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Overview  

BOG overview  

The Bridging the Opportunity Gap (BOG) initiative provides funding for workforce development 

training that support s the success of youth committed to the Department of Youth Services 

(DYS).  DYS is the juvenile justice agency for the Commonwealth of Massachusetts, and the 

agencyôs mission is to make communities safer by improving the life outcomes for youth in their 

care.  Through Commonwealth Corporationôs contractual partnership with DYS, the BOG initiative 

was introduced in 2006 through funds from the Massachusetts State Legislature and has 

supported innovative transition and re -entry programming for youth ever since.  

 

Purpose of Curriculum  

This curriculum guide is intended for those agencies providing services to youth in a BOG 

program. This curriculum guide provides the workshops to be covered, activities and estimated 

times, materials and resources, and facilitation steps.  Be aware of the estimated times and 

adjust them accordingly based on your participant size, timeframe of your workshops, and the 

learning needs of your group. 

Completing the career readiness components will prepare youth to be successful in jobs, learn 

from their experience, and work on their BOG Student Career Portfolio. By the end of the 

program, each youth will complete a BOG Student Career Portfolio that includes:  

¶ A resume; 

¶ two cover letters;  

¶ one sample thank you note; 

¶ copies of certifications and/or training certificates;  

¶ two reference letters (preferably from employers and program staff);  

¶ a listing of vocational competencies earned (if applicable);  

¶ one writing sample;  

¶ a completed job application; and 

¶ a sample employment e-mail inquiry. 

 

Part I: Orientation  

During orientation participants will have the opportunity to learn about your organization, the 

BOG program, and start building skills to prepare them to enter into work.  The following 

workshops are required during the orientation training:  

o program expectations  (including a review of the agencyôs Guidelines or Code of 

Conduct for youth and staff, program criteria, attendance requirements, and  

accessing an ñassent of wardò if the youth will be ñaging outò prior to the end of 

the program):   
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o development or review of a career interest inventory;  

o setting career and workforce short and long term goals;  

o documentation for employment (I -9, work permit s, W-4 forms, etc. );  

o workplace habits and dress code; and  

o initial work on the BOG Career Portfolio: 

Á Writing Sample (Topic 3 Workshop 3); 

Á Email Inquiry (Topic 4 Workshop 1);  

Á Job Application (Topic 4 Workshop 2); 

 

Part II: On -going Career Readiness Training 

The on-going career readiness sessions should provide youth with an opportunity to come 

together as a group and discuss employment progress and challenges.  The purpose of these 

sessions is to provide youth with an opportunity to increase their skills tr aining, discuss their 

work, training, and/or leadership experience, and complete the additional items of their BOG 

Student Career Portfolio: 

BOG Student Career Portfolio completed during these sessions:   

Á a resume (Topic # Workshop #);  

Á two cover letters (Topic # Workshop #);  

Á one sample thank you note (Topic # Workshop #);  
 

The remaining items that youth should include in their portfolio are the following:  

Á copies of certifications and/or training certificates;  

Á two reference letters (preferably from employ ers and program staff);  

Á a listing of vocational competencies earned (if applicable); 
 

Portfolio Tips  

As you move through the curriculum with the participants it is recommended to provide youth 

with folders in order to keep all the materials they work on du ring career readiness training.  It is 

ideal to hand out the folders during the first meeting and have participants write their name on it 

or decorate it to make it unique.   It is suggested that you collect the folders and hold on to 

them for the duration  of the program.  Hand out the folders at every meeting so participants can 

look at their previous work completed in meetings and add to the folder.  All of the documents in 

the folder will aid in the development of the career portfolio.  

Another suggestion is to keep a flash drive with a folder for each participant in order to save all 

the electronic versions of their career portfolio pieces.  It is recommended that the program 

keeps this information in a locked space on one flash drive until the end of the  program because 
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youth may come in and out of programs. As individual youth complete their career portfolios you 

should give each individual their portfolio saved on their unique flash drive.   

It is also recommended to provide the participants with presen tation folders so program staff 

can teach the participants how to print their documents on quality paper and construct their 

portfolio for presentation.  Each participant will have a professional looking hard copy to bring on 

interviews and the flash drive with the materials to print for future need.  

Getting to know Your Participants  

Understanding the phases of the Department of Youth Services (DYS) system and the Empower 

Your Future initiative will help BOG facilitators be more aware of the career readiness 

experiences that youth have prior to their arrival at your BOG program. The DYS Continuum of 

Care consists of multiple phases including detention residential programs, assessment residential 

programs, treatment residential programs (hardware secure and staff secure), community, and 

revocation residential programs.  The Empower Your Future curriculum is comprised of a series 

of guides created for use in each phase of the continuum of care to guide youthôs 

education/career development.  The curriculum is delivered 3 days a week in while the student is 

in residential programming. The curriculum is project and activity -based and is intended to help 

participants not only acquire the knowledge and skills necessary for career development and 

employability, but al so to help support a positive outlook and attitude for their future. The 

broader Empower Your Future initiative is comprised of the curriculum as well as activities to 

develop the voice of DYS youth in their treatment, transition, and discharge plans. Planning for a 

youthôs discharge begins upon their entry into the system and the Empower Your Future 

initiative helps youth to be active  participants in this process.  

EYF Across the DYS Continuum of Care 

The following graphic displays the progression of phases across the continuum of care: 

 

Å EYF in Detention: When youth enter the system they are placed in a detention facility.  In 

detention the EYF curriculum is focused to help students learn how to advocate for 

themselves by explaining their absence from work or school because many youth return 

back to the community.   
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Å EYF in Assessment: If a youth is committed to DYS they are moved to an Assessment 

facility.  EYF Assessment consists of 10 lessons with two goals including to start the 

career exploration journey and to determine an appropriate educational pathway to 

obtain a high school credential (HiSET or HS diploma). Students complete a Career 

Decision Making system (CDM) assessment to help guide their initial career exploration. 

While in Assessment an appropriate Treatment facility is determined for the youth.  

Å EYF in Treatment: This curriculum works to deepen the career exploration started in 

Assessment by guiding students to research specifics about preparation required for their 

career of interest, create realistic goals to transition back to the community and have 

successful futures. MassCIS (masscis.intocareers.org) is the primary career resource used 

in the treatment curriculum.  

Each unit of EYF in Treatment ends with a presentation.  In treatment the yo uth are 

working towards a final project.   Youth present their EYF projects during their monthly 

treatment team meetings in order to have voice in shaping their Community Services 

Treatment Plan. 

Å EYF in the Community: This curriculum guide provides youth with the opportunity to turn 

their plans established at previous phases of the continuum of care into action. This 

guide helps youth become more job ready and continues career development by gaining 

actual work experience and/or participating vocational tra ining, and through the 

development of the BOG Student Career Portfolio.  

Å EYF in Revocation: This curriculum resource is currently being piloted in DYS Revocation 

programs across the state. Through this curriculum students will use EYF resources to 

work on personalized revocation goals in order to make a successful transition back to 

the community and continue to take steps towards their long term education and/or 

career goals.  

EYF helps youth make gains within the classroom but in order to fully link EYF to discharge 

planning it needs to be connected across all services provided by DYS (BOG is funded through 

Commonwealth Corporationôs contractual relationship with DYS and therefore an additional DYS 

service).  Our goal is to integrate EYF across programs with adults collaborating together to help 

youth establish and make progress towards their goals. One example of how we do this is by 

creating career and educational pathways that allow the youth to continue working on their 

goals and creating new ones in the community through BOG. 

Collecting Past Career Readiness Work 

To better connect to the career readiness work previously completed by the student it is 

important to collect and review past EYF final projects that youth have completed. Collecting the 

final projects can occur as a part of the youth referral process, CommCorp provides a referral 

form in the appendix of the Grantee Handbook that includes questions to ask DYS in order to 

collect this information.  Some examples of past work may include a youthôs EYF Assessment 
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final Project (which includes results from the Career Decision Making tool) and the EYF 

Treatment final project or other work completed from the treatment program.   

You will need to work with DYS in order to obtain referrals.  In many circ umstances you will 

work the District Manager.  The District Manager in your area will know how to obtain the 

previous career readiness work.   

Collecting previous work completed by the youth will help you build off their previous experience 

and expand their career readiness skill development.  In addition, this information will allow you 

to use the information to build relationships with the youth and refer to their identified interests 

to continue their learning.  If you are providing subsidized employment , this information can also 

assist you in setting up appropriate work experience opportunities that match their interests.  



DRAFT  

 
Bridging the Opportunity Gap  |  Career Readiness Curriculum Guide  Page 6 

 

Setting up the Environment  

A warm and welcoming environment can create a sense of safety for participants as well as 

allow trust to  develop. Itôs always helpful to greet the participants with a smile and in a cheerful 

manner. If possible you will want to have snacks available for participants and set the décor in 

the room to be inviting to youth as much as your space allows.   

Part of setting up the environment is to open and close each meeting with consistency and allow 

youth voice in the process.  Listed below are materials and some facilitation steps to follow to 

open and close each meeting: 

Materials Needed:  

¶ Flip Chart Paper or White Board 
¶ Markers 
¶ Agenda 
¶ Youth Sign In Sheet 

¶ Folders for Youth Participants 
¶ Youth Time Sheets 
¶ Youth Pay Check and or Gift Card Log 

Open  

1. Set the room in a circle so that everyone can see each other.  The circle will allow people 

to stay alert and engaged and open to share.   

2. Always have the agenda printed in a visible place (white board or flip chart paper).   

3. Always have the group agreements* in a visible place (white board or flip chart paper).  

4. Welcome everyone in the room and have them grab snacks and direct them to the sign 

in sheet. 

5. Ask for a volunteer to read the meeting agreements* and ask if anyone would like to add 

anything new. 

6. Have everyone do a quick check-in on how they are feeling that day. Doing a quick 

check-in can give you a good sense of where people are at that day and who may or may 

not need extra support. You can have them do this by using words, thumb 

up/sideways/down, or relating it to a color, etc.  

Once participants begin work or training experience add:  

7. Begin every meeting with an update from their work experience, training/vocational, 

and/or leadership training.  Have the participants describe where they are working or 

training, the duties they perform, what they learned since the last meeting, and any 

challenges they faced.  Allow time for participant feedback and facilitator feedback.   

Close  

1. Have participants share what worked well for them and what did not.  This process will 

allow you to incorporate changes for the next meeting.  

2. Have participants hand in their individual folders wi th their work in it for you to keep and 

hand out at every meeting.  

3. Have participants fill out meeting time sheets.  

4. If participant paychecks or gift card are distributed during Career Readiness have youth 

sign the paycheck or gift card log book.  

5. Have participants sign out on the meeting sign out sheet.  
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* group agreements will be explained in further detail in Workshop  

Topic 1: Orientation  

Length of Topic:  1 hour, 1 workshop 

Workshop 1:  Welcome  

Outcomes  Learning Objectives  

¶ Create meeting agreements  ¶ Understand the program expectations and 

policies. 

¶ Identify expectations  ¶ Get to know the other program participants.  

¶ Make commitments  ¶ Know what documentation is needed for 

employment 

 

Materials:        

Facilitator Resource 1-1: Sample Code of Conduct/Program Agreements (Sample included but hand out 

the form submitted with your grant proposal)  
Facilitator Resource 1-1: More Engaging Reading Strategy- Jigsaw Reading Guidelines 

Facilitator Resource 1-1: Sample Group Agreements  

I -9 Form (http://www.uscis.gov/files/form/i -9.pdf) 
Work permit ( http://www.mass.gov/lwd/docs/dos/youth -employment/youth -application.pdf 

Flip Chart Paper 
Two-Pocket folders for participants 

 

Activities and Facilitation Steps  

1.  Welcome and Introductions ï 10 minutes  

¶ Have everyone introduce themselves by name along with one of the opening questions listed 

below: 

o What is your greatest strength? 

o What is one thing you hope to learn today (or in this program)?  

o What is the ideal job (or career) for you?  

o What are three words you would use to describe yourself? 

 

2.  Program Agreement/code of conduct ï 15 minutes  

¶ Describe the program to everyone including:  

o the length of the program;  

o how often meetings take place;  

o what they have to accomplish before being placed at a work site;  

o when they can expect to be placed at a worksite;  

o what the meetings will look like before, during, and after completing a work experience; 

what the participants will learn;  

o what products they will come out of the program with (i.e., portfolio, certifications, etc.); 

and how much they will be paid.  

¶ Ask participants if they have any questions and allow time for questions/answers.  After hearing 

about the program ask the youth if they are all still interested in participating.    

¶ Take out the code of conduct/program agreement that outlines expectations, policies, and 

consequences for participation. 

o Refer to Facilitator Resource 1-1 Sample Code of Conduct/Program Agreement 

http://www.uscis.gov/files/form/i-9.pdf
http://www.mass.gov/lwd/docs/dos/youth-employment/youth-application.pdf
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o Actual  Code of Conduct/Program Agreement should have been created with grant 

proposal  

¶ Explain to participants that they will divide up the program agreement/code of conduct and read 

them using a reading technique known as Jigsaw Reading in which they will become experts on 

certain sections of the reading and have to report out to others.  Have participants partner up or 
form small groups to read assigned section of the program agreement/code of conduct using the 

Jigsaw Reading technique. 
o Refer to Facilitator Resource 1-1: More Engaging Reading Strategy- Jigsaw Reading 

Guidelines 

¶ Take turns sharing out each section program agreement/code of conduct using the so that 

everyone can hears the expectations.  Give time for questions/answers.  Have participants sign 

and turn in.  Offer the participants a copy for their records.  

¶ Hand out participants folders and have them put their names on them and decorate.  

¶ Collect signed agreement/code of conduct 

 

3.  Group Agreements ï 10 minutes  

¶ Let the participants know that just like program agreements you would like to create group 

agreements.  Group agreements guide how everyone interacts with one another during the 

meetings that everyone can agree to and also hold each other accountable to.  

o Ask the participants for suggestions and write them down on flip chart paper.  If the 

participants have missed something that is important, ask if you can add to the list and if 

they agree.   

o Refer to Facilitator Resource 1-1: Sample Group Agreements for additional suggestions 

¶ Once the list is finalized, let everyone know that you will review before every meeting and that the 

list can be updated as you meet. 

 

4.  Workplace documentation ï 15 minutes  

¶ Ask participants if they know what documentation they need for work.  Co nfirm and/or add 

anything the participants missed.  Review why documentation is needed and the forms that 

employers have employees fill out.  

¶ Pass out the I-9.  Ask the participants if they know what this form is for.  Confirm and/or add to 

their knowledge using the resource link above in Materials section that describes the I-9.  

o I -9 can be printed using the link above in materials section  

¶ Have everyone fill out the I -9 and circle around to help individual participants if needed.  

¶ Ask participants if they know what a work permit is and if they need one.  Review what they are, 

who needs them, and laws for youth workers (you will find this included with the link provided 

above in the Materials section).   

¶ Have the participants fill out the workers permit form , but inform them that you will collect it and 

hold on to it until the time comes for them to begin work. In the meantime, inform the 

participants that they should contact their local school department to find out where the work 

permit application should be submitted for approval.  

o Work permit can be printed using the link above in Materials section  

¶ Collect the signed forms  

 

5.  Closing ï 10 minutes  

¶ Process check 

¶ Collect folders 

¶ Have participants fill out time sheets and sign out  
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Commonwealth Corporation P rogram Agreement Requirement for Youth Programming  

Through grant funding, Commonwealth Corporation provides youth in DYS custody innovative and high 

quality programming which supports Positive Youth Development by building pro-social behaviors, 

supporting and enhancing education, developing employability skills, and providing innovative and high 
quality career development.   

 
¶ In order to be considered for DYS youth programming, prospective grantees must explicitly define, 

acknowledge, and enforce program agreements that outline expectations for youth, volunteers, and 

employees participating in, or working for the program.  Other policies that should be in place at the 

agency and support this agreement include transportation, ethics standards, internet/media use and 
cell phone use. Before an employee or volunteer can be considered for employment in any programs 

funded by Commonwealth Corporation they must have completed a comprehensive application 
including contact information, experience, and references, completed and passed an approved 

background check including but not limited to a Criminal Offender Registry Inquiry (CORI), 

successfully participated in an employee and/or volunteer training.  
 

Beyond the specified application requirements, prospective grantees must also submit a written account of 
Program Agreements inclusive of youth, volunteers and employee expectations to Commonwealth 

Corporation for consideration.  
 

Program Agreements should provide an overview of the principles, values, standards, or rules of behavior 

for youth, volunteers, and employees.  If your agency does not have an explicit, written set of Program 
Agreements, please develop one using the suggested language below.  The following language serves a 

minimum standard for the development o f your organizations Program Agreements.  Program Agreements 
will be signed and counter-signed by a supervisor in order to be considered a valid and enforceable 

document.       

 
Suggested language and Elements of Program Agreements- 

 
(Name of agency) is a youth-serving, community based organization dedicated to providing a range of 

services to young people.  In order to ensure that the youth program is a positive and enjoyable 
experience for all participants, it is necessary to establish and apply agreed upon standards of behavior. In 

listing the following expectations, we cannot anticipate every eventuality, and therefore any behavior 

which is inconsistent with maintaining a positive and safe atmosphere, will be deemed as a breach of the 
Program Agreements. 

 
[In the area below each Program Agreement we suggest that your organization provide a detailed list that 
further describes the agreement.  The list should be written in a way that describes what people should do 
to support the agreement rather than a lis t of rules or things that people should not do.  For example:  will 
use language free of profanity]  

 
1. Program staff, volunteers and youth will be considerate of others well -being, and be respectful to 

self, others, and property  
 

 

2. Program staff, volunteers and youth will maintain an environment that promotes safety  

 

Facilitator Resource 1 -1 Sample Code of Conduct/Program Agreement  
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3. Staff, volunteers and youth will dress appropriately  

 

 

4. Staff, volunteers, and youth will use computers, internet, and technology appropriately and for 
program purposes only 
 
 

5. Staff, volunteers and youth will  maintain confidentiality of all information shared as a result of 
participation in [insert program name here]  
 

 

Employees, volunteers, and youth will maintain appropriate professional and personal boundaries at all 

times.   Personal contact should not occur outside of the program hours of operation.  Any violations or 

suspected violation of the Program Agreements are to be reported to program supervisors.  

 

I have read and I understand the Program Agreements.  I agree to abide by the agreement s described 

above and understand that I may be removed as a participant, volunteer or staff member if I violate any 

of these agreements.   

 

Signature 

Date 

 

Witness (signature of supervising manager) 

Date 
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JIGSAW READING GUIDELINES  

When facilitating we often share resources with youth and ask them take turns reading the materials. This 

reading strategy known as round robin reading has been proving to be an ineffective way to engage 

participants in reading comprehension. The following guidelines provide the facilitator with steps to the 

Jigsaw Reading Activity that is a more effective way to engage student in the reading to better understand 

the content and take more control of their own learning.  

Jigsaw Reading Activity  

1.       Divide participants into small, heterogeneous groups. 

2.       Each group should select one person to be the leader and group member roles. 

3.       Divide the articles between the groups and assign each group member one segment to 

read. 

4.     Distribute recording sheets to group members so they can take notes.  

5.     Give the group members time to read their segments.  

6.    Form ñexpert groupsò and have the ñexpert groupsò discuss the main points of their segment. 

7.     Have participants move back into their jigsaw grou ps and present their segments. 

8.     Other group members should ask clarifying questions for deeper understanding. 

9.     Reconvene as a whole group to discuss findings and clarify any questions.  

 

 

 

 

 

 

 

 

 

FACILITATORS RESOURCE 1 -1: MORE ENGAGING READING STRATEGY  
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Meeting agreements are mutually agreed upon between program participants and staff to guide the 

interactions of the group.  Sometimes when participants are asked what they would like they may need 

some examples to get them started in their thinking process.  Following are some standard meeting 

agreements: 

¶ One person speaks at a time 

¶ Turn off cell phones 

¶ Confidentiality ï what is shared in this group stays here and what happens outside of this group 

stays outside 

¶ Respect ï Listen carefully without judgment  

 

Setting meeting agreements allow everyone to hold people accountable to interact to the terms agreed 

upon.  Facilitators can refer back to the agreements as well as the participants and new ones can be 

added at any time.   

 

 

 

 

 

 

 

 

 

 

 

 

FACILITATORS RESOURCE 1 -1: Sample Group Agreements  
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TOPIC 2: Career Interest and Goal Setting  

Length of Topic:  1 hour, 1 workshop 

Workshop 1:  Career Interest and Goal Setting  

Outcomes  Learning Objectives  

¶ Identif y career interests  ¶ Understand personality type and careers that 

match or understand their interests and 

occupations that match 

¶ Identify short -term goals  ¶ Understand the difference between short -term 

and long-term goals 
¶ Understand the importance of planning, 

preparation and practice in reaching goals 

Materials:        

Group Agreements      

Facilitator Resource 2-1: Goals Definition Sheet 

Participant Handout 2-1: Interest Inventory   
Holland career interest (http://www.truity.com/test/holland -code-career-test) 

Four type personality survey (http://www.truity.com/test/type -finder-personality-test) 
Participant Handout 2-1: Short Term Goal Worksheet   

 

Activities and Facilitation Steps  

1.  Welcome and Introductions ï 10 minutes  

¶ Have everyone come in and have a snack 

¶ Review meeting agreements and agenda 

¶ Quick check-in (You may want to do another round of introductions so everyone has the 

opportunity to learn names)  

 

2.  Career Interest Inventory ï 20 minutes  

¶ Ask participants if they have done a career interest inventory before.  There is a good chance that 

many may have completed one in their previous Empower Your Future classes, such as a Career 

Decision Making System-Revised (CDM-R) and/ or O*NET profiler.    

o Ask for willing participants to share the results of their completed career int erest 

inventory.   

¶ Let the group know that they will be completing an interest inventory so that they can determine:  

o If the inventory matches up with what they think they are interested in;  

o (for those who do not know what they are interested in) the inven tory can give them a 

few ideas about possible interests; and 

o (for others who have completed an inventory before) the inventory can help them 

determine if their interests have changed over time.   

¶ Choose between the interest inventory (Participant Handout 2-1), Holland career interest 

(computer based), or the four type personality  survey (computer based).   

o Depending on the size or learning style of your group, you may want to split the 

group and have one group do the paper career interest inventory and the rest of the 

group a computer based inventory.   

¶ Walk around and give guidance to those who need it.   

¶ When the participants have finished, have them share their results.  

o To add to the discussion ask if they believe the results are a good match for them  

o Ask them to describe what career they have identified to explore.  

http://www.truity.com/test/holland-code-career-test
http://www.truity.com/test/type-finder-personality-test
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3.  Short -Term Goal Sheet ï 20 minutes  

¶ Now that they have identified a career to explore, explain to them that it is important to come up 

with short term goals to guide them in exploring their c areer. There is a good chance that many 

participants may have created short and/or long term goals in their previous Empower Your 

Future classes, through unit projects such as the Life is a RollerCoaster project (EYF Treatment 

Unit 9) and the Possible Selves tree (EYF Treatment Unit 3) and their final projects (in both EYF 

Assessment and Treatment). You can discuss their previous goals in order to introduce the 

creation of new goals. 

¶ Explain the difference between long term and short term goals.  Have the d efinition of SMART 

goals written large on newsprint where you can hang it up and explain them to the group.  

¶ Encourage any participants who feel comfortable to share a time they have set and achieved a 

short-term goal (completed an assignment on time, pract iced a sport every day to improve, etc.), 

and how it fits as a SMART goal. 

o See examples on Facilitator Resource 2-1: Goals Definition Sheet for Facilitators 

¶ Hand out short term goal sheet and explain how to fill out the form.  Walk around to help 

individual participants. 

¶ When participants have finished ask the group if anyone is willing to share what career they are 

interested in or what goal they set.  

 

4.  Closing ï 10 minutes  

¶ Process check 

¶ Have participants put materials from the day in their folders and coll ect folders 

¶ Have participants fill out time sheets and sign out  
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Short Term Goal ï a short term goal is something a person would like to achieve in the near future.  

Short term goals can be used to reach a long term goal.  

Long Term Goal - a long term goal is something a person would like to accomplish in the future that can 

take up to a year or even a few years to reach.  They take time and planning  

SMART goal  ï Using the SMART method can help clarify short term goals because they are specific, 

measurable, action oriented, realistic, and time-bound.    

S ï Specific (and simple)  

M ï Measurable (how will we know when youôve achieved it)  

A ï Action Oriented (what action will you do in achieving this goal)  
R ï Realistic (by your own efforts;  goals that you do not need someone elseôs actions in order to 

achieve)  
T ï Time bound (when will you complete it by)  

 
Examples:  

 

Goal:  Research how to become a chef 
 

Apply SMART method:  Research how to become a chef (specific) by searching online (action) 
for 1 hour (measurable) by October 31 st (time bound).  Ask yourself, is this realistic?   

 

Goal:  To get an after school job at a restaurant  
 

Apply SMART method:  To find an after school job at a restaurant (specific) by filling out 
applications (action) at 5 local restaurants (measurable) by November 15 th (time-bound).   

 

Facilitator notes:  
 

Review goal definitions with participants.  
 

Write out SMART goals with definitions on flip chart paper and hang them up while doing exercise 
so that participants can look to it for guidance while setting their goals.  

 

 

 

 

FACILITATORS RESOURCE 2-1: Goals Definition Sheet  
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Participant Handout 2 -1: Interest Inventory  
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Name:            Date:  

Goals are things that you want to achieve for yourself.   Setting goals helps you look at how you can start 

taking steps toward reaching them.   You may have a long term goal, such as working in a particular 

career field.  Think about the short term goals that you may need to work on in order to reach your long 

term goal.  Short term goals can take a few weeks or months to achieve compared  to long term goals that 

may take up to a year or more.  

Directions:  Answer the questions below by responding in writing to each one  

 

What career field(s) interests you at this time?  

 

 

 

 

What can you be doing now to move toward the career fields/areas note d above?  

 

 

 

 

What career or school related goals do you have for yourself right now?  

 

 

 

 

Pick one  goal you can reasonably accomplish in two weeks 

Goal:  

Iôm going to (what) 

By (when)  

 

State why this is a worthwhile goal:  

 

Participant Handout 2 -1: Short Term Goal Sheet  
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Topic 3: Workplace Etiquette  

Length of Topic:  3 hours, 3 workshops 

Workshop 1:  Workplace habits and dress Code  

Outcomes  Learning Objectives  

¶ Identify  workplace habits that lead to success

  

¶ Understand how to make a good impression at 

work 

¶ Identify dress codes for the workplace  ¶ Understand that how you dress can impact 

how you are perceived at work  

Materials:        

Group Agreements      

Participant Handout 3-1: Twenty Tips to Help you Make a Great Impression   
Participant Handout 3-1: What to Wear, What not to Wear  

Participant Handout 3-1: Dressing for Work Tip Sheet   

Flip Chart Paper, Markers 
 

Activities and Facilitation Steps  

1.  Welcome and Introductions ï 10 minutes  

¶ Have everyone come in and take a snack 

¶ Review meeting agreements and agenda 

¶ Quick check in  

 

2.  Workplace Habits ï 20 minutes  

¶ Introduce the workshop of workplace habits.  Let participants know that there are different workplace 

habits that can lead to success in the workplace. 

¶ Pair up participants and give each pair a piece of flip chart paper and a marker.   

¶ Have each pair come up with 5 qualities, characteristics, and/or strategies they believe would help 

them be successful at work.   

o Have them write the 5 qualities, characteristics, and/or strategies they come up with on the 

flip chart paper.  

o Tell them they will have 10 minute s to complete this.  

¶ Have each pair (one pair at a time) hang their flip chart paper on the wall and present the 5 qualities, 

characteristics, and/or strategies they are willing to use to achieve success at work.  

¶ After each group has presented, hand out the  Twenty Tips to Help you Make a Great Impression 

(Participant Handout 3-1 Twenty Tips).   

¶ Have a discussion about each tip (let them know that you will be talking about tip #2 in the next 

activity) and the similarities between their lists (if any), which t ip they think will be easy for them, will 

take some work but will be doable for them, and which ones will be challenging for them to follow.  

 

3.  Dressing for Work ï 20 minutes  

¶ Move into a discussion about how clothing can have an impact on an interview, hirin g decisions, and 

perceptions at the workplace.   

¶ Hand out What to Wear or not to Wear (Participant Handout 3 -1 What to Wear or not to Wear).  
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o Have participants write down if they think they should or should not wear a particular outfit 

and why.  Tell them it is important to point out why they would or would not wear what is 

portrayed in the images.  

o Give them up to 10 minutes to complete.  

¶ Have a discussion about what they wrote down and the reasons and add to their knowledge  

o Move into a short conversation on how you dress for the interview may be different from how 

you dress on the job.  But, that how you dress on the job is different than how you might 

dress with your friends.   

¶ Hand out Dressing for Work Tip Sheet using the Jigsaw Reading Strategy.  

a. Refer to Facilitator Resource 1-1: More Engaging Reading Strategy- Jigsaw Reading Guidelines 

¶ Have a quick conversation if they missed anything or why certain things are important.  

 

4.  Closing ï 10 minutes  

¶ Process check 

¶ Have participants put materials from the day in  their folders and collect folders 

¶ Have participants fill out time sheets and sign out  
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1.    Have a positive attitude  

2.    Dress professionally/Blend in with your co-workers 

 
3.    Show your team spirit (Share your recognition with  your team, at least initially)  

 

4.    Learn your co-workersô names 
 

5.    Ask questions/Ask for help 
 

6.    Take notes (You will not remember everything, and it  does not leave a great impression to  

ask questions about something you have already been taught /to ld) 
 

7.    Be a self-starter; take the initiative to ask for more work 
 

8.    Learn everything about your new employer, even things that donôt have to do with your position 
 

9.    Work full days ñCome in early, stay a little  laterò 

 
10.  Avoid office politics and gossip 

 
11.  Keep personal business on company t ime  to a minimum (emergencies only) 

 

12.  Take advantage of after-hours act iv i t ies (Be on your best behavior ð you are still with 
co-workers and/or  your supervisor) 

 
13.  Listen more, Talk less (This is your time to listen and learn.  If  you do well, you will have 

a chance to make suggestions) 
 

14.  Track your accomplishments 

 
15.  Show appreciation 

 
16.  Find a mentor (This might not happen in your first few days, but  start thinking about 

i t  early on and observing to see who might make a great mentor ) 

 
17.  Get and stay organized/Set goals (Get an organizer or planner to  keep track of your 

work, your schedule, meetings, deadlines, etc.) 
 

18.  Keep your boss informed ð of everything (Meet regularly and make sure she/he knows 

you are a self-starter and hard-worker. Do not complain) 
 

19.  Meet and network with  key people 
 

20.  Donôt worry about  being  perfect (Remember to relax,  keep  your mind open,  get to know 
your team members  and  do your work ð and  you should go far in making  a lasting 

impression  and reputation)  

 
 

 
 

 
Adapted f r o m  Your First Days Working at a New Job: 20 Tips to Help You Make a Great Impression by Randall S. Hansen, Ph.D., and Katharine Hansen, 

PARTICIPANT HANDOUT 3 -1 TWENTY TIPS TO HELP YOU MAKE A GREAT IMPRESSION  
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Ph.D. http://ww w.quintcareers.com/first_days_working.html  

 

 

Directions:  in the box below the  picture, state the reasons why you should wear or not wear particular clothing to 
an interview

Participant H andout 3 -1 What to Wear and What not to Wear?  

 
 

 

 

  

http://www.quintcareers.com/first_days_working.html


DRAFT  

 
Bridging the Opportunity Gap  |  Career Readiness Curriculum Guide  Page 25  

 

      
 

Directions:  in the box below the picture, state the reasons why you should wear or not wear particular 
clothing to an interview  

Participant Handout 3 -1 What to Wear and What not to Wear?  

 
 

 

 

 

 

 


