read Succeed at Work Express, pgs. 13-16.
• Pass out “Types of Customer Service” Cards.
• Have students read their card and state whether it is considered Good or Bad Customer Service.
• Review “Examples of Good and Bad Customer Service?” on pg. 13 of Succeed at Work Express.
• Pick two students to role-play “What Would You Do? The Angry Customer.” Inform them to ad lib the 

roles they are given.
• Discuss with the class their thoughts about the role-play.
• Ask the students to point out the diff erent behaviors. What could have been done diff erently?  How 

would they handle this situation?
• Review “7 C’s of Positive Problem Resolution” on pg. 16. Ask students if the customer service rep 

performed any of these things to calm the angry customer down.
• Review “Serving Phone Customers” on pg. 15. Students should be aware they should practice these 

phone guidelines even when not at work. It is always a good idea to have good phone manners.

Conclusion:

Students should read pg. 17 of Succeed at Work Express at home. They will be discussing the 
information in class the next day.
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THE  ANGRY  CUSTOMER

Person A:
You are a Customer Service Rep for a retail 
store. A very irate customer, Person B, is yell-
ing at you. You didn’t make the product; you 
weren’t even working the day it was pur-
chased. Still, you’re the one in trouble. And you 
don’t even have the power to off er anything 
beyond the store’s returns and exchange pol-
icy. Respond to the customer so charmingly, 
however, that s/he is satisfi ed and happy when 
s/he leaves.

Person B:
You are a retail customer who is very upset, 
talking with Person A, the store’s Customer 
Service Rep. The product you purchased (e.g., a 
storage box) was of poor quality. You are frus-
trated and fed up. Demand compensation for 
your mental anguish and the inconvenience 
of returning the product. Be unreasonable, 
threatening, loud and obnoxious. You want 
Person A to grovel before you’ll feel appeased!

What Would You Do?
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Laughing at a customer
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Unit 7: Succeed at Work – Good Working Habits

Day 14: Communication

Objective:

Students will be given tools on how to communicate eff ectively. Students will practice 
speaking, listening and non-verbal communication. Students will relate the tools they learn for 
communication with how they conduct themselves in school.

TEKS:

• Exploring Careers: 4.A, B, C, E; 7.A, B, C, E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pgs. 15 & 17
• Telephones

Activities:

• Have students read Succeed at Work Express, pg. 17.
• Pair students up. Instruct students to practice their listening skills as the other student describes 

a situation. The speaker should think of a time in their life that they were very happy, excited or 
scared and describe that situation. When the speaker is fi nished, inform the listener to retell the 
situation that was just described to them. Remind them to use the Eff ective Speaking and Listening 
skills from pg. 17.

• Rotate students with other partners, taking turns being the Speaker and Listener.
• Have students practice receiving phone calls by using the Guidelines on pg. 15. Students should 

take turns receiving calls and making calls.
• Before the class is over, call the students back to their seats and see if they remember the fi rst story 

they were told. Point out if they do not remember the fi rst story they were told they need to work 
on their listening skills.

Conclusion:

Students should read pg. 18 of Succeed at Work Express at home. They will be discussing the 
information in class the next day.

Addition enrichment activity:

The Real Game Unit 2, Session 4: Getting Away
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Unit 7: Succeed at Work – Good Working Habits

Day 15: Team Work

Objective:

Students will know the importance of productive work habits and attitudes of an eff ective team 
member. Students will work together as a team to accomplish an assigned task.

TEKS:

• Exploring Careers: 4.A, B, C, E; 7.A, B, C, E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pg. 18
• Role Play:   What Would You Do?  – The Supervisor
• Colored Yarn or String tied in a circle (the number of Strings will be determined by the number of 

the students.  You will need half of the number of students)

Activities:

• Have students read Succeed at Work, pg. 18.
• Discuss how to be a good team player. Review the diff erent items on pg. 18 on how to be a good 

team player. Remind students that they are team players whether they want to be or not. Whether 
they are a good team player or bad team player is up to them. In the work world, bad team players 
will not last long.

• Move all of the desks out of the way to provide enough room to do the next activity.
• Have students stand in the middle of the fl oor. Give each of the students an end of a string. (Make 

sure they are jumbled up)  Have students work together to “untangle” themselves.  Each student 
must keep both hands on the string at all times.

• Discuss how the students had to work together to accomplish their goal. This is how teamwork is 
done.

• Pick two students to role-play “What Would You Do? The Supervisor.” Have them ad lib the roles 
they are given.

• Discuss with the class their thoughts about the role play.
• Ask the students to point out the diff erent behaviors. What could have been done diff erently?  How 

would they handle this situation?

Conclusion:

Students should read pgs. 19-20 at home. They will be discussing the information in class the next 
day.
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THE SUPERVISOR

Person A:
You are the new employee and your supervisor, 
Person B, is a fi rst-time supervisor. You feel like 
a guinea pig. Person B just expects you to know 
what to do, how to do it, etc., without explana-
tion. When you ask for clarifi cations, Person B 
just puts you off . Calmly train Person  B to super-
vise you more eff ectively. Get the information 
you need to complete your assignments!

Person 8:
You are Person  A’s supervisor. You have never 
supervised anyone before. You have no training, 
no communication skills, and poor people skills. 
You expect Person A to know what to do, how 
to do it, when to do it, etc., and you don’t  want 
to have to explain. Ask Person A to do some 
random, vague  job. If s/he asks questions, tell 
her/him you’re too busy to talk right now. Then 
ask for the fi nished product in an unreasonably 
short period of time. Repeat. You are oblivious 
to Person A’s confusion!

What Would You Do?
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Unit 7: Succeed at Work – Good Working Habits

Day 16: Problem Solving

Objective:

Students will know the steps in the decision-making process, and use the decision making process 
to solve a simulated career problem. Students will work together as a team to accomplish an 
assigned task. Students will know the importance of time management, organizational skills, and 
displaying the proper appearance.

TEKS:

• Exploring Careers: 4.A, B, C, E; 7.A, B, C, E 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pgs. 19-20
• List of problems to solve

Activities:

• Read Succeed at Work Express, pgs. 19-20.
• Discuss the Steps to Problem Solving.  Review the diff erent steps on pg. 19 of Succeed at Work 

Express.
• Brainstorm with student several problems they feel are important.  List at least 10 problems. Pair 

students up and have them work through the steps to solve the problem.
• Discuss Organizational skills from pg. 19. Ask students to think about their locker, their rooms, and 

their backpacks. Are they organized?  Point out how proper organization and time management 
skills could help them out in their everyday life, not just on the job. Make these skills became a 
habit now and by the time they are in the work world, they will be second nature.

• Discuss how appearance in the workplace is important from pg. 20. Students need to be informed 
of the diff erent things they might be able to wear to school that would not be appropriate at the 
work place.

Conclusion:

Students should review Stage Three, pgs. 9-20 of Succeed at Work Express. They will be tested over 
the material the next day.

Additional enrichment activity:

The Real Game Unit 1, Session 4: Our Town
The Be Real Game Unit 1, Session 7: Out of the Blue
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Unit 7: Succeed at Work – Good Working Habits

Day 17: Assessment #2

Objective:

Students will be assessed on their knowledge of the material presented in Stage Three, Succeed at 
Work Express.

TEKS:

• Exploring Careers: 4.A, B, C, E; 7.A, B, C, E, F 

• Career Portals: 4.F, G, H; 6.C

Materials:

• Handout:  Succeed at Work Express:   Assessment #2 (Stage Three)
• Career Portfolios

Activities:

• Pass out Assessment #2 (Stage Three).
• Instruct students to read the instructions carefully and answer the entire assessment to the best of 

their ability.

Conclusion:

Students should work on organizing their Portfolios when they are done with the Assessment. 
Students should read pgs. 21-23 Succeed at Work Express at home.
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Succeed at Work
Assessment #2 (Stage Th ree)

Directions: Indicate whether the following statements are True or False.

1.   A strong work ethic means taking pride in your work, regardless of what job you hold.

2.   Having a good work ethic means having a good attendance record, including showing up 
on time and being ready for work.

3.   If you must be absent from work, you should have a friend call and let your co- workers 
know you will not be in.

4.   When at work you should always share your personal life with your coworkers.

5.   It really doesn’t matter if you don’t please all of your customers; there will always be more 
customers to replace them.

6.   To be an eff ective listener you need to be attentive, show you’re interested, ask questions 
and refl ect back on what you have heard.

7.   It is important to always continue to learn new skills, because the more you learn, the 
more you earn.

8.   Eff ective time management means setting priorities for your tasks that begin with what is 
most important to your employer.

9.   Good organizational skills include working only on tasks as they arise and addressing 
problems as they come up.

10.   When required to wear a uniform to work, it is not important to still dress in a clean and 
orderly appearance; that is what the uniform is for.

Match the following terms with the defi nitions below:

11.   Work Ethic A. You are a walking advertisement for your employer’s 
company, this includes how you dress and act.

12.   Work Excellence B. Exchanging information and ideas so that the speaker 
and receiver understand each other clearly.

13.   Attitude C. This is the way you look at life. Employers want friendly 
people with a positive outlook.

14.   Team Player D. Is a principle of correct behavior and is acquired by 
having pride in your work, a good attendance record, 
integrity, a positive attitude, and putting forth the 
maximum eff ort.

Student Name          

Date           
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15.  Productivity E. This can attract new business and keep old ones, but 
when turned negative it can be deadly for a business.

16.   Followership F. Focuses on how well you perform your job, what you 
produce and the qualities it takes to be productive, 
including your level of skills, knowledge and ability.

17.  Problem Solving G. Work eff ectively and actually accomplish what you set 
out to do.

18.   Customer Service H. Meeting deadlines, scheduling activities and 
maintaining your priorities are all examples.

19.  Organization I. Allows you to do what you want to get done without 
wasting time.

20.   Eff ective Communication J. A critical job skill; a process of determining eff ective 
solutions.

21.  Time Management K. Essential in the work world: work hard, get along 
with others, and focus on the common goal, not your 
personal glory.

22.   Appearance L. The other side of leadership; having this ability provides 
more infl uence with your co-workers.

23. When you have an ethical dilemma, you should ask which of the following questions:
A. Is it legal?
B. Would I like everyone to know about it? 
C. Would it hurt someone unfairly?
D. All of the above

24. When you are dealing with an upset customer you can help resolve the problem by which of the 
following actions:

A. Being Curt and Cold
B. Being Cautious and Cool
C. Being Courteous and Calm
D. Being Connected and Catty

25. Which of the following is NOT one of the eff ects of missing work?
A. You will not get paid
B. Your co-workers will have to pick up the slack for you
C. Your company loses productivity
D. Your mother will have to write a note to explain your absence
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Succeed at Work
Assessment #2 (Stage Th ree)

Answers: 4 Points each

1. T
2. T
3. F
4. F
5. F
6. T
7. T
8. T
9. F
10. F
11. D
12. F
13. C
14. K
15. G
16. L
17. J
18. E
19. I
20. B
21. H
22. A
23. D
24. C
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Unit 7: Succeed at Work – Good Working Habits

Day 18: Living a Balanced Life

Objective:

Students will be able to identify steps to keep themselves physically, mentally, emotionally and 
fi nancially fi t.

TEKS:

• Exploring Careers: 4.A, B, C, D, E, F; 7.A, B, C, D, E, F 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express, pgs. 21-23
• Handout:   Stress Balance

Activities:

• Have students read Succeed at Work Express, pgs. 21-23.
• Discuss why living a balanced life is so important to doing well on the job.  If you are always tired 

and run down you will not work to your full potential.
• Discuss pgs. 21-23.
• Pass out handout “Stress Balance”. Have students complete the handout honestly. They should not 

talk about their answers until everyone has fi nished.
• Discuss how to lower their stress scores. They could change their habits, which would better able 

them to handle more diffi  cult situations.
• Review the Stress-Reducing skills. How many of these can the students realistically do to lower their 

stress scores?

Conclusion:

Students should read pgs. 25-29 Succeed at Work Express at home. They will be discussing the 
information in class the next day.

Additional enrichment activity:

The Real Game Unit 1, Session 3: What’s My Line? 

The Be Real Game Unit 1, Session 6: The Bottom Line
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Stress BalanceStress Balance
To fi nd out your stress balance, circle the appropriate number:  1=almost always; 5=never
Afterwards, add up all the numbers circled and then subtract 20.

 ALWAYS NEVER

I eat at least one hot, balanced meal a day 1  2  3  4  5

I get seven to eight hours of sleep at least four nights a week 1  2  3  4  5

I give and receive aff ection regularly 1 2  3  4  5

I have at least one relative within 50 miles on whom I can rely 1  2  3  4  5

I exercise to the point of perspiration at least twice a week 1 2  3  4  5

I limit myself to less than half a pack of cigarettes a day 1 2  3  4  5

I take fewer than fi ve alcoholic drinks a week 1 2  3  4  5

I am the appropriate weight for my height 1  2  3  4  5

I get strength from my spiritual beliefs 1 2  3  4  5

I have an income adequate to meet basic expenses 1 2  3  4  5

I regularly attend club or social activities 1 2  3  4  5

I have a network of friends and acquaintances 1 2  3  4  5

I have one or more friends to confi de in about personal matters 1 2  3  4  5

I have one or more friends to confi de in about personal matters 1 2  3  4  5

I am in good health (including eyesight, hearing, teeth) 1 2  3  4  5

I am able to speak openly about my feelings when angry or hurt 1 2  3  4  5

I have regular conversations with the people i live with about my problems 1 2  3  4  5

I do something for fun at least once a week 1 2  3  4  5

I am able to organize my time eff ectively 1 2  3  4  5

I drink fewer than three cups of coff ee (or caff einated drinks) a day 1 2  3  4  5

I take quiet time for myself during the day 1 2  3  4  5

Student Name          

Date           
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Unit 7: Succeed at Work – Good Working Habits

Day 19: Job Transformation

Objective:

Students will learn how to take charge of their own happiness.  Students will be able to relate these 
learned behaviors toward the work place and apply them to their school situations.

TEKS:

• Exploring Careers: 4.A,B,C,D,E,F; 7.A,B,C,D,E,F 
• Career Portals: 4.F, G, H; 6.C

Materials:
• Succeed at Work Express, pgs. 25-29

Activities:

• Have students read Succeed at Work Express, pgs. 25-29.
• Discuss the Traits that Cause Unhappiness on pg. 26
• Have students list the diff erent items they can do to make unpleasant situations more bearable.  

How can they relax and take their minds off  things at school? How can they make that boring class 
more enjoyable?

• Relate these situations they have at school to situations that they may come up against in a work 
environment.

Conclusion:

Students should review Succeed at Work Express pgs. 21-29. They will be tested on the material the 
next day. Students should work on their Portfolios when they are done with the exam. Make sure 
they are ready to turn in. Students will receive them back to continue to add to for many years to 
come.

Additional enrichment activity:

The Real Game Unit 3, Session 3: The Pink Slip 
The Real Game Unit 3, Session 5: Transitions 
The Be Real Game Unit 2, Session 1: Change is Constant
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Unit 7: Succeed at Work – Good Working Habits

Day 20: Assessment #3 (Stage Four & Five)

Objective:

Students will be assessed on their knowledge of the material presented in Succeed at
Work Express - Stage Four & fi ve

TEKS:

• Exploring Careers: 5.A; 6.A & B; 7.A, B, C, D; 8.A, B, C 
• Career Portals: 4.F, G, H; 6.C

Materials:

• Succeed at Work Express:  Assessment #3 (Stage Four & Five)
• Career Portfolios

Activities:

• Pass out Assessment #3 (Stage Four & Five).
• Tell students to read the instructions carefully and answer the entire assessment to the best of their 

ability.

Conclusion:

Students will turn in their Portfolios after the exam.
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Succeed at Work
Assessment #3 (Stage Four & Five)

Directions:  Indicate whether the following statements are True or False.

1.   To avoid injury on the job you should request safety equipment from your employer 
if necessary.

2.   When you are not working, the activities you do have no eff ect on your job or your 
employer.

3.   It is important for you to save at least 3 months of your salary in case something happens 
to your current job. For example, if you make $2,000 a month then you should have at 
least $6,000 in savings.

4.    When you balance your checkbook and reconcile your bank statement you should know 
exactly how much money you have.

5.   Once you have bad credit there is nothing you can do to regain a good credit status.

6.   A credit card is a form of a loan in which you must pay back the full amount plus interest.

7.   If you are unhappy with your current job, you should quit and then look for a diff erent job 
that suits you better.

8.   A bad attitude doesn’t make you an interesting person; it takes very little imagination to 
be negative. People who are always negative tend to annoy those around them in a short 
amount of time.

9.   When you are unhappy at your job it can aff ect every other part of your life.

10.   When you are bored at work, there is nothing else to do but watch the clock until you get 
off  work.

Match the following terms with the defi nitions below:

11   Stress  A. It is important to your employer that you avoid 
injury and stay fi t so that you can perform your job 
requirements and duties eff ectively.

12.   Bad Credit  B. Taking breaks, encouraging yourself and stimulating 
your mind are all ways to protect this.

13.   Attitude  C. This is the way you look at life. Employers want friendly 
people with a positive outlook.

14.   Mental Health  D. It requires developing the structure and support you 
need to handle life’s ups and downs.

15.   Credit Report  E. Putting off  what needs to be done until the last minute 
or sometimes until it is too late. It can diminish the 
quality of your entire life.

Student Name          

Date           
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16.   Budget  F. Having this set in place allows you to plan for how 
much money you will have available to spend. You 
will be able to see how your spending matches your 
income.

17.  Clock-Watching  G. This falls into two diff erent categories: short-term and 
long-term. Some of the reasons include: retirement, 
education, unplanned events, buying a car, or buying a 
house.

18.  Procrastination  H. Loaning money is risky because it may not be repaid, 
so lenders turn to this to decide whether you are worth 
the risk.

19.  Debt  I. You have this when you pay your bills late, have high 
excessive amounts of debt, miss a payment or never 
pay at all.

20.  Emotional Health  J. The amount of money that you owe to a lender.

21.  Physical Health  K. Sometimes this happens to employees which slows 
down productivity and has an adverse eff ect on how 
long it seems you have been on the job.

22.  Saving  L. Can motivate and energize you or wear you down, 
depending on the level and how you respond to it.

23. You can protect your physical health by: 
A.  Getting plenty of sleep
B.  Drinking plenty of water and eating a balanced diet
C.  Avoiding nicotine and alcohol
D.  All of the above

24. All of the following are ways to reduce your stress level except for:  
A.  Developing and sticking to a routine
B.  Procrastinating
C.  Allowing enough time to accomplish your goals
D.  Keeping track of your appointments and errands in a date timer or calendar

25. Which of the following is NOT one of the ways to obtain good credit?
A.  Pay your bills in full
B.  Use your credit cards responsibly
C.  Don’t let your payments go over 60 days late
D.  Borrow just what you can aff ord to repay
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Succeed at Work
Assessment #3 (Stage Four & Five)

Answers: 4 Points each

1. T
2. F
3. T
4. T
5. F
6. T
7. F
8. T
9. F
10. F
11. L
12. I
13. C
14. B
15. H
16. F
17. K
18. E
19. J
20. D
21. A
22. G
23. D
24. B
25. C
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Unit 8: Texas Job Hunter’s Guide

Day 1: (up to 3 days):  TexasWorkPrep.com

Students will go through an interest inventory, learn about job applications, resumes and 
interviewing.

TEKS:

• Career Portals 7.A-C; 8.A-D 6

Materials:

• Career Success, pg. 36
• Career Investigation, pgs. 34-36
• Computer Lab or in classroom with TV monitor
• TexasWorkPrep.com Guide

Activities:

• Read pg. 36 of Career Success, and Career Investigation pgs. 34-36
• Log on to TexasWorkPrep.com (see log on sheet or go to Appendix B for complete user guide).
• Have students select Job Hunter’s Guide course.
• Instruct students to go through the course.
• Have the students print out the certifi cate of completion when they are through.

Conclusion:

The Job Hunter’s Guide course is a great recap of many of the things the students have 
learned. Students may take several days to work through the Job Hunter’s Guide course.
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Unit 8: Texas Job Hunter’s Guide

Day 2: Introducing Me, Inc. Objective:

Students will analyze the process used to locate and secure employment. Students will learn about 
the changing eff ects on society and career opportunities.

TEKS:

• Career Portals:  7.A

Materials:

• Texas Job Hunter’s Guide Express, inside front cover and pg. 1
• Handout:  “Test Your Job Hunting IQ”

Activities:

• Have students take Job Hunting I. Q. Quiz.
• Discuss the answers to the quiz after all students are done. Students should be aware of what they 

already know about the job-hunting process.
• Read the Introduction, of Texas Job Hunter’s Guide Express on the inside of the front cover with the 

students. Discuss the objective of this publication.
• Review pg. 1, “The Job Hunting Cycle”, giving examples of diff erent activities in each step.

Conclusion:

Students connect the skills they already have and those they are learning in school with the 
necessary skills for their future employment.
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Think you’re ready to begin job
hunting?

Take this quiz. If you answer all
the questions correctly, you’re
ready to go. If you miss any, you
need to review prior sections.

Student Name          

Date           

1. If you are currently unemployed, you should expect to spend this much time each week looking 
for your next job.
a. 20-25 hours
b. 30-35 hours
c. 40-45 hours
d. every hour of every day

2. You can tell how much someone really wants to fi nd work by the number of résumés he sends 
out each week.
a. True
b. False

3. Getting a job because “you know someone” is cheating. 
a. True
b. False

4. How many interview questions do you really need to be able to answer?
a. 50
b. 10
c. 7
d. 20

5. It’s best to pick one job hunting strategy and devote all your energy to it. 
a. True
b. False

6. Your entire focus should be on what you can do for the employer, not what the employer can do 
for you 
a. True
b. False
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7. The best part about getting a new job is the fact that—fi nally—you can relax.
a. True
b. False

8. Which best explains the Me, Inc. concept.
a. I need to look out for number one and no one else—that means doing what I want 

when I want to do it. If the boss doesn’t like it, I can fi nd another job somewhere else.
b. I need to take responsibility for my career by making sure I’m constantly learning 

and improving my skills, doing the best I can and treating everyone—especially 
supervisors and coworkers—as valued customers.

c. I’m not sure what’s going to happen but I’m not going to look for trouble. If I get 
laid off, I’ll just try to fi nd another similar job somewhere else. I’ll deal with it when it 
happens.

9. Knowing about the labor market and the economy helps you make informed decisions 
about your career. 
a. True
b. False

10. When you fi rst sit down for the interview, which of the following should you never do?
a. Comment positively on an unusual painting on the wall.
b. Take out your notebook and pen, poised to jot down any crucial points.
c. Ask the interviewer how many vacation days you’ll get a year.
d. Smile at the interview, make eye contact and look enthusiastic.

11. The job hunting asset most likely to impress employers is:
a. a positive attitude
b. postage stamps
c. a résumé database
d. local want ads

12. An eff ective cover letter, résumé and interview require you to research the employer and job 
fi rst.
a. True
b. False
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Quiz Answers

1. C
2. False
3. False
4. C
5. False
6. True
7. False
8. B
9. True
10. C
11. A
12. True
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Unit 8: Texas Job Hunter’s Guide

Day 3 (& 4): Assess Yourself

Objective:

Students will take a self assessment to know what type of job they want. They will take a personal 
inventory of themselves and their situation. They will identify strengths and weaknesses and 
understand themselves to better communicate with employers.

TEKS:

• Exploring Careers: 1.A,

Materials:

• Texas Job Hunter’s Guide Express (pgs. 2-6)
• Handout:  Texas Job Hunter’s Guide Express Exercises 1-6

Activities:

• Have students read pg. 2 of Texas Job Hunter’s Guide Express to introduce the assessment they will 
be taking.

• Handout the assessment and have students complete Exercises 1-6.
• After students have completed the assessment they should be aware they already completed 

a chart like this at the beginning of the course. How have their answers changed? Or have they 
stayed the same?

• Discuss how these diff erent skills and characteristics can be used for diff erent careers. Ask students 
if these fi t occupations they are interested in.

Conclusion:

Students connect the interests and skills they have and those they are learning in school with the 
necessary skills for their future employment.
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Employers want employees with certain positive characteristics. This exercise assesses your 
character to identify to what degree you have those qualities. It then becomes a blueprint to help you 
make yourself more employable. 

For each quality, HONESTLY indicate whether you are that way rarely, sometimes or often. When you
interview for jobs, stress the qualities you marked “often.” Before you interview, improve on those you
marked “rarely!”

Able to Follow 
Do you take direction cheerfully and accurately? 
Do you support your supervisor or team leader? 

Able to Lead 
Do people follow your suggestions? Have you 
held positions of responsibility? 

Able to Learn 
Do you turn mistakes into learning opportunities? 
Can you understand, remember and synthesize 
information? 

Able to Listen 
Do you listen closely to others? Do you 
strive to understand them without rushing to 
state your opinion or defense? 

Able to Remember 
Do you recall names, places, figures and ideas 
accurately? 

Able to Work Alone 
Do you plan your own work? Can you work 
without supervision or reminders? 

Ambitious 
Do you take on extra assignments? Do you  try to 
reach new levels of achievement? 

Articulate 
Can you express ideas easily, both verbally 
and in writing? 

Cheerful
Are you friendly to customers and coworkers? 

Exercise 1: Characteristics Inventory 

Competent 
Do you meet deadlines? Is your work thorough? 

Conscientious
Do you do a full day’s work? Do you double- 
check your work? 

Cooperative 
Do you volunteer to help? Do you do your part 
on teams? 

Courageous 
Do you take on challenges and stand up for 
your beliefs? 

Creative
Do you come up with new ideas? Do you look 
for possibilities? 

Decisive
Can you make decisions under pressure? 

Dependable
Do people trust you? Is your attendance good? 

Diplomatic
Can you handle difficult situations with grace 
and tact? 

Discreet
Can you keep secrets? Do you guard 
confidentiality? Do you avoid gossip o interfering 
in others’ business? 

Efficient
Do you plan your time well? Do you try to work 
faster and better? 
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Emotionally Stable 
Do you maintain self-control, staying even- 
tempered and cool? 

Empathetic 
Do you understand others’ problems? Are you 
sensitive to others’ feelings and circumstances? 

Enthusiastic
Are you interested in and excited by your work? 

Flexible 
Do you embrace change? Can you adapt well to 
new situations or challenges? 

Focused 
Do you focus on work despite personal 
challenges? Do you avoid distractions? 

Generous 
Do you share ideas and credit with others? Do 
you help those who need it? Do you focus on 
the common good? 

Honest 
Do you tell the truth? Do you avoid using 
company materials for personal use? Do you 
give credit and accept blame honestly? 

Industrious 
Do you work hard and to the best of your ability? 

Loyal 
Do you strive to be a good representative of the 
company? Do you avoid doing or saying things 
that makes it look bad? 

Observant 
Do you look for what needs to be done or could 
be improved? 

Organized 
Are you neat? Do you plan and arrange things 
logically? 

Patient 
Can you keep your temper and stay calm under 
pressure? 

Persistent 
Can you stick with difficult and time-consuming 
tasks?

Persuasive 
Can you sell ideas and products? 

Proactive 
Do you address issues before they become full- 
blown conflicts or problems? Do you make 
plans that avoid potential pitfalls? 

Resourceful
Can you work your way out of difficult situations? 

Responsible 
Do you admit mistakes, correct them and accept 
the consequences with good grace? Do you 
treat your job as you would your own business? 

Sober
Do drugs and alcohol affect your work? 

Thrifty 
Do you avoid wasting supplies and equipment? 

Tolerant 
Are you open-minded? Do you associate with 
different types of people? 

Adapted from Opening Doors: A Practical Guide for Job
Hunting by Jane Goodman, Judith Hoppin and Ronald Kent

Exercise 2: Job Values inventory 
This exercise helps you identify which job qualities 
you value most. 

Rank each item from 1 to 12 with 1 being most 
important and 12 least. Use all 12 numbers: no “ties.” 
Place a star next to the top 5 qualities you selected. 

Once you begin exploring job possibilities, focus only
on jobs that meet your standards on these five criteria.

____ Good salary 

____ Good benefits (insurance, retirement, etc.) 

____ Job security 

____ Work hours that meet your needs 

____ Satisfactory location 

____ Compatible coworkers, supervisors, customers 

____ Opportunity to learn and develop skills 

____ Challenging and satisfying work 

____ Good working conditions / environment 

____ Like / believe in what the organization does 

____ Chance for promotion / advancement 

____ Prestige and respect 

Adapted from Inservice Model for Strengthening
Secondary Teachers Skills in Career Counseling, East
Texas University
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Exercise 3: Aptitude Assessment 
This exercise helps you assess your aptitudes, which are 
abilities that you naturally have. They may or may not be 
developed into full-fledged skills. 

For each item, list whether you think others would rate 
your aptitude as high (H), medium (M) or low (L). 

Search for jobs, such as those listed below, that
require your high aptitude tasks. Avoid work for which
you have low aptitude. To find more jobs that require 
these aptitudes, use the Search feature in the OSCAR 
software. (See page 3 for more information.) 

___ Finger dexterity 
The ability to move fingers rapidly and to accurately 
manipulate small objects. Used in playing guitar, 
doing puzzles and sewing on buttons. Related  occu-
pations include Jeweler, Photographer, Plumber and Tailor. 

___ Motor coordination 
The ability to use eyes and arms/hands and legs/feet 
rapidly and accurately in precise movements. Used 
in playing football, moving furniture and dancing. 
Related occupations include Hairdresser, Athlete, 
Machinist and Carpenter. 

___ Form perception 
The ability to see detail in objects, such as the 
shapes of figures and widths/lengths of lines. Used in 
making sketches, sorting differently-sized nails and 
measuring areas by sight. Related occupations
include Architect, Artist, Surveyor and Mechanic. 

___ Spatial perception 
The ability to understand forms in space and their 
relationships. Used in reading blueprints, solving 
geometric problems and planning where to place 
furniture in a room. Related occupations include
Interior Designer, Drafter, Engineer and Air Traffic 
Controller. 

___ Clerical perception 
The ability to identify detail in written or verbal 
material containing words or numbers. Used in taking 
telephone messages, proofreading letters and 
checking bank statements. Related occupations 
include Bookkeeper, Editor and Teller. 

___ General learning 
The ability to “catch on,” to understand, reason and 
make judgments. Used in memorizing facts, making 
decisions and reading instructions. Related
occupations include Musician, Historian and Teacher. 

___ Numerical
The ability to perform arithmetical work quickly and 
accurately. Used in balancing a checkbook, 
estimating food prices and figuring interest rates. 
Related occupations include Budget Analyst,
Nuclear Engineer, Bookkeeper and Loan Officer. 

___ Verbal 
The ability to understand meanings of words and 
associated ideas and use them effectively. Used in 
making speeches, giving messages and writing 
reports. Related occupations include Clergy, 
Counselor, Marketing Manager and Sales Reps. 

Exercise 4: Skills Assessment 
This exercise assesses your skills. Skills are 
aptitudes that you’ve put into practice and improved. 
There are two types. Transferable skills apply to a wide 
variety of jobs. Technical skills are more highly 
specialized. Identify the skills that others would agree 
you possess. 

For those that you would enjoy using regularly, check 
whether your skill level is high, medium or low. 

Search for the type of work that requires your high
level skills. Increase your transferable skills; they give 
you more job options. To see more skills that you 
might have, use the OSCAR software (page 3). 

Transferable Skills 

fixing teaching
observing remembering 
lifting listening 
creating managing 
mediating figuring 
inspecting typing 
planning persuading 
interpreting directing 
comparing proofing 
leading writing
doing math predicting
organizing researching 
critically thinking taking directions 
problem-solving communicating 
public speaking selling 
decision-making sorting

Technical Skills 

painting welding 
roofing fitting eyeglasses 
cooking processing X-rays 
plastering walls cutting glass 
helping patients installing carpets 
arranging flowers driving a backhoe 
recording sounds testing water purity 
trimming trees caring for a child 
reading blueprints driving a truck 
farming playing an instrument 
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Unit 8: Texas Job Hunter’s Guide

Day 5: Work Importance Locater

Objective:

Students will analyze the eff ects of personal interest and needs in a working environment and 
match them with career opportunities.

TEKS:

• Career Portals: 6.A,B,C, 7.A

Materials:

• Computer Lab
• http://www.TexasCaresOnline.com

Activities:

All activities are performed online through Texas CARES. (See Appendix A)
• Show students how to complete the Work Importance Locater
• Allow students to take the Work Importance Locater
• Students will print out or save the Work Values Report.
• Students will compile a list of occupations from their Work Values Report.
• Have students investigate at least fi ve occupations of interest.
• Print out two copies of the reports over fi ve occupations of interest.
• Students will turn one copy in and put the other copy in their Career Portfolio.

Conclusion:

Advise students to start looking at the diff erent occupations they have been selecting. Are 
the occupations all within the same Career Cluster? Do the occupations all have something 
in common? Where are these jobs performed? What are the educational requirements for the 
occupations they are looking at?
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Unit 8: Texas Job Hunter’s Guide

Day 6: Prepare Yourself – Portfolio and Resume

Objective:

Students will develop a sub portfolio they will insert in their career portfolio. This will be a pullout 
with the ability to stand-alone and be given to an employer during an interview.

TEKS:

• Career Portals: 7.A, 8.A 
• Exploring Careers: 2.A

Materials:

• Texas Job Hunter’s Guide Express pgs. 7-10
• Career Portfolio
• Supplies to update their portfolio

Activities:

• Have students read pg. 7 of Texas Job Hunter’s Guide Express.
• Students will develop a pullout section for their portfolio. This section will only contain the items 

listed on pg. 7.  Students will have duplicate items from other sections. Those items should be 
included in both sections. This section is for showing off  to potential employers.

• Students will prepare their Resume, Reference List, Letters of Recommendation, etc. to add to this 
section throughout this unit.

• Have students read pgs. 8-10 of Texas Job Hunter’s Guide Express
• Tell students they will be creating a resume tomorrow.

Conclusion:

Have students complete their portfolio at home if they were unable to fi nish it in class.

Additional enrichment activity:

The Be Real Game Unit 1, Session 4: Prepare for Work
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Unit 8: Texas Job Hunter’s Guide

Day 7: Prepare Yourself – Resume

Objective:

Develop a resume for an employment opportunity in the student’s interest area. Role-play 
appropriate interviewing techniques for an employment opportunity in the student’s interest 
area.

TEKS:

• Career Portals: 7.A, 8.A, B

Materials:

• Career Success, pg. 37
• Career Investigation, pgs. 34-35
• Computer Lab or in classroom with TV monitor

Activities:

• Have students read pgs. 34-35 of Career Investigation and pg. 37 of Career Success.
• Have students go to:  CareerKids.com/resume2.html, click on “My First Resume.”
• Have students enter the requested information and print out their fi rst resume.
• Have students discuss how they met one of their current friends. Can they remember some of the 

questions they asked to get to know one another?
• Have students “interview” one another as if they are meeting each other for the fi rst time.
• Discuss with students what “jobs” they currently do at home.

Conclusion:

Students will have completed their fi rst resume and interview.  



326

Texas Job Hunter’s Guide

Unit 8: Texas Job Hunter’s Guide

Day 8: Achievement Statement

Objective:

Students will develop an achievement statement about themselves.

TEKS:

• Career Portals: 7.A, 8.A, B

Materials:

• Texas Job Hunter’s Guide Express, pg. 8

Activities:

• Have students read and complete pg. 8 of the Texas Job Hunter’s Guide Express.
• Students will work on their achievement statement. Each statement should be unique. It tells about 

themselves and their achievements, not their friend’s or families’. Things they have done with their 
friends and family may be included.

Conclusion:

Students should be prepared to begin writing their resume. Their achievement statement will play 
a part in forming their resume. Prepare students for a guest speaker from the business community 
to discuss resumes and how decisions are made on granting interviews. Remind them how to 
respect their guest, along with preparing questions of interest.
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Unit 8: Texas Job Hunter’s Guide

Day 9: Eff ective Resumes

Objective:

Students will learn how to communicate by advertising themselves in their resume. Students will 
hear from members of the business community about what they look for in a resume and how they 
decide on granting interviews to prospective employees.

TEKS:

• Career Portals: 7.A, B, C; 8.A, B, C, D

Materials:

• Guest speaker from the business community.

Activities:

• Guest Speaker will talk about the importance of a well-prepared resume versus a sloppy, thrown 
together resume. The speaker should point out items that stand out when reviewing resumes and 
why they grant interviews based on well prepared resumes. If time allows, have the speaker talk 
about Interviewing Do’s and Don’ts.

• Students should be prepared to ask questions concerning resumes as well as the company the 
guest speaker represents.

• Students should take notes and be prepared to use their notes when completing their own 
resumes.

Conclusion:

Students should be prepared to write their resume using the information given today along with 
the information provided in The Texas Job Hunter’s Guide Express.

Additional enrichment activity:

The Real Game Unit 4, Session 3: Career Day
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Unit 8: Texas Job Hunter’s Guide

Day 10-12: Developing Resumes

Objective:

Students will develop a resume for an employment opportunity in the student’s interest area.

TEKS:

• Career Portals: 7.A, 8.A, B

Materials:

• Texas Job Hunter’s Guide Express, pgs. 10- 11
• Sample Resume
• Computer Lab

Activities:

• Have students read Texas Job Hunter’s Guide, pgs. 10-11.
• Pass out other sample resumes for students to review.
• Have students design and develop their own resume.
• Have students use computers to compile their resume. This should take a few days to complete.
• Remind students to address the skills that are needed for the occupation they are focusing on.
• Provide students with links to online resume samples

http://www.MyFuture.com

http://content.monster.com/resume/samples/resumes 

http://jobsmart.org/tools/resume/samples.cfm

http://www.distinctiveweb.com/samples/sample1

Conclusion:

Students will continue to gather information to write their resume.

Additional enrichment activity:

The Be Real Game Unit 1, Session 4: Prepare for Work
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Unit 8: Texas Job Hunter’s Guide

Day 13: Prepare Yourself – References

Objective:

Students will develop a reference list and understand why it is important to maintain a good 
relationship with these references.

TEKS:

• Career Portals: 8.D

Materials:

• Texas Job Hunter’s Guide Express, pgs. 12-13
• Sample Reference List
• Pocket Resume’
• Hand out:  “Who Do You Know”
• Computer Lab

Activities:

• Read and discuss Texas Job Hunter’s Guide Express pgs. 12-13.
• Pass out sample Employment References  and “Who Do You Know”.
• Have students design and develop their own reference list. They should be able to think of at least 

10 people per category. Not all of these people will be used on their reference list.  Many will just be 
people they will want to stay in contact with.

• Discuss the protocol for including someone in your employment Reference List.
• Have students use computers to compile their reference list.
• Pass out Pocket Resume’.  Have students complete the Pocket Resume’ from the information on their 

resume and reference list.

Conclusion:

Students should contact the people they have indicated as their references and ask for their 
consent to use their name.
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Unit 8: Texas Job Hunter’s Guide

Day 14 (& 15): Search For A Job

Objective:

Students will have a better understanding of the changes in our society and the labor market. 
Students will be informed of the many different methods of job searching.

TEKS:

• Career Portals: 6.C, 7A,

Materials:

• Texas Job Hunter’s Guide Express, pgs. 14-17

Activities:

• Have studets read Texas Job Hunter’s Guide Express, pgs. 14-17.
• Discuss how the labor market has changed within the past 10-20 years and what employers are 

expecting.
• Have students review the fi ve diff erent methods to search for a job.
• Notice that connecting or networking has a high rate of employability. Stress how important it is 

for students to maintain good relationships with people they come in contact with everyday.
• Point out to students that they may fall into the nontraditional work category. They can volunteer 

and list it as work experience or they can also use diff erent experiences such as sports or clubs they 
are members of and babysitting.

Conclusion:

Tomorrow, students should bring to class the want ads from the newspaper and jobs found on job-
hunting websites to share with the other students.

Addition enrichment activity:

The Be Real Game Unit 1, Session 5: The World At Work
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Unit 8: Texas Job Hunter’s Guide

Day 16 (& 17): Contact Employers

Objective:

Students will become aware of the different expectations and the pitfalls of the Labor Market. 
Students will exercise their communication skills. Students will develop a cover letter for their 
resume, specific to the employer they have chosen.

TEKS:

• Career Portals: 7.A, 8.B

Materials:

• Texas Job Hunter’s Guide Express, pgs. 18-22
• Telephones

Activities:

• Have students read & discuss Texas Job Hunter’s Guide Express, pgs. 18-22.
• Students were asked to bring in the Want Ads from the paper or other job openings they found 

online. Have the students share some of the postings with the class. If there are enough students 
who brought in job postings, divide the students up and allow them to do the activity in groups.

• Brainstorm with the students what they might say in a Cover Letter. Using the example on pg. 20 as 
a guide, prepare a sample Cover Letter for one of the job postings.

• Review “Problem Work History” on pg. 21. Students should be aware of the diff erent items that are 
looked at negatively and avoid these pitfalls once they are in the workforce.

• Discuss Phone Guidelines from page 18. Have students role play talking on the phone to each other 
in a professional manner.

Conclusion:

Students will develop a cover letter to go along with their resume and add it to their career 
portfolio.
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Unit 8: Texas Job Hunter’s Guide

Day 18 (& 19): Contact Employers – Application Form

Objective:

Students will fill out an application form specific to the employer they have chosen.

TEKS:

Career Portals: 7.A, 8.A, B, C, D

Materials:

• Texas Job Hunter’s Guide Express, pg. 19 & 22
• Career Success, pgs. 36-37
• Handout:  Sample Employment Application Form

Activities:

• Have students read Career Success pgs. 36-37.
• Have students read Texas Job Hunter’s Guide Express, pgs. 19-22 about Application Forms.
• Pass out the application forms for students to fi ll out; Students will use their Pocket Resume to fi ll 

out the application according to the job posting they have chosen.
• Instruct students to enter as much information as possible on the form. Students should use the 

sample application on pg. 22 of Texas Job Hunter’s Guide Express as a guide.
• Have students conduct a web search for a part-time job using one of the websites listed in the 

article “Find a Job” on pg. 37 of Career Success.
• Following-Up is very important. Have students practice asking follow up questions touching on the 

points emphasized on pg. 22 of Texas Job Hunter’s Guide Express.

Conclusion:

Students will receive extra credit if they obtain and fill out an application for the job they have 
chosen and have been tracking in other lessons. They should always obtain two copies of the 
application to allow for mistakes.

Additional enrichment activity:

The Be Real Game Unit 2, Session 2: Focus on the Journey
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Unit 8: Texas Job Hunter’s Guide

Day 20 (& 21): Interviewing

Objective:

Students will develop skills for a job interview. Students will be given sample interview questions 
and be involved in mock interviews.

TEKS:

• Career Portals: 7.A, B, C, 8.B

Materials:

• Texas Job Hunter’s Guide Express, pgs. 23-29
• Handout:  “Interview Question Identifi cation”
• Pocket Re’sume’ 

Activities:

• Have students read Texas Job Hunter’s Guide Express, pgs. 23-29.
• Review sections on Preparation and Interview Types on pg. 23.
• Have students complete the Stories section on pg. 24 for the jobs they have selected.
• Review the Super Seven Questions on pg. 25.
• Pass out “Interview Questions Identifi cation” and have students complete either alone, in groups or 

as a class discussion.
• Students should be prepared to ask questions as well. Have students do research on the companies 

they have chosen and have 2 or 3 questions prepared.
• Have students practice asking each other interview questions to practice their responses and 

become more comfortable in an interview setting.

Conclusion:

Have students review the reverse side of the Pocket Re’sume’ dealing with the interview. Students 
should follow the guidelines for preparing for an interview. Within the next few days, students will 
be required to perform practice interviews with diff erent members of the business community.
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1.  Tell me about yourself.

2.  What are your strengths and 
weaknesses?

3.  How do you define “being on time?”

4.   Describe a situation in which you were 
asked to do something wrong. What 
did you do?

5.   What are your long-range objectives?

6.   How did you prepare for this interview?

7.   How would you describe yourself?

8.  Describe a time when you handled a 
stressful situation successfully.

9.  Tell me about a time when you solved 
a problem.

10.  Give me an example where you set and 
achieved a goal.

11.  How do you resolve confl ict?

12.  Describe a time when you had to 
follow a policy you didn’t agree with.

13.  Describe an important document you 
wrote.

14.  Describe a situation where your job 
required you to go “above and beyond 
the call of duty?”

15.  Describe a time when you had to 
prioritize because you had too many 
things to do.

16.  Describe a time when you had to make 
a quick decision.

17.  Describe a time when you successfully 
dealt with someone you didn’t like (or 
vice versa).

18.   What courses in school did you like/
dislike?

19.   How do you count back change?

20.   Give an example of a time you showed 
initiative.

21.   Describe a recent situation where 
you dealt with an upset customer or 
coworker.

22.   Tell me about your worst/best boss.

23.   Describe a situation where you 
planned ahead to avoid potential 
problems.

24.   Why did you leave your last position?

25.   Why do you want to work for our 
company?

26.   How can you contribute to our goals?

27.   Explain your qualifications for this 
position.

28.   Where do you want to be in five years?

29.   How would your parents/teachers/
former employers describe you?

30.   Why should we hire you over other 
people?

31.   What do you do best?

32.   What are your long-range objectives?

33.   Tell me about your first/most recent 
paying job.

34.   How do you feel about overtime?

35.   If you were an animal, what would you 
be and why?

EXERCISE: INTERVIEW QUESTIONS IDENTIFICATION
This exercise helps you translate employers’ typical questions into the “Big Seven” questions you’ve practiced 
answering. Write the number of the appropriate “Big Seven” for each query below. For example, “Have you ever 
worked without supervision?” relates to Q3 (Will you really work at the job?), so you’d write Q3 on the line.

341

 Texas Job Hunter’s Guide

Student Name          

Date           



Interview Identifi cation Answers

1. Q1

2. Q2

3. Q1

4. Q1

5. Q5

6. Q3

7. Q1

8. Q2

9. Q2

10. Q2

11. Q4

12. Q1

13. Q2

14. Q3

15. Q1

16. Q1

17. Q4

18. Q2

19. Q2

20. Q3

21. Q4

22. Q4

23. Q2

24. Q5

25. Q3

26. Q2

27. Q2

28. Q5

29. Q1

30. Q2

31. Q2

32. Q5

33. Q2

34. Q7

35. Q1
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Unit 8: Texas Job Hunter’s Guide

Day 22: Interviewing – Before, During and After

Objective:

Students will develop skills for a job interview. Students will be given a checklist for interview 
techniques.

TEKS:

• Career Portals: 7.A, B, C

Materials:

• Texas Job Hunter’s Guide Express, pgs. 27-29

Activities:

• Have students read Texas Job Hunter’s Guide Express, pgs. 27-29.
• Discuss the diff erent tests employers might give to an applicant and why.
• Review the diff erent parts of the interview sections: Before, During and After.
• Have students answer questions relating to the parts of an interview.
• Students should prepare to participate in a practice interview when they return the next day. They 

will go through the “Before An Interview” check list from pg. 27.

Conclusion:

Students should follow the guidelines for preparing for an interview. The next day, students will be 
required to be interviewed by various members of the business community. They should come to 
school dressed appropriately for an interview.
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Unit 8: Texas Job Hunter’s Guide

Day 23 : Practice Interviews

Objective:

Students will develop skills for a job interview. Students will use their interview checklists during 
their practice job interview.

TEKS:

• Career Portals: 7.A, B, C

Materials:

• Texas Job Hunter’s Guide Express pgs. 27-29
• Members of the business community

Activities:

• Students should come to class prepared and dressed to participate in a practice interview. They 
should follow the checklists from pgs. 27-29.

• Business leaders will be located around the room for students to interview with.
• Students will have their cover letters, resumes and applications to give to the interviewer.
• Students should have their stories developed, which will demonstrate their skills to perform the 

given job.

Conclusion:

Have students prepare a Thank You Note to send to the interviewer, following points listed on pg. 
22. They will be revised in class the next day and sent off  to the business community volunteers.

Additional enrichment activity:

The Real Game Unit 4, Session 3: Career Day
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Unit 8: Texas Job Hunters Guide

Day 24 : Thank You Note

Objective:

Students will develop a Thank You Note for the job interview.

TEKS:

• Career Portals: 7.A; 8.B

Materials:

• Texas Job Hunter’s Guide Express, pg. 22
• Thank You Notes – rough draft

Activities:

• Students should come to class with a rough draft of a Thank You Note for the interview.
• Students will exchange letters and perform peer editing on each other’s notes. Students 

should make sure the notes contain the information outlined on pg. 22.

Conclusion:

Students should be prepared to send out their Thank You Notes in class the next day.
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Unit 8: Texas Job Hunter’s Guide

Day 25: Getting the Best Off er

Objective:

Students will develop skills on how to negotiate a job off er. Students will review The Job 
Hunting Cycle.

TEKS:

• Career Portals: 7.A;

Materials:

• Have students read Texas Job Hunter’s Guide Express, pgs. 29-31

Activities:

• Read Texas Job Hunter’s Guide Express, pg. 29.
• Discuss how and when to except a job off er. Review the techniques for negotiating.
• Discuss that job hunting is an ongoing cycle that doesn’t end when you have received the job 

you were looking for. Review pg. 1, “The Job Hunting Cycle”.
• Read and discuss pg. 30. Remind students about the Work Place Basics they have been 

learning about throughout this course and how important these skill are in keeping a 
job. They worked hard to fi nd a job and won’t want to lose it because they don’t conduct 
themselves in the manner the employer expects.

• Have students take the quiz on pg. 31.  Compare this test to the one they took at the 
beginning of the unit.

Conclusion:

Students should review the Job Hunting Cycle. Once they have gotten a job, the cycle begins 
again.

Additional enrichment activities:

The Be Real Game Unit 1, Session 9: The Brainstorm Spin Game
The Be Real Game Unit 2, Session 3: The Brainstorm Spin Game
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How To Use Unit 9: Achieve Texas

This Unit, Achieve Texas, can be used as a stand-alone unit or can be 
inserted into the curriculum where it works best in your classroom. The 
materials from Achieve Texas have been provided by TEA to teachers 
and students across the state. These resources are very useful when 
implementing the TEKS for these classes. These resources along with 
many good ideas are located on the website at  www.achievetexas.org. 
You can get more ideas along with Spanish translation materials from  
www.achievetexas.org/Teachers.htm. Or send your students to the website 
directly at  www.achievetexas.org/Students.htm
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Unit 9: Achieve Texas

Step 1: Preparation

Objective:

Students will become aware of the many resources available to them in developing their Texas 
Achievement Plan (TAP).

TEKS:

• Exploring Careers:  1.A, B, C, D, E; 2.C; 3.A, B, D,E; 4.C, D 
• Career Portals:  1.A, B; 2.A, B, C, D; 3.A; 4.D, E; 6.A, B, C

Materials:

• Handouts:  “Your School Cluster Resources” for each individual cluster (customized for your school)
• Career Success Newspaper
• Career Investigation Newspaper
• www.texasrealitycheck.com

• www.TexasCARESOnline.com

Activities:

• In preparation for students to develop their TAP (Texas Achievement Plan), students need to have 
done some research about what career clusters they are interested in and what those careers have 
to off er. www.TexasCARESOnline.com is a great place to start.

• If students haven’t already done so, have them complete the Interest Profi ler within 
TexasCARESOnline. Then investigate their matching careers of interest.

• Students should investigate the Videos section of TexasCARESOnline clicking on the tab for Career 
Clusters.  Students should also watch all of the introduction videos for each Career Cluster.

• Have students investigate career opportunities within the Career Clusters sections of the 
TexasCARESOnline. Students should look at the labor market information within the careers they are 
investigating. Students should analyze national, state, regional, and local labor market information, 
such as annual openings, salary levels, growth rates, total number of employment, education 
level needed and turnover rates. Students should take this information into consideration when 
choosing a career cluster.  Not only thinking about “Will I like the job?”, but also “Will there be a job 
for me”, “What will the job require?” and “What will the job pay?”

• Students should read Career Investigation and/or Career Success Newspapers. These will give 
students tools on how to choose a Career Cluster that is right for them. Careers are Everywhere is 
another resource that will off er information about careers that are within each career cluster.

• Another tool available on www.lmci.state.tx.us for students to investigate career options is Reality 
Check, and Texas CARES. After completing Reality Check at www.texasrealitycheck.com, students can 
click the “Find Careers That Match This Salary” button to investigate occupations matching the 
salary level they are in. They can then choose which Career Cluster to fi nd career information for 
occupations within that cluster.

• Pass out the 16 “Your School Cluster Resources” Handouts. Have students review all 16 Clusters (or 
whichever clusters your school off ers) 

Conclusion:
Students will use all the resources available to them to choose a Career Cluster.
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Unit 9: Achieve Texas

Step 2: Choose a Cluster

Objective:

Students will use all the resources available to them to choose a Career Cluster of interest.

TEKS:

• Exploring Careers: 1.B,C,D,E,G; 2.C,E; 3.A,E; 5.B,C; 7.F 
• Career Portals: 1.A,B; 2.A,B,C,D,E; 3.A,B,C; 6.A,B,C

Materials:

• Career Success Newspaper pgs. 11-29
• Career Investigation Newspaper pgs. 9-17
• Achieve Texas College & Career Planning Guides, All 16 Clusters:  www.achievetexas.org/students.htm

• www.TexasCARESOnline.com

Activities:

• After students have investigated career opportunities, they need to choose a career cluster. This 
can be scary for some students, but remind them they can always change their career cluster if 
they fi nd it is not the right match for them. They will be reviewing their career cluster and their TAP 
(Texas Achievement Plan) once a year.

• Students can use all of the resources available to them to review their Career Cluster choice.
• Pass out the 16 College & Career Planning Guides, or direct students to the online location at      

www.achievetexas.org/students.htm. Hint:  Click on one of the 16 cluster icons. At the top of the page is 
the link to the PDF of the College & Career Planning Guide for that cluster. OR view the PDF online 
by clicking on the large graphic of the Achieve Texas in Action magazine (College & Career Planning 
Guide).

• Have students read about the Career Cluster they have chosen in the appropriate College & Career 
Planning Guides. All of the guides are set up the same. Pgs. 2-5 and 18-21 are the same for all of the 
guides, while 6-17 are laid out the same but the content is specifi c to the individual Career Cluster.

• Read College & Career Planning Guide pgs. 2-3,  “Plan for Success”.

Conclusion:

Students will continue to investigate Career Clusters. The more information they gather, the more 
comfortable they will be with their choices.
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Unit 9: Achieve Texas

Step 3: Pick a Pathway/ Program of Study

Objective:

Students will explore Pathways and Program of Studies within one or more Career Cluster.

TEKS:

• Exploring Careers: 1.B, C, E, G; 2.C; 3.A, B, E
• Career Portals: 1.A, B; 2.A, B, C, D, E; 3.A, B, C; 4.A, C

Materials:

• All 16 Achieve Texas College & Career Planning Guides:   www.achievetexas.org/students.htm

• Handouts:  “Your School Cluster Resources” for each cluster (customized for your school)
• Career Success Newspaper
• Career Investigation Newspaper
• www.texasrealitycheck.com

• TexasCARESOnline.com

Activities:

• Pass out the 16 College & Career Planning Guides, or direct students to the online location at www.
achievetexas.org/students.htm. Hint:  Click on one of the 16 cluster icons. At the top of the page is the 
link to the PDF of the College & Career Planning Guide for that cluster.

• Have students read pgs. 6-11 in their College & Career Planning Guides for their chosen cluster. This 
will give the students more information into the cluster outlook and what they can expect.

• Have students read the “Your School Cluster Resources” handout for the cluster they have chosen. 
Have them review the pathways and programs of study for that cluster

• Have students and/or teachers at the high school taking or teaching courses talk to the students 
about what these programs of study have to off er. Allow students to ask questions about what they 
can expect.

• Career Success pgs. 12-29. Have students look up the cluster they have chosen. Review the 
pathways and sample careers listed.

• Have students log onto TexasCARESOnline.com and review the pathways and the careers that are 
available within the Career Clusters section.

• Once students have become aware with the diff erent pathways within the Career Clusters have 
them pick an area they would like to study in high school and beyond.

• Read pgs. 12-13 of their College & Career Planning Guide for the cluster they have chosen. Discuss 
the information with the students about what is off ered in your high school for their chosen 
cluster/pathways.

Conclusion:

Students will continue to explore the pathways and programs of studies to determine if the one they 
have chosen is the right one for them.
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Unit 9: Achieve Texas

Step 4: Identify a Career Goal

Objective:

Students will identify one or more careers within their chosen Career Cluster.

TEKS:

• Exploring Careers:  1.B, C, D, E; 2.C, D, E; 3.A; 4.C, D, F 
• Career Portals:  1.A; 2.A, B; 3.A, B; 6.A, B, C

Materials:

• All 16 Achieve Texas College & Career Planning Guides:   www.achievetexas.org/students.htm

• Handouts:  “Your School Cluster Resources” for each cluster (customized for your school)
• Career Success Newspaper
• Career Investigation Newspaper
• www.texasrealitycheck.com

• TexasCARESOnline.com

Activities:

• Have students review all of the resources available to analyze the careers available within their 
chosen Career Cluster.

• Use TexasCARESOnline.com to do a side-by-side comparison of the students’ top four career choices. 
These choices can be within the same career cluster or they could be from diff erent clusters.  While 
in the World of Work, click on Occupation Information, then at the bottom choose Chart Compare. 
The students can choose to compare up to four occupations at a time.

• Have students choose a Career.
• From Achieve Texas In Action Counselor Resource Guide pg. 5, “No one is asking or expecting 

students to commit to specifi c careers in high school. The idea is to get students thinking and 
planning.”

• Setting a career goal is a great way to launch a realistic discussion about what educational 
preparation, work experience, talents, and commitment are required for specifi c professions. 
Stress to students as they make their career choices, they will be able to change them along the 
way if they see their chosen path isn’t what they thought it would be. Remind students that early 
planning and preparation will allow them to get a jump on their occupation’s requirements. Don’t 
waste time in high school on courses they don’t need. They can take dual credit classes to help 
meet their goals.

Conclusion:

Communicate to students that working toward a tangible result makes school more relevant.
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Unit 9: Achieve Texas

Step 5: Identify Postsecondary Goal

Objective:

Students will analyze their post-secondary options and determine their goals.

TEKS:

• Exploring Careers: 1.E, G; 2.C; 3.A,B , C, D, E, F
• Career Portals: 2.C, D, E; 3.A, B,C; 4.A, B, D, E, G

Materials:

• All 16 Achieve Texas College & Career Planning Guides:   www.achievetexas.org/students.htm

• Handouts:  “Your School Cluster Resources” for each cluster (customized for your school)
• Career Success Newspaper pgs. 32-35
• Career Investigation Newspaper pgs. 36-31
• TexasCARESOnline.com

Activities:

• Have students read pgs. 26-31 of Career Investigation. Have students read pgs. 32-35 of Career Success.  
Discuss the students’ post-secondary options. Point out to students that some occupations only 
require some training after high school, while others require several years. Also, some occupations 
have several diff erent entry levels. For example, a nurse can have a 2- year RN degree or a 4-year RN 
or a master’s degree in nursing. Post-secondary education is not right for all students. Everyone has 
diff erent needs and goals, but all students need to be aware of all of the options available.

• Students should read pgs. 16-20 in the College & Career Planning Guide for the cluster they have chosen. 
Each student’s College & Career Planning Guide will have information specifi c to their Career Cluster.

• Discuss Financial Aid options with the students.
• Discuss the requirements for admissions in diff erent post-secondary options. This includes testing: 

SAT, ACT, ASVAB, and ACCUPLACER
• Have students go to  www.TexasCARESOnline.com and look at the occupations they have selected. Under the 

Training Tab, they will see a list of Programs of Study. Students can click on one they are interested in and 
they will get a description of the training needed. The students can then click on Schools to fi nd schools 
in the United States that off er that Program of Study. They can also click on the Occupations to get a list of 
all the other occupations they would be able to enter with that Program of Study. 

• In TexasCARESOnline.com students should investigate at least 4 diff erent schools they are interested 
in attending after high school. They can be certifi cation programs, community colleges or 4-year 
Universities.  Students should look at what the school has to off er: Programs of Study, Class size, 
Qualifi cations, Cost, Housing and Student Body Breakdowns.  Students can compare up to 4 
colleges side by side to see what the best fi t is for them.

• Have students get out their “Your School Cluster Resources” handout.  Review the post-secondary plans.
• Have students develop their post-secondary plan.

Conclusion:

Remind students the process of choosing a career and developing a plan to meet their goal 
includes re-evaluating their decision and updating as needed.
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Unit 9: Achieve Texas

Step 6: Design a Course Schedule

Objective:

Students will develop their six- or eight year achievement plan.

TEKS:

• Exploring Careers:  1.E; 2.C; 3.A, B; 4.C, D; 7.D, F 
• Career Portals:  1.B; 2.C; 3.B, C; 4.C

Materials:

• All 16 Achieve Texas College & Career Planning Guides:   www.achievetexas.org/students.htm

• www.lmci.state.tx.us/shared/HighSchoolGradPlan.asp

• Career Success newspaper pg. 10
• Career Investigation newspaper pg.8
• TexasCARESOnline.com

Activities:

• Log on to www.lmci.state.tx.us/shared/HighSchoolGradPlan.asp.  Choose the Recommended Plan.
• Have students use their resource materials and their High School catalog to complete the High 

School Grad Plan.
• Have students print two copies of their plan. Turn one in and the other should go in their Career 

Portfolio.
• Students should develop their post-secondary plan. 

Conclusion:

Students should understand when they fi nish High School that this is a transitional time to their 
next step on their way to be personally independent.
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Unit 9: Achieve Texas

Step 7: Extended Learning Activities

Objective:

Students will understand how out-of-class experiences enhance and expand their learning.

TEKS:

• Exploring Careers:  1.F; 2.D, E; 3.B, E; 4.A, B; 7.B, C 
• Career Portals:  4.A, B, D, E, F, G, H

Materials:

• All 16 Achieve Texas College & Career Planning Guides:   www.achievetexas.org/students.htm

Activities:

• Break students up in groups by clusters of interest.
• Read pgs. 14-15 in their College & Career Planning Guides. Each Cluster Guide has diff erent content 

relating to the clusters. Students should read and discuss the Extended Learning Options within 
each cluster.

• Have the groups discuss the diff erent organizations that are available to them in middle school and 
in high school within their cluster of interest. Discuss the benefi ts of being involved in these types 
of groups. These positive types of social networking can lead to college admissions and/or a job 
opening. Take this time to talk again with the students about the danger of negative postings to 
online social networking sites.

• Have students revisit Steps 2-6 to explore an optional cluster or pathway.

Conclusion:

Students should understand how career and educational choices impact the balance between 
personal and professional responsibilities.
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Texas CARES Version 8 QuickStart
Minimum System Requirements:

 Pentium PC with 90 MHz or higher processor (Pentium II 266 MHz recommended)
 MS Windows 2000, XP, or Vista
 64 MB Ram (128 MB recommended)
 2x CD-ROM Drive (Sound card and speakers or headphones recommended) 
 190 MB hard-disk space
 SVGA 16 bit color monitor
 Mouse or compatible pointing device

Optional:
 14,400 baud or faster modem(or broadband connection)
 Internet Explorer browser and Internet access account
 Printer for printing occupational and college reports

Setting up Texas CARES Version 8 on a stand-alone PC:
1. Insert the CD into the CD-ROM drive. CARES’s auto-install feature should begin the 

installation procedures (Skip to Step 3),
2. If AutoRun is disabled, choose Run from the Start menu. In the dialog box, enter D:\Setup.

exe, where ‘D’ is the drive letter of your CD-ROM. Then click OK.
3. Choose the first installation option. Follow the instructions shown on your screen. If you 

are not sure of some of the responses, press ENTER on your keyboard to choose the default 
option.

4. To run Texas CARES Version 8, click on the Texas CARES  icon in your program menu or 
double-click on the Texas CARES shortcut on your desktop.

Setting up Texas CARES Version 8 on a Network:
1. Install Texas CARES Version 8 on the Network server using the instructions for setting 

CARES up on a stand-alone PC, but choose the second option: ‘Network Server.’ The pro-
gram files and data files will be installed onto the server. IMPORTANT: Users must have full 
privileges (file read/write/create/delete access) to this directory.

2. Some support files must be installed on each user’s machine. After Texas CARES has been 
installed onto a Network server, run the installation program from each PC. Choose the 
third option: ‘Network Workstation’. During this installation, you must tell CARES where 
the program files have been installed on the Network.
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Navigation Buttons

“Help”  Use this button if you need help while navigating 
through the system.  You can access this feature throughout 
CARES.

“Where Am I?”     Use this button to view a map of the system, 
which shows where you are now, where you have been and what 
additional features are available.

“Print”   Use this button to print out reports specifically related 
to the screen you are currently viewing.

“Quit”    Use this button to quit the section you are currently in 
and go to another or to shut down Texas CARES completely.  

“ < ”   Use this button to “Go Back” to the previous screen.
Do not “double click”.
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Texas CARES is divided into two major sections, the World of Work and the World of Learning.  
The World of Work allows you to explore occupations and various aspects of the job market.  
The World of Learning covers all college and other post high school education options.  Because 
there is such a strong relationship between occupations and the education necessary to perform 
in those jobs, Texas CARES allows you to transparently move back and forth between the Worlds 
as you explore your education and career options.
With Texas CARES Version 8 you can explore the World of Work and the World of Learning by:

 Taking one or both of the two automated assessment tools

 Exploring 1000 different occupations with Texas specific labor market information and 
2,500 nationwide post-secondary educational institutions  

 Comparing side-by-side two or four occupations or schools of your choice

 Viewing over 372 occupational, educational and career development videos

 Discovering occupations associated with specific career clusters

 Finding occupations with certain characteristics (knowledge, skills, abilities, education 
& training, or work activities)

 Engaging in fun activities in the Astro Arcade 

 Identifying Texas employers for each occupation
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Automated Assessment Tools
Texas CARES Version 8 will help you identify matching occupations by working through two au-
tomated assessment tools.  Both assessments were developed by the U.S. Department of Labor 
and specially automated for CARES.

1. Work Importance Locater
This assessment tool can help you learn more about your work values and help you decide what 
is important to you in a job. It does this by asking you to rank different aspects of work that rep-
resent six important work values. Knowing your work values can help you decide what kinds of 
jobs and careers you might want to explore.

2. Interest Profi ler
This assessment tool lets you identify your interests by asking you questions about important 
interest areas. CARES lists occupations that match the interest areas most important to you.
If you have previously taken either of these assessment tools or a pencil and paper assessment 
instrument (e.g., ACT Interest Inventory, Career Assessment Inventory, Kuder General Interest 
Survey, Self-Directed Search, Strong Interest Inventory, and Vocational Preference Inventory), 
you can simply enter these results into Texas CARES and create lists of occupations that match 
your scores.

359

 Texas CARES QuickStart



Detailed Narrative Reports
At the end of all of the Texas CARES modules, you are given the opportunity to print out detailed 
narrative reports on the occupation or school you have chosen.  These reports provide descrip-
tions of the occupations, lists of tasks, required Knowledges, Skills and Abilities (KSAs), work val-
ues, labor market characteristics including wages, employment projections, job tenure, turnover 
rates, and industry employment patterns. The reports for schools include general information, 
academics, admission requirements, athletics, expenses, student life, and programs of study.

Exploring Work/Exploring Education
Texas CARES will also find occupations and/or colleges according to specific criteria based on 
your need.  You select how important certain aspects of these characteristics are to you, and 
how much training or education you are prepared to take.  From your selections, CARES will find 
the occupations or colleges in its database that match. You can select from multiple aspects and 
characteristics at one time.
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Occupation/College Info
Texas CARES allows you to investigate over 2,500 postsecondary educational institutions and 
over 1000 occupations. Each of the occupations within CARES provides  you with specific data 
such as: descriptions of the occupation, list of tasks, required Knowledges, Skills and Abilities 
(KSAs), work values, labor market characteristics including wages, employment projections, job 
tenure, turnover rates, videos and industry employment patterns.  Each of the colleges within 
CARES provides you with specific data such as: academic qualifications, tuition and fee expenses, 
application & admission status, housing information, student life, athletics, athletic scholarship 
information, financial aid links, college majors & programs of studies, school video and the ability 
to connect to a college website.  In both College Info and Occupation Info, CARES will create a 
side-by-side comparison of two to four colleges or occupations of your choice.  

Program of Study & College Majors
Texas CARES provides you with a list of the programs and courses typically available for study.  
You can view the colleges which offer each program and the occupations one might practice af-
ter completion.  CARES also provides a list of common college majors and the typical occupations 
generally associated with each major.   

Career Clusters
Texas CARES will also let you find occupations by starting with one of sixteen U.S. Department of 
Education/Office of Vocational and Adult Education (OVAE) career clusters.  From these clusters, 
you can choose a more specific career group which will then provide a list of occupations within 
the cluster/group combination.  You can further investigate each occupation.  
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Knowledge, Skills and Abilities
Texas CARES will let you find occupations with certain characteristics based on knowledge, skills 
and abilities.  You select how important specific KSAs are to you and CARES will find the occupa-
tions in its database that match.  You can select from multiple Knowledge, Skills and Abilities at 
one time.

Videos
Texas CARES Version 8 has over 370 occupational, college, and career development videos.  
CARES videos are from one to six minutes in length and include information related to the oc-
cupation or school being investigated.  The video station has videos for topics such as writing 
resumes, interviewing skills, filling out job applications and performance on the job.  If you have 
the Occupational Digital Video Show (Version 3) shown installed on the same computer, Texas 
CARES can play some additional high quality occupational videos as well.  See the file “readme.
txt” on the Texas CARES installation disk for additional networking information, including how to 
network videos.

Astro Arcade
Astro Arcade contains three games. First, the Bobilator is a game to help you understand how 
gathering Labor Market Information about an occupation can assist you in making informed 
career decisions.  Second, Trivia Blastoff is a concentration game in which every time a match is 
made, a trivia fact about an occupation or a school is given.  You can then choose to view more 
information about the school or occupation.  The third game is Suit Up!, which is an electronic 
“hang-man” game with words from the World of Work.

Program Updates
You can check for program updates to Texas CARES at:
HTTP://www.lmci.state.tx.us/shared/techsupport.asp#cares
See the file “readme.txt” on the Texas CARES installation disk for additional networking informa-
tion.
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APPENDIX C

Career Listings
1-800-822-PLAN
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