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ABSIRACT ' o
This gudide is dGSigned tc help Junicr ard senior high
schOCi students acquire tasic competerncies in daily livirc. In
addition to identifying 13 ccmpetencies, the guide explains how
- students can obtain certificaticn in thcce skills kY menkers of the
community whose jobs require them to ke prcficiert in thews. The )
~ competencies’ include transacting busiress cn credit, maintaining 'a .
checking account, filing state and federal taxes, ktudgeting time and Cor
money effectively, maintaining good physical health, makirng effective
use of leisure time, responding to fire and health emergencies, y
participating in the electoral process, understanding kasic structure
and function' of local government, explaining perscral legal rights,
and operating and zaintaining an autcacbile. On their own students
. must locate the materials needed to ccuplete each ccmpetency, make
appointments with certifiers, successfully ccmplete tbe requirements
of the -competency, and cktain signatures cf certifiérs. The guide
concludes with a resource list for locating materials needed to
conplete each competenty, a sample, chart fcr scheduling ccmpletion of
€ach competency, a tlank schedule, ard a sheet ‘fer signatires of
- certifiers. (AV) ‘
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What Are TheCompetenc.iés?

Competencies are important skills and tasks you should be able to”
perform to function effectively in today's society. Tbis set of

materials gives you specific tasks to introduce you to .some of the

major competencies or survival skills for a changing world. You

will be learning more about these skills all your life. Success

in these skills will make-it easier for you to become iﬁdependént,
self-reliant, self-confident and legally responsible for your own actions.

Some of the competencies involve situations you a]ﬁeqpy encounter 1in
your daily life. For example, youfhave'had someJexperiénce in the area
of maintaining physical health, so you might choose to demonstrate this
competency without doiﬁélany additional preparation. You need to check
out how this &Qmpetency is demonstrated, however, because you will want
to know the specific activities called for, Other competencies invéﬁve
situations that you have not experienced. You may not have filled out
income tax forms before, but you will need this skill in the near future.

One more thing. éome of these competencies ask you to invent facts and
information as if you have had certain '
experiences. For exampie, you
may not now own a car. On the
végmpetency that assumes you
do, you are free to take
information about the
car either from a

-

friend, your féamily
Orothe car you woufd
own if you had one.
This, is called
"hypqthetﬁca]
information."

Watch for it.

‘i
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Who Evaluates Your Performance?

Your performance on the competencies will be evaluated or certified

(remember when this was called "grading"?) by people working in the ' R
_community. We're calling-these people your certifiers. They are - -

people who in their daily work are directly involved in the issues dedalt

with by the competencies. We dssume that they already have the skills,

know the tasks and understand the information that you are going to learn

from these competencies. It is important to realize that the. certifiers
* ‘are your teachers for the .

e

competencies. A1l of these people

shoﬁ)d welcome your.quesfions.. You
should feel free to ask them .about
anything that confuses you

-

L& concerning your workﬁiﬂégjg“a; . Ea
. . :ng @f‘* 5 T

What Do You:Do? -
The competencies have keen selected '
because they represent skills :
imporfaht or necessary -to ‘live
successfully in modern society.
For this feason, you are expected

to take most of the initiative in

1. 1ocatidg‘the matéria]s you need
to complete each competency

2. making appointments with certifiers .

3. planning your time, making and
keeping appointments and
arraqging your' transportation

4. successfully completing the
requirements of the competency

5. obtaining the signatures of
certifiers when you have
completed  the requirements

Y
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READ
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REQUIREMENTS |

CONTACT STAFF

GIVE ScHooL : - AND
STAFF TRY AQAI.‘V

GET THE
CERTI\FIER'S’
SIGNATURE

o

/
¢ DEMONSTRATE
THE COMPETENCY




‘You Locate \

Materials? .

|

|
Al names7 addresses and telephone numbers of combétency certifiers can be listed -

on the "C7mpete cy Certification" sheet at the back of this workbook. .Materials
neéessary for a understand1rg of each;competency can.be listed in the "Useful
Resources" section for each competency in this workbook. You should be familiar -
, w1th these materjals before seeing the certifier. After you have thoroughly
. studied the materials, you should ar#ange a meeting with the certifier. If group
Lo meetings are arranged, be surg to 1et the certifier know how many of you are
coming. It is very 1mportant that you keep the appointments you make.

Where Is Competency Certification Recorded?

Make sure you bring this workbook with you to competency sessions. After
understanding and completing a competency to the satisfaction of the certifier,

have the certifier s1gn the "Competdaby Certification" sheet At the back

of this book. It is your responsibility to be sure the qert1f1er signs

your workbook in the proper place and enters the date of successful

completion. It is like méking sure your employer signs your paycheck

if you want to cash it! . l




Planning For Compe_tehcies |

” -

First, you must plan your schedule concerning the competencies. A
sampie scheduling chart and blank form are printed on pages 40-41 of
this workbook. You should estimate how long it will’ take -you to
complete each competency so your schedule,will be convenient for the

~certifier and practical for you. Often you caq work on several
competencies-at the same time if: you doisore . céiefu] plann1ng
Remember, however, that it is probably impossible to get all the

. competencies completed in a short period of time. Also, don't .
expect your certifiers to be available at a moment's not%ce. Like

you, they have many other responsibilities. ,

N
?

After other students have planned tha)r schedules, schoo] staff can
compile a master 1ist with all the students' names under each
competency and each student's schedu]e for completion. Use the
master list to advantage to help you work together,

D1an transportat1on and arrang group

meet1ngs_w1th certifiers. /_
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Points To Remember

\

1. Your performance on the competepcies is evaluated by working adults in
the community. They are experienced in their fields--you should feel

free to ask them any questions you might have.
=

2. Your schedule is important and should be followed
closely. It is extremely difficult to finish a
great number of competencies at one time. It is
unreasonable to expect that certifiers will be
able to see you at a-moment's notice. )

-

3. It is your responsibility to make and.keep
appointments with certifiers. For some
competencies you may need to coordinate with
other students for group appointments.

4. If you are unable to keep an appointment with a
| certifier because of some emergency, you must

\

\ call the certifier to make new arrangements.

= e 5. Whenever it is appropriate, group meetings can be
o arranged for several ﬁﬁadents and. transportation
el 0. . ‘" arrangements shared. :
] E; ) '
— b

.

6.' Names, titles and phone numbers of certifiers
! should be listed on the "Competency Certification"
form in the back of this handbook.E{

T

7. Certifiers will sign the "Competency Certification"
form as you satisfactorily complete each competency.

- ' . 9

"
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The competencies are listed on the following pages. Follow the
steps below and as yoy start to work on each competency, fill in
"Resources" and "Arrangements" when you get the necessary information.

STUDENT STEPS FOR CERTIFICATION

"

1. Read through the workbook to find out what you need to do and
where information can be found. &

2. Plan a schedule for completing all the competencies within your
time limits. Plan dates for completing each onhe. Record '
certifier names, titles, business addresses and telephone )
numbers on the "Competency Certification" page of the workbook.

3. Tell the staff person in charge what your expected completion
dates are.

4. Read carefully "What You Do" and "How You Do It--Specific
Activities" for each competency as you prepare for it. If you
do not understand clearly what you are expected to do, ask
someone to explain.

* 5. -List useful resources on the space provided at the end of each
competency description.

6. Study the necessary materials carefully.
7. Practice the tasks you will have to perform for certification.

8. Work with other students to plan appointments and transportation
when certifiers prefer to work with groups of students. o

9. Make an appointment with the certifier and let the staff person
in charge know.

10, Plan transportation carefully so that you are sure to arrive
on time.

.
£

11. Take the workbook with you, do the specific activities to the
satisfaction of the certifier and have the cert1f1er sign on
_the "Competency Certification" page.

12. See that the competency cert1f1cat1on is entered in the master
records of your program or class.

13. Follow steps three through twelve for each competency, trying to
keep closely to your schedule for completion of your original
plan. . ;




WHAT YOU DO

HOW YOU D0 IT--SPECIFIC ACTIVITIES
1.

B.

Tra~<act Business
On A Credit Basis

Show a thorough knowledge and
understanding of the terms,

- conditions ‘and interest rates
that go along with using a bank
credit card.

Satisfactorily complete a standard
installation contract for a purchase of
$300 or more and compute the cost to_you
in interest if you pay it in one year.

bl A R

Explain to the satisfaction of a
certifier the terms and conditions
of the bank's credit-card, including
cggdit 1imits and interest charges.

When presented with hypothetical or real
information about your income and current
debts, complete an installment contract
to the satisfaction of a certifier.

* RESOURCES YOU USE
A.

Certifier:

Material$™ See resources list ingthe-back-of this workbook.

Materials must be studigd before Mmeeiing with the certifiér.

ARRANGEMENTS YOU MAKE

Activity 1

Your schedule for completion:

%

Apgointment with certifier:

1}

11
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Number of students participating:

1]

Transportation:

Activity 2

Your schedule for completion:

rd
[y

Appointment with certifier:

Number of students participating:

ll
\ v

'

Transportation:
\ .

A
-

L JL RESOURCES AND GENERAL NOTES

o




Ej Maintain A‘_.Chefk/ihQ‘Account

- WHAT YOU"DO

Follow the specified procedures for opening

an account at-a tommercial bank.

Balance a checkbook and recongile tbe
check register, canceléd checks .and
bank statement

HOW YOU DO IT--SPECIFIC ACTIVITIES

1.

'Make an ap 1cat1on for openlng a
checking account to the satisfaction
of a certifier.

Demonstrate to the satisfaction of the
person to whom you pay the money the
ability to write a check.

Demonstrate a basic understanding of
checking account procedures to the
sattsfaction of a certifier.

RESOURCES YOU USE

" A.
B.

’Certifier:.

" Materials: See resources 1ist in the back of this workbook.
Materials must:be studied before meeting with the .certifier.

|

) ]
ARRANGEMENTS YOU MAKE

Activity 1

Your schedule for c@letion:

.

. Appointment with certifier:

a9

13 =

NEW
"adcounTs




.

Nzi(vber of students participating: * ‘ ‘
~N “ -

) r |

‘ -

Transportation:. r . - .

/

Activitx 2°

Your schedule for completion:

~cd
-

Appointment with certifi er:

/ e - .
, Number of students pgrticipat'ing: ' _ o .

- Transportation:

Activity 3 ~ ’ ) B
. .o e

Your schedule for completion: | h .

- v
N

Appointment with certifier:
Number of students participating:

Transportation: ) - . *

-

USEFUL RESOURCéS,,AND GENERAL NOTES . .




o

B Provide Adequate Insurance For Yourself,
Family And Possessions
. s
WHAT YOU DO ' . ¥ =
[:] _Deciée to your satisfaction if
", regular insurance or some

alternative insurance better fits
your needs.

[:] Select an appropriate 1ife
insurance plan or outline your
alternative insurance plan to a
certifier. °

[:] Select an appropriate health
insurance p]ahi ,

[:]‘ Select appropriate automobile and
- property insurance plans. %

HOW YOU DO IT--SPECIFIC ACTIVITIES

1. Given hypothetical inforation about
family members, possessions, income
and age, explain the conditjons, of
the plan for each category of
insurance (health, 1ife, automobile
and property insurance plans) to the
satisfaction of an insurance agent.

OR
Given the same information as above, explain the conditions of “your
alternative insurance to the satisfaction of a certifier who does
not have regular insurance.

RESOURCES YOU USE

A. Certifier:

B. Materials: See resources list in the back of this workbook.
Materials must be studied before meeting.with the certifier.

12 ’ 19
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~ ARRANGEMENTS YOU MAKE

Activity 1

Your schedule for completion:

ki

Appointment with certifier:

- - P "

Number of students participating:

N
L s r -
~ - .

Transportétion:

-

. USEFUL RESOURCES' AND GENERAL NOTES

» -




o Q, ] 'F!ile State/An_d/Oro
. FFderal Taxes -

WHAT YOU DO%

[:] Comp]éte,a W-2 withholdifg form.
o [:] Comp]é}e a state income tax ford.

[:] Complete long and short federal
E income ;tax forms.

_HOW YOU. D0 IT{-SPECIFIC ACTIVITIES

- ) ‘
1. Given hypothetical information on” .-
income, occupation, interest payments,
. family deductions, property and age,™
- “ complete the required tax forms to
_'the satisfaction of an income tax
official. If you have a job, use
your own‘information for all of the
. required forms except the long
. federal form. '

¥
&

- -

RESQURCES YOU USE

A. Certifier:

~. B. Materials:” See resources list jnthe
- back of this workbook. Materiats

* . . must be studied before meeting with

' the certifier.

~

' ARRANGEMENTS YOU MAKE
. Activity 1
* Your schedule for completion: ’

Appocintment with certifier

~ W

17

14




Number of students participating:
‘Transportation:
X , " .
USEFUL RESOURCES .AND G!-ZNERAL NOTES : . . %‘;‘I’ )
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. B Budget Time And
__| Money Effectively

A

WHAT YOU DO

S

) [:] Plan a one-week schedule of_détivities.

[:] " -Plan a household budget.

HOW YOU DO IT--SPECIFIC ACTIVITIES

1. . Plan, carry out and record a schedule -
for \a period of seven days. The plan
mustinclude all activities you do, and
the record you keep must be completed
to thé satisfaction of the certifier.

Using your own family and household
". for-basic information or using -
hypothetical data, plan a budget
‘for three months to the satisfaction
. of a certifier. You must know
about gross and net. income and have
these-facts incorporated in the family
~and household budget before meeting with

the certifier.
- r

e

e « >
. 3

/" RESOURCES YOU USE.

R U Y

g A.  .Certifier:

B. Materials: See resources list in the back of thi§ workbook .
Materials must be studied before meeting with the certifier.
\ f ’ ‘

LI

ARRANGEMENTS YOU MAKE

Activity 1

Your schedule for completion:

Appointment with' certifier:

vt




Number of students participating: —

Transportation:

Activity 2 . . .
‘ Your schedule -for completion: + .

. ¢

N i A
..%\“ & < -
e Appointme’nt with certifier: .

) , N - N o ;

Number of students participating: . - ]

’ N [ ~ »
- - ' &

-~ = 7 pranspértation:

’. . X -

v ) , 3 .
USEFUL RESOURCES AND GENERAL NOTES ¢ e

-y

- . NPT P |
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—ﬁ‘ Maintain Good Physical Health And
_° Make Effective Use Of Lelsure Time

WHAT YOU DO SR
) . e JaN

Develop and follow a
fitness program that
g . suits your physical needs

Part1c1pate in activities that
are recreational to you

ﬁk. . :?(‘ ‘ .,
‘ ~ HON YOU DO IT--SPECIFIC ACTIVITIES &
1. G1ven an assessment of your
o physical - needs by a quaiified

person, identify your health and
, recreation needs: for example,
v weight reduction ar gain, increased
: ¢ strength and endurance and recreational
use of time. Based on this physical
profile, develop a physical fitness and
recreational  program leading to 1mprovement
in the areas you have identified. - ;

- 2. ‘Select two activities in which, to participate
over a period of three months. OQutline the
.plan and when you are done turn in a report of
the activities.

Ceawr e s .
¥
-

REgbURCES You Use
A. Certifier:

_B. Materials: .See resources list in the back of this workbook.
Materials must be studied before meeting with the certifier.

ARRANGEMENTS YOU MAKE
'/// . Activity 1

/ Your scheduie for completion:

18

-
:




N

Appolntment with certifiers:

4

y

Number of students participating: :

.

Transportation:

Activity 2

Your sc)zédula for completion: ..

Appointment with certifier:

L
~

e

Number of students participating:-

-

Fae

Transportation:

USEFUL RESOURCES AND GENER\AL NOTES

o

Vs




-WHAT YOU DO

-
>

D Respond\ ApprOprlately To Flre,
Pollce And Physi<al

Health Emergencies

Show a knowledge of
procedures 4f you had
to act  in an emergency
situation.

Demonstrate -a know]edge of
fire prevention and
effective action in
fire emérgencies.
2\

E

Pass a basié first
aid test.

HOW YOU DO IT--SPECIFIC
ACTIVITIES

1. Outline emergency ,
fire procedures to the satisfaction 6f a cert1f1er

2. Explain to the sat1sfact1on of a certifier appropriate action that
- You could take in at least five emergency situations.

3. Part1c1pate in a first aid class or seminar.

.RESOURCES YOU USE

A.  Certifier:

'B. . Materials: See resources 1list in the back of this workbook.

Materials must be studied before meeting with the certifier.

ARRANGEMENTS YOU MAKE
Activity 1 s

Your schedule for completion:

Appointment with certifier: i




Number of students participating:

Y
-

-
- e

Transportation: |

Activity 2

Your schedule for completion:

)

Appointment with certifier:-

-

+

Number of students participating:

’

Transportation:

Activity 3

Your schedule for completion:

-
AY

Appointment with certifier:

n

Number of students participating:

Transportation:

USEFUL RESOURCES AND GENERAL NOTES

.

-
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8 Participate In The
Electoral Process

WHAT YOU DO

Complete a voter registration form and
complete local, state and®federal
ballots.

Show an understanding of ‘the issues
involved in a ballot measure.

Demonstrate an understanding of the
o “progess involved in the resolution
of W issue in your life and activities.

X
* HOW YOU DO IT--SPECIFIC ACTIVITIES
1. ° Given hypothetical information about .
age, occupation and residence plus : .
information about candidates, complete ! .

the registration and ballot forms to '
the satisfaction of a certifier. '

2. Given two kinds of ballot measures, "
discuss your analysis of the pros and RN N
cons to the satisfaction of the

certifier. 4 \
'

3. Select an issue_in your community or

school and explain your position on

that issue to the sat1sfact10n of

a certifier.
RESOURCES YOU USE
A. Certifier:
B. Materials: See resources 1ist in the back of this workbook. It

is very important that you study the ballot measures before
attempting to be cert1f1ed

*
ARRANGEMENTS YOU MAKE

Activity 1

Your schedule for completion:




Appointment with certifier:
4
Numbér,of students participétiug:

.

1!aq;portation:

Activity 2

, .
Your schedule for completion:

IS
-

~
~ "
&

Appointment with certifier:
-

F

Number of students participating:

Transportation:

-~

Activity 3

Your schedule for completion:
Appointment with certifier:
Number of students participating:

Transportation.

l‘lSEFUL‘ RESOURCES AND GENERAL NOTES

23
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| Understand The Basic -

E Sti‘iiéturé And Function CITY HA\‘““{L
of Local Government —

NHAT YOU DO

Show an unde?stand1ng of the.job,
duties, obligations and-authority of

: - y— o~
S )
. elected and appointed officials. , . ' ]F: (.'

Explain ways in which you can hold an . J1ib 7.
official accountable. X : t} 1§h .
Show an understanding of the effects of -

lobbying practices by interest groups and . %ﬁijEA
individuals.

. &

. ) ) \
HOW YOU DO IT—-SPECIFIL ACTIVITIES . o ‘* C IF

. 1. Observe the legislative and executive ot , i

- functions of local governmenti - tﬂ1 J:il
operation by attending'a.city-louncil
meeting. .

—da

2. Select a person.from each of the

. legislative and executive branthes of -
local government and explain that
person’'s role and respons1b111t1es to
the satisfaCtion of that official.

3. Select an issue in which lobbying efforts S v
were clearty involved and explain the \\\\
effects of the lobbying efforts to the
satisfaction of a profess1ona1 special interest Lpbby1si

4. Exp1a1n to the satwsfact1on of your certifier, a var1et& of
ways that you can hold officials accountab]e, including re-elect1on,
recall and direct pressure.

-
~

RESOURCES

A. - C(Certifier: .

B. Materials: See resources list in the back of this workbbok You
must study the materials before meeting with a representative from

the legislative and executive branches. Certifiers for this
competency will probably. want to meet with groups of studénts.

Q‘24."'. _ 2'7
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ARRANGEMENTS YOU MAKE
. Activity 1

Your schedule for completion:
¥ Appointment with certifier:

Number of students participating:

Transportation:

Activity 2 s

Your schedule for completion:

Appointment with certifier:

Y

N

Number of students pafticipating:

¥ &'ra.nsporta tion:

Activity 3

Your Schedule for completion :

Appointmént with certifier:

X

we 28

"
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Number of students participating:

T Sy,

Transportation:

Activity 4

Your schedule fér completion:

t [y

Appointment with certifier:

>

Number of students parti ci pating:
Transportaticn:

Y

LUSEFUL RESOURCEE AND GENERAL NOTES
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Explain Personal Legal Rights h

NHAT YOU DO

Show a practical knowledge of the ba51c
Constjtutional guarantees.

Explain your procedural mghts (due \\
*«process), ways you can claim them

and limitations to individuals' : 7
.abilities to claim them. H ,
Show an understanding of consumer E .
rights and use of consumer : o
protection agencies. ottt REX
; ' i
HOW YOU DO IT--SPECIFIC ACTIVITIES. . R[(;f{]jg' | -

1. Exp1a1n “to- a ecertifier the various
rights guaranteed by the Constitution.

2. Explain to a Legal ,Aid lawyer the ways
in which rights can be unequally
interpreted for the poor and the
rich and how people can protect
themselves against such

inequitable treatment. g'

3. . Given infarmation on consumer »
‘abuse, explain consumer protection laws
and - the use of consumer protection agencies to the
satisfaction of a representative of a consumer protection agency.
Try to draw from your own experiences as a consumer,

RESOURCES YOU USE By :
A. Certifier: , , o
B. Materials: See resources list in the back of this workbook.

You must study the materials before meeting with the qertifiers.

X ‘This is extremely important. N

ARRANGEMENTS YOU MAKE
Activity 1 , :

Your schedule for completion:

ks

27




Appointment with certifiers:,

E

Number of students participating: 32

|
n ‘ . . ; .
|
|
|
|
i
|
|
|
|
l

-, Transportation: © . .

Activity 2 - _ ' g .

Your scl%gdule for completion:

2 . .
P v .

N N

- om. - N .

. .

£ ~E L ‘ .
%' - Appointment with certifier: N ‘ :
. ) - ¢ ’ N ’ . .

v °

3

Number of students\ participating:

¢

Transportation: N i ' ‘

Activity 3 t\ .
Your scheduie for complétion: -

1

|

|

|

|

- |
: |

o M
_ Appointment with<certifier:

£

Number of students participating:

{

Transportation:

~ £
¥

. USEFUL RESOURCES AND GENERAL NOTES ' .



Make Appropriate Use
Of Public Agencies

NHAT YOU DO-

. . Comp]ete application to the ‘
- Federal Insurance Contribution Act
‘ - (FICA), which provides Social
Security.

Show an understanding of benefits
_ available from public agencies.

Survey public 1nformat1on ava11ab1e
‘through . 1oca1 government agencies.

Demons trate effectfve tactics for easy
and successful use of public agencies.

HOW YOU DO- IT--SPECIFIC ACTIVITIES ?

1. 'Make an app11cat1on for and secure a
Social Security Card. :

2. ‘Using information either hypothetical
. or from a person you know, complete -
- application for Unemployment
Compensation. -

[

3. Using information availablewat the
county courthouse,-1ist the following .
information about your present place of residence:

~

t

a. assessed va]uat1on

b. property tax amounts by category of allocation

c. ¢« zone designation

d. type of sewer service i

e. all assessments against that property (sewer, street,
lighting, fire district, water district, roads, etc. )

f. monthly payments or rent

g. legal rights for the tenant, if rented property .

4. Contact a public agency to obtain some 1nformat1on or services and
keep a record of the steps you go through (aétions,.names, titles
-and phone numbers of contact people; run-arounds if any; etc.)
in order to obtain the information or services desired.” Discuss
’ procedures for contacting public agencies with a representative of
a citizens' group such as the League of Women Voters.

14
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RESOURCES YOU US . ¢
A. Certifier: AR -

B.  Materials: See resources list in the back of ‘this workbook.

ARRANGEMENTS YOU MAKE - ) ‘ ;
Activity 1 . o 3 : . .

Your schedule for completion:
\l

» App,oiptmentl with certifier: - )
s ! , 4 - .
=, Number of students/ participating: )
c LN .
Transportation: ) .o
Activity 2 . .

Your sghedule for completion:
k-

Appointment with certifier:

Number of students participating:

.

Transportation:




o

-Activity 3

Your schedule. for completion:

-

- Appointment with certifier:

. \ I

Number ot: students participating:
» > ‘_;’
. g

\(Z'ranspoi‘ta tion:

Activity 4

Your schedule for completion:

Appointment with certifier:
L3 { Ay
t
A

4

Number of students part.ic.ipat.ing:

Trans porta‘t.i on:

USEFUL RESOURCES AND GENERAL NOTES

2

Qo




"WHAT YOU DO

‘[E} Make Application For Embloy‘ment
And Successfully Hold A Job

[:] " Go- through the steps to obtain a '
. Jjob. . |

[:] . Either obtain the job or research
the job characteristits that
would directly affect an employee.

HOW YOU DO IT--SPECIFIC'ACTIVITIES

1. . Read classified emp]oyment ads or .
register with the State Employment

Office and-use their listings;
choose at least one job, prepare

a resume, make application and
have an interview for the job.

2. Either ‘obtain the job and work for
a specified period of time, or
explain to the certifier details
about the job such as salary, hours,
fringe benefits, vacation and
holidays, dress regulations and job-duties. . If you already ho]d
a job, that will sat1sfy the requirements for this competency.
Have your employer sign the Competency Certification form.

Rijyﬂﬂcgf YOU USE
Al ifi

Certifier:

B.  Materials: See resources 1ist in the back of this workbook.

ARRANGEMENTS YOU MAKE *

You w11] be respons1b]e for contacting an employer and you must obta1n
cert1f1cat1on from the employer.

Act1v1tx ]

Your schedule for completion:

-



Appointment with certifier:’

*
*

Number of students participating:

Transportation:

~

Activity 2 ' ‘ i
. . i

Your sphedulé for completion:

o

Appointment with certifier: ) .

*

Number of students participating:

« * ° . - e

Transportation: v

-~ USEFUL RESOURCES AND GENERAL-NOTES

SENGE. . A
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WHAT YOU DO

‘Outline, safety and defensive driving

HOW YOU DO IT--SPECIFIC ACTIVITIES

1.
2.
3.
¢ 4.
5.

. qu]ic trangportation.

= Either Pass the state wrwtten “and
.“4 driving tests. to the_satisfaction

Operate And Mainiain
“An Automobile - .

et

Get both a Tearner's permit and a
driver's. license. °

Outline’the essential elements of an
automobile maintenance program.

techniques.

Itemize auto expenses and compare
them with the expense of using

of a Motor Vehicle Division examiner
and get a driving permit and license,
or on parent request, pass the written
portion only._

Develop a maintenance program for ‘an
automobile to the satisfaction of an

automobile mechanic. Change a tire, .

replace a fuse and descr1be winterizing |
techniques., )

Demonstrate defensive dr1v1ng techniques to the satisfaction of-a
driver training instructor. ‘(If you select option two of
Activity 1 above, a verbal explanation is acceptable.)

Describe to theAsg%isfaction of a certifier emergency techniques
if an auto stalls on a freeway.

/ List to the sat1sfact1on of the certifier all the costs of

purchasing, insuring and maintaining. an automobile for one year.
Include interest, maintenance and’depreciation- costs. Compare
these costs to the expejfe of using public transportation for one
year, i

!
I
|
|

-~ 37




RESOURCES YOU USE

A.  Certifier: ’ i ' ‘ : .

B.. Materials: See resources list in the back of this workbook..

ARRANGEMENTS YOU MAKE ‘ :
Activity 1 ' . ' ' T }
Your schedule for ct;mpletion: )

<

Appointment with certifier: . ' <

.

Number of students participating: -

¢ .. N
Transportation: . - .

Activity 2 »

N ~

* Your schedule for completion: .

L4
Appointment with certifier: ™~

Number of students participating:
w »

Transportation:

Activity 3

Your schedule for completion: ) .



« Appointment with certifier:

Number of students participating:

i

—

' ¢ 'Transportation:

5

¢

Activity 4
Your schedule for completion:

3

Appointment with certifier:

' Number of students participdting:

Transportationsy———— - . f

Activity 5 | N
Your schedule for completion:
g;ppointment with certifier:

Number of students participating:
iy ; p

[

Transportation:

USEFUL RESOURCES AND GENERAL NOTES

<




R

-

o .

Suggested Resources For Competencies

% .

Please contact school staff coordinating the competencies for
assistance if you have difficulty locating any of the resources
listed below. T

1.

~

Transact business on d crédit basis.

Suggested Materials

books on credit
responsibilities and tse

credit card requirements -
and applications

" sample contracts from various

. Stores
federal and state laws on
cradit, .interest,
* bankruptcy, contracts,
minors, etc. ’

Maintain a checkiﬁg account.

Suggested Materials

books on managing personal
income
sample checking accounts

Agencies to Contact

local banks and credit unions ‘
debt consolidation agencies
consumer protection groups

and agencies
state Iegislators

Agencies to Contact
local banks -

P;ovide adequate insurance for yourself, your family and'possessions.

Suggested Materials

books on general
recordkeeping

insurance brochures

sample_insurance policies
of various kinds

state laws pertaining to
insurance.

.

File state and/or federal taxes.

N

§gggésted Materials’

tax forms and instruction
bpoklets
simulated tax problems

Agencies‘to Contact

1oca}_insuran€2 agencies
state insurance division °

s

Agenciés to Contact

state and federal tax agencies
private tax consultants

g



- sample ballots”

Budget time and money effectively.

Suggested Materials ‘Agehcies to Contact

bobks on general thécé; education agencies (e.g.,
recordkeeping / home economics department)

books on financing local banks )

pamphlets on budgeting and -

’  planning

Maintain good physical health and make effective use of leisure time.

Suggested Materials " Agenciles to Contact

booklets on various physical state and local park services

activities _ . physical education departments of
books on health, exercise, . local schools -and colleges
diet and fitness .

Respon@'qppropriate]y‘to fire, police and physical health emergencies.

-Suggested Materials Agencies to_Coﬁtact

books on first aid
pamplilets on emergency
procedures

police, fire and health (mental
and physical) emergency agencies

Participate in the electoral process.

Agencies to Contact -

voters' groups .

federal, state and local - .
government representatives

lobbying groups

county elections office

Sugygested Materials

voters' pamphlets

voter registration forms
federal, state and local
election laws

Understand the basic structure and function of.local government. .

Suggested Materials Agencies to.Contact

A
city and county charters state, county and local
state constitution * governing'bodies
booklets on judicial system, ‘
lobbying and youth roles . -
updates on constitutional .
amendments and local ‘
‘ordinances
local newspapers : ) -
books on government ’ T

~n




10.

13.

O

ERIC

Aruitoxt provided by Eic:
oo .

1.

12.

Explain pe.sonal legal rights. »

Suggested Materials " +vAgencies to Contact

pamphlets on youfl® and law consumer protection agencies
U.S. Constitution - local law enforcement agencies
state constitution ’ federal, state and local

warranties and guarantees

booklets on consumer protection *

HEW regulations on rights of
students

government representatives

Make appropriate use of public agencies.

Suggestéd Materials \ Agencies to Contact

booklets on Social Security, public agencies (cit county,
Welfare, Unemployment state, federal) )
Insurance, etc.

samplé forms for various.
agencies

‘Make application for employment and successfully hold a Jjob.

Suggested Materials Agencies to Contact

various job applicatians ‘local employment agencies i
booklets on job finding private employment firms
sample resumes employment directors of businesses
information on Unemployment and agencies

Insurance

sample agreements from private
. employment firms

Operate and maintain an automobile.

Suggested Materials Agencies to Contact
autc consumer report motor vehicle departments
state motor vehicle laws autv sales and service shops

service manuals
drivers' manuals

39
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‘Sample Competencies Scheduling Chart /

Here's how to complete your competencies schedule (page, 4l):
Last all competencies and the number of activities in each in the left-hand columns. Enter in the proper monthly columns the . -
date you plan to start working on each competency and the date you intend to complete each. Remember: you can work on the

competencies in any order you, choose. Keep your schcdu%e current by changing the dates when necessary. When all activities
of a competency have been certified, enter completion date in the raght-hand column.
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Aruitoxt provided by Eic:
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COMPETENCY CERTIFICATION

)

competencies

Nhen you satisfactorily com

in the date.

Keep ' the sheet as,your record of completion of the competencies. .

INSTRUCTIONS

Print in ink or type the name, title, business address and te]e
This information should be on file in your schoo

Student:

D

-

phone number of each certifier spec1f1ed for the
1 or program.

plete a competency the certifier(s) should sign the certificatﬁon‘sheet and fill

COMP.
No.

CERTIFIER'S NAME (PRINT)

CERTIFIER'S SIGNATURE

DATE

r

TITLE AND BUSINESS ADDRESS

PHONE™ NO.,

‘o

.




CERTIFIER'S NAME (PRINT)

CERTIFIER'S SIGNATURE

*y

DATE | TITLE AND BUSINESS ADDRESS

PHONE NO.

/

e}
et
=1 TN

.
LA

»

//\\l

/

/

\
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