	Scheduler for Work-Based Learning Internship

	Standard

(Biggest Idea)
	Objective

(Big Idea)
	Day
1
	Day
2
	Day
3
	Day
4
	Day
5

	Standard 1
Preparing for and Obtaining Employment
	1
	Design a Resume
	Create a 1st draft; peer review and edit resume; finalize resume 
	
	

	
	2
	Write a Cover Letter 
	
	Cover letter and thank you letter first draft; 
finalize cover letter and thank you letter
	
	

	
	3
	Job Application Processes
	
	Walk through process to get a job; mock job application
	
	
	

	
	4
	Job interviewing Skills
	
	
	Discuss and practice job interviewing skills; complete a mock interview with business professionals; make phone contact with employer
	

	Standard 2
Legal and Safety Guidelines Pertaining to the Workplace
	1
	Labor Laws
	Complete disclosure and packet of District Internship forms
	
	
	
	Guest speaker from Utah Labor Commission or labor laws CD and worksheets; 

sexual harassment 

	
	2
	Workers’ Compensation
	
	
	
	
	Workers’ Compensation guidelines and cards

	
	3
	Safety 
	
	
	
	
	Safety CD 

	
	4
	Confidentiality
	
	
	
	
	District confidentiality agreements and situational review

	Standard 3
Professionalismand Character 
	1
	Professional and Ethical Behavior
	
	
	
	
	

	
	2
	Attitude
	
	
	
	
	

	Standard 4
Effective Interpersonal Communication
	1
	Conflict Resolution
	
	
	
	
	

	
	2
	Effective Teamwork
	
	
	
	
	

	
	3
	Communication in the Workplace
	
	
	
	
	Complete journals that reflect on relationships being built in the worksite

	Standard 5
Evaluation and Analysis of Goals and Skills
	1
	Specific Skills to Guide Experience
	Complete disclosure and packet of district internship forms; 
create goal essay
	
	
	

	
	2
	Assess and Report on Experience
	
	
	
	
	

	
	3
	Research and Evaluate Experience
	
	
	
	
	Complete journals that reflect on internship experiences


	Scheduler for Work-Based Learning Internship

	Standard

(Biggest Idea)
	Objective

(Big Idea)
	Day

6
	Day

7
	Day

8
	Day

9
	Day

10

	Standard 1
Preparing for and Obtaining Employment
	1
	Design a Resume
	
	
	
	
	

	
	2
	Write a Cover Letter 
	
	
	
	
	

	
	3
	Job Application Processes
	
	
	
	
	

	
	4
	Job Interviewing Skills
	
	
	
	
	

	Standard 2
Legal and Safety Guidelines Pertaining to the Workplace
	1
	Labor Laws
	
	
	
	
	

	
	2
	Workers’ Compensation
	
	
	
	
	

	
	3
	Safety 
	
	
	
	
	

	
	4
	Confidentiality
	
	
	
	
	

	Standard 3
Professionalismand Character 
	1
	Professional and Ethical Behavior
	
	Ethical behavior, career code of ethics, and ethics webquest
	
	
	

	
	2
	Attitude
	Attitude in the workplace
	
	
	

	Standard 4
Effective Interpersonal Communication
	1
	Conflict Resolution
	
	
	
	
	

	
	2
	Effective Teamwork
	
	
	
	
	Working together to accomplish a goal; teamwork

	
	3
	Communication in the Workplace
	
	
	
	Communication skills; communicating with various communication styles
	

	Standard 5
Evaluation and Analysis of Goals and Skills
	1
	Specific Skills to Guide Experience
	
	Complete monthly time card
	Importance of goals (SMART goals)
	
	Complete monthly time card and term evaluation form

	
	2
	Assess and Report on Experience
	Complete journals that reflect on internship experiences

	
	3
	Research and Evaluate Experience
	
	
	
	Career research and electronic portfolio work


	Scheduler for Work-Based Learning Internship

	Standard

(Biggest Idea)
	Objective

(Big Idea)
	Day

11
	Day

12
	Day

13
	Day

14
	Day

15

	Standard 1
Preparing for and Obtaining Employment
	1
	Design a Resume
	
	
	
	
	

	
	2
	Write a Cover Letter 
	
	
	
	
	

	
	3
	Job Application Processes
	
	
	
	
	

	
	4
	Job interviewing Skills
	
	
	
	
	

	Standard 2
Legal and Safety Guidelines Pertaining to the Workplace
	1
	Labor Laws
	
	
	
	
	

	
	2
	Workers’ Compensation
	
	
	
	
	

	
	3
	Safety 
	
	
	
	
	

	
	4
	Confidentiality
	
	
	
	
	

	Standard 3
Professionalismand Character 
	1
	Professional and Ethical Behavior
	
	
	
	
	

	
	2
	Attitude
	
	
	Stress management
	
	

	Standard 4
Effective Interpersonal Communication
	1
	Conflict Resolution
	Resolving conflict in the workplace; personality and color code; how diversity affects conflict
	
	Stress management
	
	

	
	2
	Effective Teamwork
	
	
	
	
	

	
	3
	Communication in the Workplace
	
	Effective networking  strategies
	
	Customer service and business evaluation forms
	

	Standard 5
Evaluation and Analysis of Goals and Skills
	1
	Specific Skills to Guide Experience
	
	
	Complete monthly time card
	
	Complete skills grid signed by employer

	
	2
	Assess and Report on Experience
	Complete journals that reflect on internship experiences, ethics, attitude, conflict resolution, teamwork, and communication
	Career presentation for junior high and elementary schools

	
	3
	Research and Evaluate Experience
	Career research and electronic portfolio work
	Presentation on career for peers
	


	Scheduler for Work-Based Learning Internship

	Standard

(Biggest Idea)
	Objective

(Big Idea)
	Day

16
	Day

17
	
	
	

	Standard 1
Preparing for and Obtaining Employment
	1
	Design a Resume
	Update resume with internship
	
	
	
	

	
	2
	Write a Cover Letter 
	
	Update thank you letter, providing specific examples for experience
	
	
	

	
	3
	Job Application Processes
	
	
	
	
	

	
	4
	Job interviewing Skills
	
	
	
	
	

	Standard 2
Legal and Safety Guidelines Pertaining to the Workplace
	1
	Labor Laws
	
	
	
	
	

	
	2
	Workers Compensation
	
	
	
	
	

	
	3
	Safety 
	
	
	
	
	

	
	4
	Confidentiality
	
	
	
	
	

	Standard 3
Professionalismand Character 
	1
	Professional and Ethical Behavior
	
	
	
	
	

	
	2
	Attitude
	
	
	
	
	

	Standard 4
Effective Interpersonal Communication
	1
	Conflict Resolution
	
	
	
	
	

	
	2
	Effective Teamwork
	
	
	
	
	

	
	3
	Communication in the Workplace
	
	Expressing gratitude in the workplace
	
	
	

	Standard 5
Evaluation and Analysis of Goals and Skills
	1
	Specific Skills to Guide Experience
	Complete monthly time card and term evaluation form
	
	
	
	

	
	2
	Assess and Report on Experience
	Career presentation for junior high and elementary schools
	
	
	
	

	
	3
	Research and Evaluate Experience
	
	
	
	
	


________School District does not discriminate on the basis of race, color, religion, sex, age, national origin, or disability. 
