	Activity Plan Template

	School
	Hermitage High School

	Student(s)
Information about the class
	6 students 
Students are seniors and preparing to enter the job market once they finish high school.
Students have a resume and is ready to apply for jobs.
Students have basic information needed to complete a job application.

	Pre-ETS
	[bookmark: Check6]|_|Job Exploration Counseling 
[bookmark: Check2]|_| Instruction In Self-Advocacy
[bookmark: Check3]|_| Counseling on Postsecondary Education Opportunities 
[bookmark: Check4]|_| Workplace Readiness Training 
[bookmark: Check5]|X| Work-Based Learning Experiences 


	Skill Topic
	Understanding the skills needed to participate in an integrated paid or non-paid experience. 

Work-Based Learning Experiences – Full Short Form 5 and 45

	Goal 
(Skill Building Activity) 
	Understand how to prepare for a specific paid or non-paid work experience.
a. Preparing job applications
b. Preparing for an interview through mock interviews
c. Use feedback to improve interviewing skills


	Objective
	Students will gain an understanding of information needed to complete a job application and accurately complete one job application.

	Materials Needed
	Computers or note cards with individual sections of a job application.
Visual of individual sections of the job application.
Job Application Sections

CareerOneStop has an easy-to-use practice job application tool.
https://www.careeronestop.org/Toolkit/Jobs/practice-job-application.aspx

Sample completed job application.
PracticeJobApplicationResults.pdf


	Accommodations
	Whole class activity – instructor and students work through the lesson as a group.
· Students need assistance with documenting information.
Small group activity 
· Group students into groups of those that have completed a job application with students who have not completed a job application. Have students work through the application and record their information. 
Individual activity
· Each student will fill in the information needed for the job application. 


	Activity
	Introduction: (10 – 15 minutes) Lead students in a discussion of what a job application is and why you would complete one.

Ask the students the following questions:
· What information do you need to fill out an application?
· Where do you find this information? 
1. Resume
2. Cheat sheet containing information needed to complete a job application.
3. Google document that has the students job application information 
4. Pocket job application information card
· Where do I find job applications? 
1.   Internet
2.   In person

Content: (20 minutes) Using computer screen or note cards show each part of a job application. Discuss with the students what each section usually contains. (use completed sample job application) Discuss with students in detail each section of an application and how to complete the section accurately.
Sections to review:
· Personal Contact Information – name, address, email, phone
· Eligibility/Position/Salary
· Education/Training/Military Service Information – school, degrees, certificates
· Work/Employment History – internship – volunteer history
· Reference  
· Schedule Preferences
· Criminal History 

	Closure/Wrap Up
	Student should review their document containing the information they use to complete an application for accuracy and add any updates that might be needed.

Discuss why some personal information should not be included on a job application.


	Assessment/Next Steps
	Check student practice job application for accuracy.
Provide student with feedback 

	Other Notes
	Have students check their resume for accuracy and any information that needs updating. 
Discuss how to choose references.
1. Review that they should ask for permission to use a person as a reference.
2. Obtaining refences contact information.
Practice online and paper completion of applications 


	Resources
	Scaffolding options:
Preparing Students for the Job Application Process
A tip sheet on the steps and strategies for applying for a job.
https://transitiontn.org/vr/wp-content/uploads/2022/05/WPR-Preparing-Students-for-the-Job-Application-Process.pdf


Job Application Information Resource (Fillable Form)
Useful information for filling out a job application.
https://transitiontn.org/vr/wp-content/uploads/2021/01/Job-Application-Information.pdf


Choosing References
This resource will assist your students in understanding how to choose resume references.
https://transitiontn.org/wp-content/uploads/2018/08/Employment_Choosing-References_07-19-2018_FINAL.pdf

Practice Interview Questions and Tips
A list of practice questions and tips for job interviews
https://transitiontn.org/vr/wp-content/uploads/2021/01/Practice-Interview-Questions-and-Tips.pdf


Quick Activities 
Communicating in Job Interviews
This activity explains what will happen at a job interview and how this information will help you clearly communicate your skills and talents. 
https://transitiontn.org/student/quick-activities/





