
	Rich Task: 
	You Can Do It – We Can Help

	Course:
	Discovering the Workplace, Grade 10, Open, GLD2O

	Evaluation:
	Part of 70%
	Part of 30%
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 Both

	Context:
	Home improvement centres offer many helpful services to both residential and commercial customers. These full-service retail stores provide everything from tool/truck rental to design consultation, equipment maintenance and product installation. Knowledgeable and helpful sales associates are ready, willing, and able to answer your questions and help you find what you need.

You will use the knowledge and skills that you acquired in your Discovering the Workplace course (GLD2O) and your Cooperative Education placement component to apply the workplace essential skills you already have, and to plan for developing these skills further.


	Related Course Expectations
	
	

	Strand: Essential Skills for Working and Learning

ESV.01 • identify and describe the workplace essential skills necessary for success in life, school, and work;

ES1.01 - identify and describe the workplace essential skills, using a variety of electronic, print, and human resources;

ES1.02 - identify the most important workplace essential skill requirements for a range of occupations, using various resources and personal workplace experiences;

ES1.03 - describe how the essential skills are transferable from home to school, school to work, occupation to occupation, and sector to sector;

ESV.02 • identify the literacy and numeracy strategies that support the application of workplace essential skills, and use them to complete specific tasks in the school, the community, or real or simulated workplace settings;

ES2.01 - identify the numeracy strategies required for calculation and estimation, and use them effectively to manage money, work with schedules and budgets, analyse data, and measure and make numerical calculations with real work-place materials in the school, the community, or real or simulated workplace settings;

ES2.02 - identify strategies for reading and interpreting text, and use them effectively for specific tasks in the school, the community, or real or simulated workplace settings, using real workplace materials;

ES2.03 - identify strategies for writing text, with or without a computer and use them effectively for specific tasks in the school, the community, or real or simulated workplace settings, using real workplace materials;

ES2.04 - identify strategies for communicating orally, and use them effectively in the school or community;

ES2.05 - explain how non-verbal communication can affect the communication of an intended message;

ESV.03 • describe learning and thinking strategies, and use them effectively in the school or community;
	
	ES3.01 - describe and effectively use a process for reflecting on their home, school, or community experiences, and explain how the reflection process contributes to continuous learning; 

ES3.03 - describe strategies for remembering, and use these effectively in situations that require significant use of memory in school and in the community;

ES3.04 - describe a process for decision making, and use it effectively in situations in school and in the community;

ES3.05 - describe a process for problem solving, and use it effectively in challenging situations in school or in the community;

ESV.04 • plan for, assess, and document their ongoing development of selected workplace essential skills;

ES4.01 - assess their use of selected workplace essential skills, using feedback from others;

ES4.02 - demonstrate the ability to plan for the development of the workplace essential skills that they require to complete specific tasks in school and in the community;

ES4.03 - document their development of selected workplace essential skills, including evidence of development of these skills from their Ontario Skills Passport.
Strand: Personal Management

PMV.01 • identify their interests, strengths, and needs, and describe how these influence their decisions about education and work;

PM1.01 - identify, summarize and document various aspects of their personal profile, using feedback from others, personal reflection, and information from standardized assessment tools, and explain how this information contributes to the development of their goals and plans;

PMV.02 • identify and use effectively the strategies required to manage their behaviour in school and in the community;

	PM2.03 - demonstrate effective use of strategies to manage their behaviour in challenging situations in school and in the community;

PMV.03 • identify and use effectively the interpersonal and teamwork skills and strategies required when working with others in school or in the community;

PM3.02 - identify strategies that contribute to effective teamwork, and use them to work collaboratively to accomplish team goals in the school or community;

PM3.03 - describe strategies for managing conflict, and use these strategies effectively when working with others in the school or community;

PMV.04 • demonstrate the ability to use the task-planning and organizing skills and strategies that are required for success in school and in the workplace;

PM4.02 - demonstrate effective use of time-management skills and time-management tools to complete tasks in the school and community;

PM4.03 - develop and complete a project, using task-planning and organizing skills and strategies and evaluate the success of the project.
Strand: Exploration of Opportunities

EOV.01 • demonstrate the ability to research information about education and work opportunities, using print, electronic, and human resources;

EO1.01 - use an inquiry process to locate information about education and work opportunities related to their career interests;
	
	EO1.04 - report on occupations in selected fields of work, using information gathered from interviews and experiential learning;

EOV.03 • demonstrate an understanding of the nature of work and of workplace expectations and issues;

EO3.01 - identify the attitudes, behaviours, habits, and skills, including the workplace essential skills, required to obtain and keep a job;

EOV.04 • identify, explain, and follow health and safety policies and procedures in school and in workplace settings;

EO4.01 - identify health and safety hazards in school and in the workplace;

EO4.02 - explain and follow health and safety policies and procedures at school or in a workplace setting;

EO4.03 - identify procedures for reporting accidents and unsafe practices in school and in the workplace.

Strand: Preparation for Transitions and Change

PTV.02 • identify goals and develop plans for their learning in school, the community, and the workplace;

PT2.04 - describe factors that are changing the workplace and the implications that these may have for their learning and work plans.


Evaluation Strategies and Scoring Tools
	
	Evaluation Strategies
	Scoring Tools
	Expectations
	Achievement Chart

	Evaluation

70%


	Sub-task A: Assignment – Creating a Work Plan
	Rubric
	ESV.01, ES1.01, ES1.02, ESV.02, ES2.01, ES2.02, ES2.04, ESV.03, ES3.01, ESV.04, ES4.02, ES4.03, PMV.01, PM1.01, PMV.03, PM3.02, PM3.03, PMV.04, PM4.02 
	K/U, T, C,A

	Evaluation

70%


	Sub-task B Assignment – Adjusting Your Work Plan
	Rubric
	ESV.01, ES1.01, ES1.02, ESV.02, ES2.01, ES2.02, ES2.04, ESV.03, ES3.01, ESV.04, ES4.02, ES4.03, PMV.01, PM1.01, PMV.03, PM3.02, PM3.03, PMV.04, PM4.02 
	K/U, T, C,A

	Evaluation

30%
	Culminating Task A: Assignment –Mini Occupational Profile 
	Rubric
	ESV.01, ES1.01, ES1.02, ESV.02, ES2.01, ES2.02, ES2.03, ES2.04, ESV.03, ES3.03, ES3.04, ES3.05, ESV.04, ES4.01, ES4.02, ES4.03, PMV.03, PM3.02, PM3.03, PMV.04, PM4.02, EOV.01, EO1.01, EO1.04, EOV.03, EO3.01
	K/U, T, C,A

	Evaluation

70%
	Sub-task C: Assignment – 
Information Interview
	Rubric
	ESV.01, ES1.01, ESV.02, ES2.01, ES2.02, ES2.03, ES2.04, ESV.04, ES4.01, ES4.02, ES4.03, PMV.04, PM4.02, EOV.01, EO1.01, EO1.04, EOV.03, EO3.01, PTV.02, PT2.04
	K/U, T, C,A

	Evaluation

70%
	Sub-task D: Presentation – Authentic Workplace Document 
	Rubric
	ESV.01, ES1.01, ESV.02, ES2.01, ES2.02, ES2.03, ES2.04, ESV.03, ES3.03, ES3.04, ES3.05, PMV.03, PM3.02, PM3.03, PMV.04, PM4.02, PM4.03, EOV.01, EO1.01, EOV.03, EO3.01
	K/U, T, C, A

	Evaluation

30%
	Culminating Task B:  Demonstration – Just Do It!
	Rubric
	ESV.01, ES1.01, ES1.02, ES1.03, ESV.02, ES2.01, ES2.02, ES2.03, ES2.04, ES2.05, ESV.03, ES3.01, ES3.03, ES3.04, ES3.05, ESV.04, ES4.01, ES4.02, ES4.03, PMV.03, PM3.02, PMV.04, PM4.02, PM4.03, EOV.03, EO3.01, EOV.04, EO4.02, PTV.02, PT2.04
	K/U, T, C, A


	Teacher Notes

	Note:

For this two-credit course, Subtasks A and B build to the student being able to complete Culminating Task A. Sub-task C builds to the student being able to complete Culminating Task B. All of these sub-tasks are considered when determining 70% of the final grade. 

Book computer lab for the pre-employment activities and reflective learning sessions to allow students to navigate required on-line resources for the placement tasks.

Students must be familiar with Essential Skills, why they form the foundation of this course and the Co-op placement, and how they are transferable. Provide opportunities prior to the placement for students to navigate the OSP site and to begin to prepare their Ontario Skills Passport (OSP) work plans.
When the student customizes the Standard Work Plan, have him/her delete any tasks that are not appropriate for the placement, e.g., those requiring licensing, or tasks restricted by age, or tasks that are considered too complex at the beginning of the placement. Encourage students to add literacy and numeracy skills and other skills and tasks that they are interested in developing at the workplace.

Provide anecdotal feedback for the student to include in plans for next steps.

Ensure cooperation of placement supervisors for the final demonstration, using authentic materials.

Consider having the presentation made to the class, or a technical education or career guidance class.
For Sub-task D, the student presents the authentic workplace document and is evaluated at the end of his/her time in each department.


	Task 
	
	Student Notes

	You will be rotating through different departments to learn about positions in the retail/home improvement/ service industry. 
During this task, you will determine the workplace essential skills you already have and discover the ones you need to work further on. You will apply these skills in a workplace setting and present evidence of how they are used at the workplace. 
	
	

	Sub-task A: Creating a Work Plan (from OSP)
Visit the OSP website and look at an Ontario Skills Passport Standard Work Plan for each of the areas you will work in at this placement. Choose the one where the tasks and opportunities most closely resemble those that you think you might do at the placement.
Print a copy of a work plan related to the area in which you will begin your placement.

If there are some tasks included on your work plan that are inappropriate for your placement, remove them after consultation with your teacher.

Add other tasks to your work plan after your initial meeting with your supervisor.
In preparation for the performance review meeting that you will hold at the end of your time in the first department, make point-form notes using the Three- Step Reflection Process.
Bring a copy of your work plan and your Three-Step Reflection notes to your performance review and be prepared to discuss using specific examples from your placement.
Make revisions to your plan, based on feedback from the performance review.

NOTE: Each time you start in a new department, customize the work plan for your new situation. 

Track your performance of these skills and tasks on the work plan. This tracking will assist you in reflecting on your growth, and the development and application of the workplace essential skills. It will also focus the discussion during your presentation of Just Do It! experience.
Sub-task B: Adjusting Your Work Plan 
Prepare for your second performance review meeting by following the steps you used in Sub-task A.
	
	Examples of NOC Codes
· 1453 Customer Service Information and Related Clerks

· 1474 Purchase and Inventory Clerks

· 6421 Retail Sales Associate

· 7612 Trades Helpers and Labourers

· 7611 Construction Trade Helpers

Add any other skills you are interested in developing at the workplace.

If literacy and numeracy skills are not included, consider adding them to your work plan.
Three-Step Reflection Process.

· Step 1:  Describe: Tell about your experience or what you have done.

· Step 2:  Self-Assess: Tell how well you did it.
· Step 3:  Next Steps: Decide if you would do anything differently next time.
Schedule and participate in a performance review meeting with your placement supervisor and teacher. 
Explain the sign-off procedures to the supervisor and agree on a process to keep the plan for on-going use.


	Culminating Task A: Mini Occupational Profile
Create a chart to record the Essential Skills and work habits that you use daily at the workplace. Enter the tasks you perform in each department under the appropriate Essential Skill or work habit, using specific examples. For example, Essential Skill: writing, task: writing telephone messages.

Analyse the information you track during your time in each department and use it as you create a summary of the essential skills, tasks and, work habits used in these departments. Include:
· three workplace essential skills and tasks most important to the cluster of occupations 

· work habits and specific demonstrations most important to the cluster of occupations

· three additional things you notice about the occupations from your tracking sheet.

Choose a format for the profile:

· paragraph 

· graphic organizer with explanations

· visual representation with explanations

Submit this summary to your teacher and supervisor.

Explain the reasons for identifying the three most important skills and tasks you did, and why you think they are important to the cluster of occupations.

	
	Your Ontario Skills Passport -- Standard Work Plan and Custom Work Plan will assist you with identifying skills and tasks.

	Sub-task C:  Information Interview

Interview a worker from the department that you will using in your Just Do It! task to find out about the types of essential skills required for the work.

Prepare a chart to use during the interview. List the questions on one side and leave room for the interviewee’s responses on the other. Questions to consider:
· What are your main duties/activities?

· What tools and equipment do you use in your work?

· How do you go about finding information?

· What type of writing do you do?

· How many people do you work with?

· Are you responsible for the safety of others?

· What planning or organizing do you do?

· Do you use computers? What for?

· What mathematical calculations do you do?

· What do you think are the most valuable skills to do this job?

Present the information to the class.

	
	· The information from this interview will help you complete the Just Do It! task.

Arrange a convenient meeting time and conduct the interview.



	Sub-task D:  Authentic Workplace Materials Collection

As you move to different departments, ask the supervisor for copies of documents or forms used in that department. 
At the end of your time in each department, choose one of the documents that you are familiar with and present it to your classroom teacher. Consider:
· what it is used for
· who uses it
· why it is used
· how often it is used
· why it is an important document for this particular department – for the whole store
· what happens when this document is not completed correctly
· any other information about the document

Highlight the essential skills necessary to complete the form.
	
	· Explain to the department supervisor why you are asking for copies of the forms and how you intend to use them.

· Identify and organize the authentic materials you collect from the department supervisor in labelled folders.

· Make notes on each form to give you a clear picture of what the form is used for. 

	Culminating Task B: Just Do It!

Knowing workplace essential skills is one thing – being able to consistently demonstrate your competence with workplace essential skills and work habits is what all employers are looking for.
Select a product or process from one of the departments to demonstrate to an audience. 
Prepare and deliver the demonstration.

Outline the essential skills and authentic workplace materials that you have used while doing the tasks, explaining when and how you used them

· Indicate how these skills, used in the presentation, are transferable to another task at school, at home, or another job.
Schedule a final conference with your teacher, write point form notes, and explain why you chose the demonstration.
During the conference:

-     talk about those essential skills you feel most competent with;
· list those that need work;
· discuss how you might continue to develop or refine your skills.
· Be prepared to discuss your demonstration
	
	· Demonstration ideas might include: a home decorating technique, handling a customer return or complaint, a repair technique, using a piece of equipment or computer software, etc. 
· Observe employees as they present the support or product to customers.
· Consider allowing the audience a chance to try out the technique or product as part of your demonstration.

· Practise your demonstration for a co-worker to get feedback that you can include in the conference with your teacher. 
· Evaluate and reflect on how you might have improved your performance: Would another product or process more effectively demonstrate the essential skills and work habits you refined during the placement?
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