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2 CAREER PATHWAYS

GOALS
You will be able to:

UNDERSTAND  
the history of digital 
devices   .  .  .  .  .  .  . 2–4 

DEVELOP your digital 
vocabulary  .  .  .  .  . 2–7

ASSESS your level of 
digital literacy .  .  . 6–7

TERMS
information 

technology

digital and analog 

configure

microprocessor

electronic chips

Digital literacy and digital competency are similar 
terms: both mean the ability to create information using a range 
of electronic technologies, such as the personal computer, the 
Internet, and the smart phone. These terms also mean the ability 
to analyze information critically to improve communication using 
these technologies. Like verbal literacy and numeracy, we cannot 
function competently within our society unless we are digitally 
literate. 

1CHAPTER 1 What is Digital Literacy?LESSON

1CHAPTER 1

ACADEMIC 
APPLICATIONS
TESTING, TESTING, TESTING…

In a survey of research 
scientists, business 
leaders, college teachers, 
and students, the General 
Educational Development 
(GED®) testing service has 
discovered that digitally 
literate students  
are scoring higher 
than other students 
on tests. “Not only 
are these people 
passing the tests, 
they’re passing them 
at a higher rate.” 
 – GED Issues 

Competencies
Several education agencies have established 

benchmarks for the work-ready abilities, or competencies, 
for digital literacy. These agencies include: 

• Equipped for the Future (EFF)

• National Career Development Guidelines (NCDG)

• Comprehensive Adult Student Assessment Systems 
(CASAS)

Digital Learning is a skill we all need to succeed in our 
technology-based society. 



 APPLIED LEARNING
 INFORMATION TECHNOLOGY

Information technology (IT) is one of the fastest growing fields of research and development, not only spinning 
off scores of new digital devices but also jobs, jobs, jobs. Information technologists  
work in a range of jobs, from configuring computers or systems, which is  
setting up computer systems for specific tasks, to repairing  
digital devices, maintaining computer networks, and more. 

You will find IT specialists working at large corporations,  
such as Microsoft® and Apple®, and working for themselves  
as computer service men and women.

Digital and Analog 
Signals 

Digital and analog are terms used in 
information technology (IT) to describe two 
kinds of electrical signals. Analog signals are 
continuous and in discrete format, while digital 
signals are discontinuous and in binary format  
(0 or 1—On or Off). Morse code, for example, 
was an early use of digital or binary code. Six 
digital states—dot, dash, intra-character gap 
(between each dot or dash), short gap (between 
each letter), medium gap (between words), and 
long gap (between sentences)—were used to 
encode and send messages. Instrumental in the 
invention and operation of the Internet, modems 
are used to translate analog “carrier” signals (such as 
sound) into digital binary code, similar to morse code.

New Words
The term information technology in its 

modern sense first appeared as a new word, 
or neologism, in a 1958 article published in 
the Harvard Business Review. The authors noted 
that “the new technology does not yet have 
a single established name. We shall call it 
information technology (IT).” Information 
technology describes the many types of 
technology for developing, configuring, using, 
and maintaining computer systems, networks, 
and software for processing, consuming, and 
distributing data.

Digital Facts
Mathematician George Stibitz of Bell 

Telephone Laboratories first used the word  
digital in 1942 for the fast electric pulses  
emitted by a device designed to aim and fire  
anti-aircraft guns. 

Digital Literacy 3

Going Digital LESSON 1

Computer technology 
has changed how 
society, jobs, and 
relationships work.



Digital Devices 
The digital computers that are now found in  

most homes, libraries, and schools were a long  
time coming. Today, new digital devices seem to  
appear every day. Electronics manufacturers, like  
the late Steve Jobs at Apple® Inc., take great pride  
in announcing their new digital creations.  

Counting Machines
The first computer was the abacus, invented 

almost two thousand years ago. Information was 
stored by moving and grouping beads along rods. 
French mathematician Blaise Pascal invented 
an adding machine in 1642, and about 30 years 
later fellow mathematician Gottfried Wilhelm 
von Leibnitz built a machine that could add, 
subtract, multiply, and divide. In 1822, Charles 
Babbage designed a “difference” machine and 
others followed with similar machines that could 
compare. Herman Hollerith’s punch card system 
for handling statistics was used in the 1890  
United States federal election. Microprocessors 

Integrated circuits (IC) with processing speeds 
measured in billionths of a second were developed, 
and further miniaturization led to the building of 
the first microprocessors, also known as a “com- 
puter on a chip” or logic chip for any electronic 
device. Pocket calculators, video games, auto 
emission controls, anti-skid brakes, and ignition 
controls are examples of microprocessor 
applications. Some of the home products that have 
microprocessors include microwaves, thermostats, 
home lighting systems, clothes washers, ovens,  
and more.

Chips
Tiny electronic chips are the brains behind 

digital devices, found everywhere, from digital 
alarm clocks that wake us in the morning to the 
digital high definition (HD) televisions  
we watch in the evening. Chips are get- 
ting smaller every day, and are now  
measured in nano units or 1 billionth  
size, but at the same time, they are  
becoming even more powerful. 

Digital Fact

ENIAC 
The development of electronic circuits opened the 
door for a host of digital devices. In 1919, WH Eccles 
and FW Jordan first used a binary (on or off) circuit. 
The first electronic general purpose computer was 
the Electronic! Numerical Integrator and Computer 
(ENIAC), unveiled in 1946 at the University of 
Pennsylvania. ENIAC had 18,000 vacuum tubes stuffed 
into a large room, but was 1,000 times faster than any 
previous computer. 

Replacing a bad tube meant checking among 
ENIAC’s 19,000 possibilities.

The Abacus was  
the first computer,  
used to store  
information.

The iWatch from Apple® 
and the Google glass 
eyeware are both examples 
of wearable technology.
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Going Digital LESSON 1

Journal

Date

What new facts did I learn today?

What new ideas did I learn today?

What new skills did I practice today?

What did I find most interesting in class today?

What was least interesting?

What do I need to work on in class and on the job?

 Keeping a journal for recording your learning progress as well as your personal thoughts has been 
proven to be an excellent method for understanding and remembering key concepts and facts. Use 
this page to start your learning journal and add more information as you see fit.  

ACTIVITY
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Assess your digital literacy competencies
TO THE STUDENT: 

1. If you feel that you have mastered a digital competency, mark the cell with a “Y” for YES.
2. If you feel that you have not mastered a digital competency, mark the cell with an “N” for NO.

Y or N 1. Basic Digital Competency: I am able to Comments
1 Configure the components of a personal computer

2 Configure a connection to the Internet

3 Configure an email address

4 Configure the applications in a smart phone and tablet

2. Personal computer
5 Boot up the system

6 Open a program or application

7 Rename a file

8 Create a word processing document

9 Create a spreadsheet document

10 Edit a file (cut and paste text)

11 Print a file

12 Save a file

3. Internet
13 Run a search engine

14 Save favorites

15 Back up files to digital cloud

4. Email

16 Connect to IP service

17 Create contacts list

18 Add attachments

5. Social Media

19 Create a profile

20 Understand cyberstalking

21 Turn on firewall
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LESSON REVIEW

Name:   Date:  

 Directions: Circle Yes or No to identify the technology tools that are part of digital literacy.

1. Computers      Yes   No

2. Tablets   Yes No

3. Smart phones  Yes No

4. Internet   Yes No

5. Social Media  Yes No

6. Automobiles  Yes No

7. Cooking ranges Yes No

8. Word processing software   Yes No

 Directions: Write your answers on the lines below.

9. What does Digital Literacy Mean? 

10. What five categories together are included for assessing Digital Competency? 

11. What steps can you take to improve your Digital Literacy? Choose three items from 
your Digital Literacy Assessment as mastery goals. 

 Directions: Match the technology term with the correct definition.

  12. digital signal

  13. analog signal

  14. information   
                    technology

  15. configure

A. technology for processing and distributing  
data (i.e. developing, maintaining, and using 
computer systems, networks, and software)

B. continuous signal pattern 
C. setting up equipment for the operation of tasks
D. a non-continuous signal that is On or Off (0 or 1)
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Paying bills 
can be 
stressful, but 
understanding 
your charges 
will ensure you 
pay on time 
and don’t get 
overcharged.
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You’ll encounter many different documents in 
the workplace. Knowing how to interpret these 
documents will help you succeed on the job.
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Travel Web SitesTravel Web Sites
You can ease your travel You can ease your travel 
planning by researching and planning by researching and 
booking fl ights, hotel rooms, booking fl ights, hotel rooms, 
and rental cars on the Internet. and rental cars on the Internet. 
Some travel Web sites offer one-Some travel Web sites offer one-
stop shopping that allows you to stop shopping that allows you to 
book different parts of your trip book different parts of your trip 
together. Booking packages can together. Booking packages can 
save you time and even money.save you time and even money.

People travel every day for work or for play. Traveling can 
be exciting, but it also can be stressful. Understanding the types of 
documents you see when traveling can help make your trips more 
relaxing and enjoyable.

Julia Guzman was so excited when her cousin, Kellie, called to say 
she was getting married. Julia was even more excited when Kellie asked 
her to be the maid of honor! Immediately, Julia made plans to visit 
Kellie in Vancouver to help with the wedding. To get started, Julia listed 
the things she would need to do before leaving.

 Apply for a passport
 Book a flight to Vancouver
 Reserve a hotel
 Reserve a rental car

If you take a trip like Julia’s, the travel documents such as those in 
this lesson can serve as useful references. Studying these examples will 
help you interpret or complete the documents in the chapter review and 
in real life.
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	 INTERRUPTED  TRAVEL  FOR  BODDEN/TYREE

  SKYMILES 
CONF NBR D618WG DL2615915555
DATE CARRIER CITY FLT/TIME SEAT CLASS GATE
24JUL11 SKYHIGH AIR INC  DL  SH2742 28C COACH  
  MELBOURNE LV    700A ZONE 03 CONFIRMED 
  ATLANTA AR   844A READY TO BOARD 
24JUL11 SKYHIGH AIR INC  DL  SH2890 25A COACH  
  ATLANTA LV    950A ZONE 04 CONFIRMED 
  BIRMINGHAM AR   1130A READY TO BOARD 
 
 
 
 
 
 
WE APOLOGIZE FOR THE INCONVENIENCE YOU HAVE EXPERIENCED TODAY. YOUR BUSINESS IS IMPORTANT TO US AND WE ARE DOING  
EVERYTHING WE CAN TO GET YOU TO YOUR DESTINATION AS SOON AS POSSIBLE. *GATE SUBJECT TO CHANGE – SEE AIRPORT MONITORS*

Print your itinerary.

 receipt & itinerary
Thank you for choosing Skyways Airlines.
We will send you an email message containing your itinerary. To ensure you receive the message, you may wish to add confirmations@skyways.com to your address book.
confirmation number: WTNL3F

Booking date: Wed, Mar 10, 2010  Status: Closed
Should our flight schedule change, we will notify you by email as early as possible.

Flight Details
Departing: Thursday, July 08, 2010

Orlando, FL (MCO) to Baltimore/Washington, MD (BWI) Flight 315 Coach 
6:40 AM  8:02 AM

Baltimore/Washington, MD (BWI) to Boston, MA (BOS) Flight 819 Coach 
10:30 AM  11:50 AM

Returning: Monday, July 12, 2010

Boston, MA (BOS) to Baltimore/Washington, MD (BWI) Flight 639 Coach 
6:55 PM  8:25 PM

Baltimore/Washington, MD (BWI) to Orlando, FL (MCO) Flight 136 Coach 
10:27 AM  11:52 AM

Passengers and Seat Assignments
Passenger A+ Number MCO-BWI BWI-BOS BOS-BWI BWI-MCO

Michelle Bond 7130045555 24A 25A 22B 24E  
 DOB: added
Darius Crable  24C 25C 22A 24F  
 DOB: added

Contact Information
Michelle Bond
734 Bryan St. 407-518-5555 (Tel)
Kissimmee, FL 34741
United States of America

Document Literacy  3

Airline Travel Itinerary
When you book a � ight, you will receive a ticket for your trip. Along 

with paper tickets, airlines today also issue e-tickets with boarding 
passes and itineraries that you may print at home or at an electronic 
kiosk at the airport.

Consumer Documents: TRAVEL

Document Literacy  3

The information above tells a traveler 
his or her fl ight number and in which 
section of the plane—coach or fi rst 
class—to sit. The information to the left 
tells a traveler the airports involved in 
the fl ight (MCO stands for Orlando, BWI
for Baltimore-Washington), as well as 
his or her seat assignments (24A, 24C) 
on the trip.

Bad weather or other events may 
force an airline to cancel your fl ight. 
If that happens, visit the customer 
service counter to rebook your travel. 
You may travel at a different time or 
through a different city to reach your 
destination.

The cities listed here are the two 
legs of Tyree’s trip. Often, fl ights 
will connect in a larger city before 
heading to smaller ones. The 
abbreviations LV and AR and the 
numbers and letter to the right of 
them tell a traveler the time the 
plane will leave and arrive.

All airlines use confi rmation or 
ticket numbers to track travel 
information. If you book your 
fl ight through a third-party Web 
site such as Orbitz, you may also 
receive a different confi rmation 
number from the Web site. You 
may use this number to look up 
your travel information online.
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APPLICATION FOR A U.S. PASSPORT
Attention: see WARNING on page two of instructions  

Please select the document (or documents) for which you are applying:

The U.S. passport card may only be used for international travel by land or sea between the United 
States, Canada, Mexico, the Caribbean and Bermuda. Please visit our website for detailed information.

U.S. Passport Book U.S. Passport Card

R D O DP

End. # Exp
1. Name Last

First & Middle

6. Mailing Address: Street/RFD # or P.O. Box

City State Zip Code (Zip + 4 if known) In Care Of or Country, if applicable

4. Place of Birth (City & State or City & Country as it is presently known)

M F

3. Sex

2. Date of Birth (mm/dd/yyyy)

– –

5. Social Security Number

– –

Home Cell
Work

7. Contact Phone Number

– –

8. Email Address (Optional)

10. Parents’ Information
Father’s Name – First & Middle

Mother’s Name – First & Middle

Apartment or unit #

Last

Last (Maiden)

Date of Birth (mm/dd/yyyy)

Date of Birth (mm/dd/yyyy)

Father’s Place of Birth

Mother’s Place of Birth

9. Have You Ever Used A Different Name (Maiden, Previous Marriage, Legal Name Change)? If yes, please complete. (Attach additional pages if needed)

1. 2.

Yes
No

U.S. Citizen?

Yes
No

U.S. Citizen?

  CONTINUE TO PAGE 2  
DO NOT SIGN APPLICATION UNTIL REQUESTED TO DO SO BY PERSON ADMINISTERING OATH.

I declare under penalty of perjury all of the following: 1)I am a citizen or non-citizen national of the United States and have not, since acquiring U.S. citizenship or nationality, 
performed any of the acts listed under “Acts or Conditions” on the reverse side of this application (unless explanatory statement is attached); 2)the statements made on the 
application are true and correct; 3)I have not knowingly and willfully made false statements or included false documents in support of this application; 4)the photograph 
submitted with this application is a genuine, current, photograph of me; and 5)I have read and understood the warning on page two of the instructions to the application form.

ST
A

PL
E  

2”
 x

 2
” 

ST
A

PL
E

Submit two recent, 
color photographs

STA
PLE 

2” x 2”
 

STA
PLE

Fr
o

m
 1

” 
to

1 
3/

8”

X  
Applicant’s Signature – age 16 and older

X  
Father’s/Legal Guardian’s Signature (if identifying minor)

X  
Mother’s/Legal Guardian’s Signature (if identifying minor)

Identifying Documents – Applicant or Father (if identifying minor)

 Driver’s License  Passport  Military  Other 

Issue Expiration Place of 
Date  Date  Date 

Name  ID No 

Identifying Documents – Mother (if identifying minor)

 Driver’s License  Passport  Military  Other 

Issue Expiration Place of 
Date  Date  Date 

Name  ID No 

 Acceptance Agent  (Vice) Consul USA  Passport Services Staff Agent Facility Name/Location 

 
 Facility/Agent ID Number

Seal Subscribed and sworn to (affirmed) before me:

 Date  
Signature of person authorized to accept applications

PPT Fee  EF  Postage  Other 
DS 11 10 2007 1

Ramirez

Mercedes Renee

Tucson, Arizona

10342 Mirage Dr.

Phoenix AZ 85010

3

X

X

X

X

X

03

XXX

602

22

XXX

555

1982

XXXX

6872

Roberto James

Patricia Rose 

07/02/1956

11/11/55

Atlanta, Georgia

Macon, Georgia

Brown

Stephens

Mercedes Renee Brown

Passport Application
Are you planning to travel outside the United States? If so, you’ll 

need to apply for a passport several weeks in advance so that you 
may receive it in time for your trip. Be sure to collect the necessary 
documents and submit two photos with your application.

Page 1 of 2

4 CAREER PATHWAYS

You may apply for either a 
traditional passport book or a 
newer passport card. Passport 
cards are less expensive than 
passport books, but only allow 
for travel to Canada, Mexico, 
Bermuda, and the Caribbean in 
a car or on a ship. If you wish to 
travel to other countries or travel 
by air, apply for a passport book.

Because a passport serves as proof of citizenship, you must 
provide offi cial documents as proof of citizenship when 
you apply. You may show a certifi ed copy of your birth 
certifi cate, an old U.S. passport, a naturalization certifi cate, 
or a certifi cate of citizenship.
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The Next Generation of Work-Readiness Materials

Document Literacy

In Document Literacy, we put fi ne print under 
the microscope. A series of detailed callouts help 
learners decode and master complex consumer, 
personal, business, and fi nancial documents. Chapter 
reviews allow learners to check understanding.
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Document Literacy
athways

Independent Living

Green Jobs

The road to a better future just got a little smoother. Enter Career Pathways, 

a dynamic new series of work-readiness titles from Paxen Learning that helps 

learners connect career interests with gainful employment and career success. 

This series, which ties to a host of national standards, provides learners with in-

depth instruction in high-demand skills that lead to better lives and livelihoods. 

Green JobsGreen Jobs
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Stuck in a rut? Want a better future? Then Green 
Jobs is the resource for you. Packed with information, 
activities, and a closing career plan, Green Jobs
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of the United States economy: green industries.

Enter the independent world with this title 
that  provides learners with instruction and 
practice in a host of areas, all designed to build 
skills and increase confi dence. In particular, 
acquire and master social, life and career skills.
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Your New Job
GOALS

LEARN how to 
overcome common 
concerns related to 
starting a new job
 . . . . . . . . . . . . 2–7

EXAMINE the effects 
of claiming dependents 
on a W-4 form . . . . 4

INTERPRET two 
different types of work 
schedules  . . . . . . . 6

TERMS
gross wages

net wages

dependent

wage reductions

shift

After searching for three months, Antonio Garza landed a 
job in an auto parts distribution center. In the beginning, Antonio 
was excited about this new opportunity. But as his � rst day approached, 
he began to have questions:

� e more Antonio thought about these 
questions, the more nervous he felt. 
Like Antonio, you may � nd yourself in a 
similar situation when starting a new job, 
but don’t worry. � e information in this 
chapter will teach you how to overcome these 
concerns and � nd success in a new workplace. 

As anxious as you might be 
to start your new job, chances are 
you may do little—if any—
actual work on your � rst day. 
Most new employees spend their 
� rst day completing new-hire 
paperwork and attending 
training sessions.

CHAPTER 1 1
LESSON

  How am I going to � nd my way around?
  Will I get along with the other employees?
  Will my supervisor see that I’m nervous?

PLAY VIDEO

First Day On The Job This 
video shows what Jamal learns on his fi rst 
day at his new job. Pay attention to the 
questions Jamal asks. Also, observe how 
he interacts with his new supervisor and 
co-workers.

Answer the following questions after you’ve 
watched the video:

1. What do Jamal’s supervisor and fellow employees 
do to make him feel welcome?

2. What information does Jamal’s supervisor Javier 
share with him?

3. Why did Jamal need to bring his personal 
documents, such as his driver’s license and 
Social Security card?

DVD

Video 1



  DL To learn more about new-hire 
paperwork, refer to the examples 
in Document Literacy.

NEW-HIRE PAPERWORK
Requirement Explanation Who Completes

W-4 Form An employee uses this form to determine the amount 
of federal income tax to withhold (or subtract) from 
his or her pay. The W-4 form requires information 
about the employee’s family and finances. 

All employees

I-9 form Each employee must provide certain documents 
(driver's license, Social Security card) so that a 
human resources manager can complete this form. 
The I-9 form states that an employee can legally 
work in the United States.

Any employee hired 
after November 1986

Direct deposit 
form

An employee uses this form to deposit a paycheck 
directly into his or her bank account. It asks for the 
employee’s bank information and account number.

Common for employees 
receiving a regular 
paycheck

Employee 
parking pass

This pass gives employees permission to park in 
an employer’s parking lot. Employees must provide 
the make, model, and license plate number of their 
vehicles.

Employees who work 
in areas with limited 
available parking 

ID card This card or badge will often feature an employee’s 
name and photo. It may also show the employee’s 
identification number and the department in which 
he or she works.

Employees of large 
companies or companies 
that closely monitor 
security

Certification Certain jobs require employees to earn certification 
before they may begin their employment. 

Common for employees 
working in food service 
or medical fields

Common for employees 

Employees who work 

Common for employees 

Employee badges 
sometimes feature 
bar codes or magnetic 
strips for extra 
security.

Effective Employee  3
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Depending on the type of job you have, you may 
be paid by the hour or paid a set salary. People who 
earn hourly wages may receive extra pay for working 
on holidays or working more than 40 hours a week. 
If you are paid by the hour, it may be 
di�  cult to know how much you will 
earn each pay period. One week you 
might work 38 hours, but another 
you may only work 35 hours. To 
� gure your earnings, you must 
multiply the total number of hours 
worked by your hourly rate. For 
example, 37 x $8.50 = $314.50. 
� e total equals your gross wages. 
Gross wages are the amount you 
earned before any deductions or 
taxes are subtracted. 

Most salaried employees are not paid extra for 
working overtime. But they will receive the same net 
wages each pay period. Net wages are the amount 
of money you receive after deducting taxes and 
bene� ts. Net wages are also called take-home pay. 

It is important to account for taxes and other 
deductions when planning your budget. You may 
earn a salary of $30,000, but that is $30,000 before 
taxes! Payments for health insurance and retirement 

accounts may also be deducted from 
your paycheck. 

� e amount of federal income 
tax deducted from your paycheck 
varies. � e number of dependents 
you claim on your W-4 form a� ects 
the amount of income tax that 
you pay. A dependent is a person 
who relies on another person for 
� nancial support. � is could be a 
spouse, child, sibling, or another 
family member who lives with you 
for at least one full year. With each 

dependent you claim, the government withholds 
less money from your paycheck. However, the fewer 
dependents you list, the more likely you are to get a 
refund. You need to decide whether to receive more 
money each pay period or a larger annual tax refund.

ACADEMIC FOUNDATIONS: MATHEMATICS

Taxes and Your Paycheck 

The steps to the right explain 
how to calculate your gross 
taxable wages (the amount of 
money you earn before the 
government withholds taxes). 

This information will help you 
fi gure out the amount of income 
tax the government will withhold 
from your paycheck:

1. Multiply your total number of 
dependents by $152.08.

2. Subtract any wage reductions 
from your biweekly gross 
wages (or earnings). Wage 
reductions are items such as 
retirement contributions or 
health insurance. 

3. Subtract the total of step 1 
from the total of step 2. This 
number represents your taxable 
gross wages. The table explains 
how to use this fi gure to 
calculate the amount of income 
tax withheld.

Heather has biweekly gross 
earnings of $1,200. Her 
retirement contributions and 
health insurance costs total 
$155. Suppose that she claimed 
two dependents (took two 
deductions) on her W-4. Use the 
information above to calculate 
the amount of federal income 
tax withheld from her paycheck.

Single person, 
biweekly gross 
taxable wages

Income tax withheld 

$0–$252 $0

$252–$434 10% of wages 
exceeding $252

$434–$1,502 $18.20 + 15% of wages 
exceeding $434

$1,502–$2,821 $178.40 + 25% of wages 
exceeding $1,502

$2,821–$3,519 $508.15 + 27% of wages 
exceeding $2,821

Wages and Earnings

4 CAREER PATHWAYS4 
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Starting Off LESSON 1

 Learn Your Way Around
Many employers give new employees a tour of their workplace. 
However, if an employer doesn’t show you around, it’s important that 
you ask questions or use maps and fl oor plans to locate important 
places at your new job. For instance, you could ask a co-worker or 
supervisor where to fi nd the employee restroom. You could also read a 
company fl oor plan to fi gure out where the designated smoking areas 
are located.

The illustration below is an example of a workplace fl oor plan. 
Follow the directions to mark certain areas on the fl oor plan.

1.  Circle the picture of the yellow forklift. The forklift is in the 
warehouse, which is on the left side of the fl oor plan. 

2.  Place an X in the reception area. The reception area is on the right 
side of the fl oor plan, northeast of the warehouse.

3.  Place an asterisk (*) in the conference room. The conference room is 
on the right side of the fl oor plan, northwest of the reception area. 

4.  Place a star ( ) in the information technology specialist’s work 
area. This work area is in the middle of the fl oor plan, north of the 
warehouse and beside the fi re exit.

ACTIVITY

N

S

W E

LEFT RIGHT

The symbol above is called 
a compass rose. It is used to 
show the directions north, 
south, east, and west. The 
capital letters N, S, E, and W 
stand for the directions.
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 Decoding Workplace Schedules
Some employees work the same schedule 
week after week. Others have work schedules 
that change often. These examples show two 
possible ways that companies may arrange work 
schedules: by employee or by shift (the time 
during which you are at work). Examine each 
of these schedules. Then answer the questions 
that follow.

ACTIVITY

WORK SCHEDULE APRIL 5 – 11
Name Mon Tues Wed Thurs Fri Sat Sun

Olivia 8AM-4PM 8AM-4PM 10AM-3PM

Reynaldo 4PM-10PM 4PM-7PM 4PM-10PM 4PM-7PM 10AM-3PM

Denard 8AM-4PM 4PM-10PM

Ashley 7PM-10PM 8AM-4PM 7PM-10PM

WORK SCHEDULE – SEPTEMBER
Sun Mon Tues Wed Thurs Fri Sat

1
 1st: R
 2nd: G

2
 1st: G
 2nd: R

3
 1st: G
 2nd: B

4
 1st: B
 2nd: G

5
 1st: B
 2nd: R

6
 1st: R
 2nd: B

7
 1st: R
 2nd: G

8
 1st: G
 2nd: R

9
 1st: G
 2nd: B

10
 1st: B
 2nd: G

11
 1st: B
 2nd: R

12
 1st: R
 2nd: B

13
 1st: R
 2nd: G

14
 1st: G
 2nd: R

15
 1st: G
 2nd: B

16
 1st: B
 2nd: G

17
 1st: B
 2nd: R

18
 1st: R
 2nd: B

19
 1st: R
 2nd: G

20
 1st: G
 2nd: R

21
 1st: G
 2nd: B

22
 1st: B
 2nd: G

23
 1st: B
 2nd: R

24
 1st: R
 2nd: B

25
 1st: R
 2nd: G

26
 1st: G
 2nd: R

27
 1st: G
 2nd: B

28
 1st: B
 2nd: G

29
 1st: B
 2nd: R

30
 1st: R
 2nd: B

1st Shift: 7AM – 3PM 2nd Shift: 3PM – 11PM
BLUE RED GREEN

Ricardo Morales Rasheed Gibbons Devin Campbell

Brianna Price Kaitlin Pendleton Alysha White

James Schilling David Martin Elliot Moore

Christina Pellegrini Emily Greer Meg Barnes

Joanna Bailey Jordon Shaw Sierra Tobel

Understanding Employer Work Schedules
One of the most important responsibilities of 

your new job is learning how to read and understand 
your work schedule. A work schedule provides all 
of the information you will need to make sure you 
come to work on the right day and at the correct 
time. Supervisors usually plan and distribute these 
schedules ahead of time so that you can schedule 
events in your personal life around your work. Some 
supervisors may allow you to trade shifts with your 
co-workers. Not all employers o� er this option. 

By demonstrating that you can read a work 
schedule correctly, you can show that you are a 
reliable and dependable employee. Whether you 
are a new employee or have worked for a company 
for several years, it is important to read your work 
schedule carefully. For instance, make sure that you 
are always reading from the current week’s schedule. 
And when starting a new job, don’t hesitate to ask 
your supervisor if you don’t understand or have 
questions about your schedule. 

1. What is the longest shift that any of these 
four employees work during this week?

2. How many total hours does Olivia work during 
this week?

3. Which employee begins work immediately 
following Ashley’s shift on Thursday?

4. Which employee is most likely available only at 
night Monday through Friday?

5. How many days does Devin Campbell work 
2nd shift in September?

6. How many days in a row does Brianna Price 
work during the week of September 12?

7. What hours does Emily Greer work on Friday, 
September 24?
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Starting Off LESSON 1

Effective Employee  7

Know Your Rights

A number of federal, state, 
and local laws are in place 
to protect employees’ rights 
in the workplace. This table 
explains how these laws apply 
to break times, overtime pay, 
and salaried versus hourly 
employees. Many companies 
give breaks to their employees, 
even if the government does 
not require it.

ETHICS AND LEGAL RESPONSIBILITIES
Federal The Fair Labor Standards Act (FLSA) regulates overtime pay and employee 

classification. This law guarantees employees at least time-and-a-half for 
their overtime work. (Time-and-a-half is when a company pays a worker 1.5 
times their normal hourly rate.) The FLSA also classifies workers as nonexempt 
(hourly) or exempt (salaried). An employee’s classification depends on details 
such as how much money he or she makes and the type of work he or she 
performs. No federal law exists to provide break time to workers. Employers 
must display a poster listing key terms of the FLSA in the workplace.

State Eight states require employers to offer paid rest periods to employees. 
Some states provide additional overtime protections for employees. 
States may also create their own conditions for exempt and nonexempt 
status, providing more protection than those outlined under federal law.

Sharing your lunch break with co-workers can provide a great opportunity to get to 
know them better. It helps to build a sense of friendship. Friendly co-workers are more 
likely to support one another on the job.

Effective Employee  7
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Candidates may 
use a variety of 
resume formats 
to optimize their 
candidacy.
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A well-written 

cover letter 
should encourage 
a hiring offi cial to 
read your resume.

2
Today, nearly 
everyone who 
applies for a job 
must complete 
an application.
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GOALS
LEARN the purpose of 
a job application 2–3

UNDERSTAND the 
importance of following 
directions on an 
application . . . . . . . 3 

ANALYZE how to 
complete and submit a 
job application 4–19

TERMS
job application

components 

applicant-tracking 
system

For many, a job search is more of a marathon than a sprint.
Just like marathoners, job seekers train for the larger competition 
by fi rst completing smaller exercises. A key, early step in the race for 
employment involves the completion of all forms and paperwork, 
including job applications. A job application is a print or electronic 
form that potential employees must complete to be considered by a 
company for employment.

Job applications usually include many of the same components, 
or parts. However, because each company develops and uses its 
own job application form, some components may diff er from one 
application to another. Another diff erence involves the amount of 
candidates who complete applications. In the past, a candidate might 
have completed a job application only if he or she were applying for a 
part-time or an hourly position. Today, however, nearly everyone who 
applies for a position—whether white-collar or blue-collar or full- or 
part-time—must complete an application. Often, companies require 
applications so that they can comply with state or federal hiring laws.

1
LESSON

CHAPTER 1 Job Application Preparation

Most employers today require candidates to complete a job application.
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Applications LESSON 1

Following Directions
A large part of applying for jobs involves 

following directions. For example, employers may 
require the completion of certain informational 
� elds on applications. Sometimes, these � elds 
are noted by stars or asterisks (*). You must 
complete all mandatory � elds before an applicant-
tracking system (ATS) will accept your electronic 
application. An applicant-tracking system is an 
electronic employer database that collects, stores, 
and sometimes even ranks applicant information. 
Most large companies today use applicant-tracking 
systems to receive application materials.

As an applicant, you should seek to comply with 
employer submission requirements. For example, 
employers may prefer that candidates submit 
materials to their ATS rather than emailing them 
directly to hiring o�  cials. Employers tend to view 
an employment application as they would a work 
assignment. If you’re unable to follow directions at 
this point, they may wonder how well—or whether— 
you could follow directions on a work assignment.

Job applications come in all shapes and 
sizes. On the pages that follow, you will see � ve 
di� erent types of job applications. Each application 
contains both similarities and di� erences. As the 
table below indicates, most applications require 
basic information. Many also often ask for 
career-speci� c information that helps employers 
understand your range of quali� cations. Some of 
them also may include an industry- or job-speci� c 
test designed to measure applicant abilities.

TYPES OF APPLICATION FORMS

Type Description

Basic Most employment applications consist of only one or two pages of 
standard questions. Basic forms ask for your personal and contact 
information, such as your full legal name, date of birth, driver’s license 
numbers, Social Security number, street and email addresses, and phone 
numbers. Remaining fi elds ask for employment information from your 
two most recent jobs, education history, and availability to work. Nearly 
every application will ask whether you’re legally authorized to work in 
the United States and whether you’ve ever been convicted of a crime.

Detailed Many employers today use more detailed application forms in the hiring 
process. These detailed forms include all of the basic elements while also 
gathering more job-specifi c information, such as your knowledge 
of a certain software or specifi c certifi cations you may hold. Almost all 
of these forms contain a separate section in which you may authorize 
(by your signature) a business to run a criminal background and even a 
credit check. 

Tests Some hard-copy or paper applications may include basic test questions 
in relevant subjects such as math. However, most application testing 
occurs online. After you provide your information and work and education 
histories, the automated application will direct you to a fi nal testing 
portion. These tests feature multiple-choice questions designed to 
evaluate your aptitude, personality, and interests. The company then can 
compare the results on your test with the results of other applicants.
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4 CAREER PATHWAYS

Sample Application 1
Clive Robinson earned his high school diploma and has worked in 

retail customer service ever since. However, Clive recently decided to 
change careers to hotel management. He plans to study for a bachelor’s 
degree in hospitality management and also to apply for a front-desk 
position at a hotel, which will give him valuable experience in his new 
career � eld. 

4  Use opportunities such as this one to spotlight any 
specifi c certifi cations or skills that you possess. In so 
doing, emphasize their relevance to the position for which 
you’re applying.

1 S.S. # refers to a person’s Social 
Security number. Companies use 
Social Security numbers to conduct 
background checks on candidates 
applying for positions. 

2  The greater your availability, the 
higher the likelihood that you’ll land 
a position. For many jobs, such as 
those in hospitality management, 
you may be required to work on 
weekends. By offering fl exibility 
in your schedule, you show a 
willingness to put the company’s 
needs ahead of your own.

3  Some applications ask you to 
list friends or relatives who work at 
the company. To avoid any confl ict 
of interest, the company will want 
to ensure that, if hired, you will not 
supervise, or be supervised by, a 
friend or relative.

CLIVE • SERVICE

The Queen’s Inn  APPLICATION FOR EMPLOYMENT

 

PERSONAL

Date:

Name: S.S. #

Address: Phone:

City: State: Zip:

Job applying for:
Job status applying for: 

 Full Time     Part Time    Temporary

When are you available to begin work?  

Are you legally eligible to be employed in the United States? YES   NO

Are you over the age of 18 years? YES   NO
What hours/days are you available 
to work?

Do you plan to keep your current job?
YES   NO

Do you have friends or relatives working for our company? YES   NO

Have you ever been terminated from a job? YES   NO 
Why?

Do you have reliable transportation? YES   NO

EDUCATION & TRAINING

High School College(s) Technical School(s)
Name of School:

Address of School:

Years completed: 1 2 3 4 1 2 3 4 5 6 1 2 3 4

SKILLS

Please describe any specialized training, and/or skills that would assist us in 
evaluating your application:

9/17/12
Clive T. Robinson
7254 Ashland Ave.

Raeford

Raeford 
HIgh School

178 Mt. Curve, 
Raeford, NC

3395 Airport Rd., 
Pinehurst, NC

Sandhills 
Community College

Front desk clerk
Immediately

Sunday through Saturday, 
day and evening hours

NC 28376
(555) 543-7504
XXX-XX-XXXX

I have had extensive training in using POS cash register systems, hardware, and software. 
I feel confident in my ability to apply that knowledge to other systems.

1

2

3

4

Page 1 of 2
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Applications LESSON 1

Sample Application 1, page 2

CLIVE • SERVICE

The Queen’s Inn, APPLICATION FOR EMPLOYMENT, page 2

 Name of Employer:  _________________________________________________

Full address (including street, city, state & zip) _________________________________

_________________________________

Phone number: ____________________ Your Supervisor: ___________________

Dates employed (include month and year):
FROM: _______________ TO: _______________

Rate of pay:
STARTING: __________ ENDING: ___________

Job Title:  ____________________________________________________________

Describe your job duties:  _______________________________________________

Reason for leaving:  ____________________________________________________

We are an equal opportunity employer and do not discriminate on the basis of age, race, sex, color, 
religion, or any other basis that is prohibited by law.
I certify that I have completed this application truthfully to the best of my knowledge. I give 
permission for my previous employers to be contacted. I agree to notify the company if any 
information on my application should change. In the event that I am hired to work for the company, 
I understand that any false information given on my application or in my interview will lead to 
immediate termination from my position.

Applicant Signature: _________________________________________ Date: _______________

EMPLOYMENT HISTORY

Give name and address of last two (2) employers, beginning with your present 
or most recent employer.

 Name of Employer:  _________________________________________________

Full address (including street, city, state & zip) _________________________________

_________________________________

Phone number: ____________________ Your Supervisor: ___________________

Dates employed (include month and year):
FROM: _______________ TO: _______________

Rate of pay:
STARTING: __________ ENDING: ___________

Job Title:  ____________________________________________________________

Describe your job duties:  _______________________________________________

____________________________________________________________________

____________________________________________________________________

Reason for leaving:  ____________________________________________________

Hayes Department Store

845 Midline Street
Fayetteville, NC 28302

555-543-5365

Clive Robinson 9/17/12

Customer service representative
I handle returns and exchanges of merchandise. I also receive 

I would like to pursue my goal of working in hotel management.

Lucy Barnett

Sept. 2008 present $7.25/hr. $7.50/hr.

incoming calls and route them to the correct department. In addition, I am in charge of 

opening and closing cash registers and training new employees on the registers.

1  When possible, include phone 
numbers (with extensions) for your 
current supervisors. That way, 
a new employer may dial them 
directly rather than route through 
an electronic switchboard.

2  Clive’s reason for leaving 
(“I would like to pursue my goal of 
working in hotel management.”) 
helps demonstrate to a potential 
employer his commitment to a new 
career in hotel management.

3  If applicants such as Clive have other previous 
employers, they should list them here. If not, they should 
leave this area blank. If applicable, list any relevant 
volunteer experience in this section.

Page 2 of 2

1

2

3
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If you decide to hand-deliver your application, use it as an 
opportunity to make a good � rst impression. If you’re lucky, a hiring 
manager might be available to interview you on the spot—so be 
prepared with supporting documentation (see box to the right). After 
you’ve delivered your application, follow up a week later by phone to 
check on its status.

Delivering Your Application

If you plan to meet with a 
potential employer, ensure 
that you style your hair 
appropriately to the job for 
which you’re applying. 

Make-up should 
be appropriate for 
the job.Dress appropriately for your 

potential work environment. 
Men should wear a dress 
shirt and slacks. Women 
should wear the same or a 
business-appropriate dress.

Cover any tattoos 
with clothing.

As a rule of thumb, 
men should match 
the color of their 
shoes and belt to 
their slacks.

Wear appropriate footwear 
for your profession. Heels 
of reasonable height are 
appropriate for women. 
Closed-toe shoes other 
than sneakers are 
recommended.

DRESSING FOR SUCCESS
Hiring experts say you never get a second chance to make a fi rst 
impression. With that in mind, following are strategies to make 
the most of a fi rst appearance with potential employers:

Support Documents
a resume 

a cover letter 

educational transcript 

employment certifi cate 

a list of your references 

Assessment

LESSON REVIEW

1. Describe the purpose of a job application.

2. Describe the importance of closely following instructions when completing a job application. 

3. A basic job application requires a candidate to provide what forms of information?

4. Why do employers require applicants to sign and date applications?

5. What steps should a candidate take to ensure he or she makes a strong fi rst impression with 
hiring offi cials?
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Jim Bauer has proven that you can go home again. 
Bauer, formerly a crane operator for U.S. Steel, has returned to 
the same Philadelphia plant at which he worked for 25 years. 
This time around, Bauer, who lost his job when U.S. Steel closed 
that plant, produces wind turbines at the same site for a wind 
technologies company based in Spain. “We are de-rusting the 
Rust Belt,” Bauer says. “We are creating good manufacturing jobs, 
showing that in America, we can make things again.”

For workers like Bauer, who have lost jobs to cost-cutting 
moves and a struggling economy, opportunities in eco-friendly 
industries—or industries that make products that are friendly to 
the environment—provide a second chance for success. For them, 
the silver lining is tinted green with jobs that economists believe 
will revive the U.S. economy and help the nation re-position itself 
as a manufacturing leader.

A Greener U.s. Workforce
The development of green-collar jobs has the backing of the 

federal government and its green, money. Government leaders 
have pledged to spend $150 billion over the next decade to 
create 5 million green-collar jobs, calling the strategy “key to 
our competitiveness in the 21st century.” As Bauer points out, 
the growth of green represents a win-win-win for employees, 
businesses, and the economy. 

To understand where 
we are, we need to know 
where we’ve been. At our 
core, we’re a nation based 
upon consumption and 
immediate gratification. 
We want things—and 
fast. Over time, we’ve 
found fossil fuels—or 
fuels made from 
resources such as coal, 
petroleum, and natural 
gas—to be the quickest 
and most cost-effective 
ways of manufacturing, 
cooking, traveling, 
powering electronics,  
and lighting and heating 
our homes.

 Significant amounts of Earth’s natural 
resources have been used in residential 
and commercial construction.

For more information about 
the greening of America, visit 
the following Web sites:

 � www.thedailygreen.com, a 
site devoted to strategies for a 
green lifestyle

 � www.greenerchoices.org, a 
site from Consumer Reports 
that lists rankings, energy 
calculators, and recycling 
options for products

FY  

LESSoN

1

GoAls
Understand the 
importance of green 
industries to the U.S. 
economy  .  .  .  .  .  .  .  . 2

examine the use of 
global resources in the 
late 20th and early 21st 
centuries  .  .  .  .  .  .  .  . 3

learn about 
changing environmental 
behaviors   .  .  .  .  .  .  . 3

terms
eco-friendly 
industries

fossil fuels

ChApter 1 The Greening of America
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During the 20th and early 21st centuries, 
a combination of consumption and booming 
construction led to increased demand for global 
resources. About one-sixth of Earth’s fresh 
water, one-third of all energy, and half of all raw 
materials were used for construction purposes.

In the latter part of the 1990s, however, eff orts 
began toward a greater environmental conscience. 
Books, magazines, and Web sites promoted a 
greener lifestyle, a lighter carbon footprint, and 
sustainability. Americans, however, were slow to 
catch the green wave. We drove automobiles and 
used electricity at record levels throughout the 
1990s and early 2000s. And we recycled less from 
1992 to 2006 than ever before.

Th en in 2007, the tide began to turn, and 
turn green. A poll that year by the Yale Center for 
Environmental Law and Policy found that 
84 percent of Americans believe global warming 
to be a serious problem. Such beliefs align with 
growing evidence linking human activities with 
negative environmental eff ects.

In addition, media reports and fi lms such as 
An Inconvenient Truth spotlight the eff ects of 
humans on the environment. For example:
• Two-thirds of Americans consider themselves 

either supporters of or active participants in 
the environmental movement.

• Th e same percentage believes that all citizens 
must take more responsibility for their roles in 
global warming.

• More than three-fourths of all Americans 
favor higher emissions and pollution standards 
for business and industry, spending more 
government money on developing solar and 
wind power, and using federal funds to develop 
alternative sources of automotive fuel.

Today, Americans demand more of the 
businesses and industries that they support. More 
than 80 percent of people polled in March 2007 
said that a company’s environmental record was 
an “important” or the “most important” factor in 
deciding whether to buy its products.

U.s. Catches Green Wave

Perhaps no town better identifi ed with a native business than Newton, Iowa, did 
with Maytag. For more than 100 years, generations of Newton employees worked 
at the local Maytag factory. In 2007, however, that changed when Maytag closed 
its Newton plant, leaving 1,800 people without jobs. Rather than wither, the 
town of nearly 16,000 residents instead has reinvented itself as a manufacturing 
center for windmill parts. Today, a pair of companies, TPI Composites and Trinity 
Structural Towers, employ hundreds of Newton residents, many of them former 
Maytag employees. President Barack obama celebrated the town’s efforts by 
delivering an energy speech in Newton in April 2009.

CASE STUDY: Newton, Iowa

 Assessment
1.  Why are green industries 

considered important to 
our nation’s economy?

2.  Describe the use of global 
resources in the late 20th 
and early 21st centuries.

3.  What are some examples 
of people’s changing 
behaviors toward greater 
environmental awareness?

 Individual Activity
Green in Your Area
Use the Internet and other 
resources to research your 
area and its commitment 
to green industries. Note 
examples of blue-collar 
businesses, such as those 
in Newton, Iowa, that 
reinvented themselves as 
green-collar businesses. Share 
your fi ndings with the class.

LESSON REVIEW

 Group Activity
It’s Easy Being Green 
As a group, discuss what 
it means to be green. For 
instance, what green products 
or services are available in 
your community? What do 
you think qualifi es as a green-
collar job?



The Next Generation of Work-Readiness Materials

 Effective Employee 

Effective Employee equips emerging professionals 
with the skills, experiences, and intangibles to 
excel and advance in today’s workplace. An 
engaging narrative and high-interest features help 
learners unlock the secrets to lasting success.

Effective Employee

CAREER

athways

 Green Jobs 

Stuck in a rut? Want a better future? Then Green 
Jobs is the resource for you. Packed with information, 
activities, and a closing career plan, Green Jobs 
provides insight into one of the fastest-growing areas 
of the United States economy: green industries.

Green Jobs

CAREER

®

The road to a better future just got a little smoother. Enter Career Pathways, 

a dynamic new series of work-readiness titles from Paxen Publishing that helps 

learners connect career interests with gainful employment and career success. 

This series, which ties to a host of national standards, provides learners with in-

depth instruction in high-demand skills that lead to better lives and livelihoods. 

SOCIAL SKILLS    LIFE SKILLS    CAREER SKILLS

Independent Living

®

CAREER

 Document Literacy 

In Document Literacy, we put fine print under 
the microscope. A series of detailed callouts help 
learners decode and master complex consumer, 
personal, business, and financial documents. Chapter 
reviews allow learners to check understanding.

CAREER

Document Literacy
athways Independent Living

9780934350478 cover APP.indd   19780934350478 cover APP.indd   1 3/4/2021   1:07:16 PM3/4/2021   1:07:16 PM

SAMPLER



Independent Living  v

Table of Contents
Title Page ........................................................................... i
Copyright/Acknowledgements/Image Credits ..........ii–iv
Table of Contents .............................................................. v
About Career Pathways ............................................ vi–vii
About Independent Living ........................................ viii–xii

 CHAPTER 1: Social Skills ......................1–38

LESSON 1: Personal Health ......................... 2–5
LESSON 2: Choosing A Healthy Diet ............ 6–9
LESSON 3: Managing Time and Stress ..... 10–13
LESSON 4: Setting Goals ..........................14–17
LESSON 5: Communicating Eff ectively .... 18–21
LESSON 6: Problem Solving ..................... 22–25
LESSON 7: Decision Making .................... 26–29
LESSON 8: Resolving Confl ics .................. 30–33
Chapter 1 Recap ........................................... 34
Chapter 1 Review ................................... 35–38

 CHAPTER 2: Life Skills ....................... 39–88

LESSON 1: Earning Money ......................40–43
LESSON 2: Spending ............................... 44–47
LESSON 3: Saving and Investing ............. 48–51
LESSON 4: Budgeting .............................. 52–55
LESSON 5: Financial Documents ............. 56–59
LESSON 6: Knowing Your Community ..... 60–63
LESSON 7: Using Transportation ............ 64–67

Pathways: Problem Solving/Critical Thinking
 Navigating Transit Systems 68–71

LESSON 8: Making a Home ......................72–75
LESSON 9: Types of Insurance ................. 76–79
LESSON 10: Legal Documents ................. 80–83
Chapter 2 Recap ........................................... 84
Chapter 2 Review  ................................... 85–88

 CHAPTER 3: Career Skills .................89–134

LESSON 1: Assessing Your Interests ........ 90–93
LESSON 2: Analyzing the Job Market ...... 94–97
LESSON 3: Developing Your Skills ......... 98–101
LESSON 4: Seeking a Position ...............102–105
LESSON 5: Completing Applications .... 106–109
LESSON 6: Resumes .............................110–113
LESSON 7: Cover Letters ......................114–117
LESSON 8: Th e Interview .................... 118–121
LESSON 9: Establishing Yourself ......... 122–125
LESSON 10: Excelling and Advancing .. 126–129
Chapter 3 Recap ......................................... 130
Chapter 3 Review ................................131–134

 ADDITIONAL RESOURCES ............... 135–178
APPENDICES
A: Transition Plan ............................... 136–145
B:  First Aid and Preparing for 
 Emergencies ................................... 146–147
C:  Training, Certifi cation, and Degrees 148–149
D: Job Application Checklist ........................ 150
E: Resume Checklist .................................... 151
F: Cover Letter Checklist ............................ 152
G: Table Manners and Restaurant Etiquette 153
H: Workplace Technology ............................ 154

GLOSSARY ......................................... 155–159
ANSWER KEY .......................................160–169
INDEX ................................................ 170–178

2
Fruits and 
vegetables are an 
important part of 
a healthy diet.

98
Candidates often seek to enhance their skills 
through additional education or training.



2 CAREER PATHWAYS

LESSoN

GOalS
UNDERSTAND the 
role of nutrition, sleep, 
and exercise to personal 
health   . . . . . . . 2–3

DEVELOP personal 
health care skills . 2–4 

LEARN what to expect 
when visiting a doctor 
 . . . . . . . . . . . . . . 4

TermS
primary care 
physician

blood pressure

blood test

immunizations

abstinence

Pap smear

The fi rst wealth is health.”
– Ralph Waldo Emerson, poet

As Emerson noted, individual health should be a person’s fi rst 
priority when living independently. A person’s health can change for 
better or for worse, depending on the care and attention that he or 
she seeks and receives over time. In short, good health can be taken 
for granted—until it’s gone. 

Personal health falls into three categories—that which involves 
the body, the mind, and the spirit. All three parts together form the 
whole person. As the table below shows, you face a variety of choices 
that together will help you establish and maintain health throughout 
your life.

1CHapTer 1 Personal Health

Eating fresh fruits and vegetables 
every day is a simple choice that 
can have a positive, lasting effect 
on your personal health.

perSOnal HealTH CHOiCeS

HYGIENE  NUTRITION WELLNESS

Shower and wash your hair

Brush and fl oss your teeth

Comb or brush your hair

Use deodorant

Wear just a touch of 
body spray or cologne

Wash your hands before eating

Eat fresh fruits and vegetables 
(5 to 6 servings per day)

Eat whole-grain and high-fi ber foods 
(25 grams of fi ber per day)

Consume the recommended range 
of calories (usually 1,800 to 2,400 
calories per day)

Drink water
(64 ounces of water 
per day)

Get plenty of sleep 
(8 to 10 hours for teens, 
7 to 9 hours for adults)

Exercise for 10 minutes or more at a 
time (up to 150 minutes per week)

Wear a seatbelt when driving 
or riding in a car

Wear a helmet when 
on a bicycle or motorcycle
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Social Skills LESSON 1

Your mind and spirit are closely related because 
they are both internal—they refer to what you 
think and feel. Following are a few strategies to 
help you enhance your health in these two areas:

• Know that you’re not perfect, nor will others 
around you be perfect. Learn to forgive 
yourself and forgive others.

• Know that you’re a capable person with unique 
gifts and talents. You have a lot to off er this 
world. Believe in yourself!

• Dream big dreams. Choose a large, long-
term goal that you’d like to achieve. Th en, 
list smaller, easy-to-attain goals that, when 
achieved together, will help you realize the 
bigger dream!

• Dress well. Often, you look how you feel and 
you feel how you look. Wash your clothes 
frequently, and care about your entire 
appearance. Th is will help you keep the job 
you have, and even advance to new and better 
positions.

• Always be ready and willing to learn. Even 
when you fi nish school, your education 
continues. Ensure that you read books, solve 
puzzles for fun, learn new words, study 
history, keep up with current events, vote 
in elections, and engage in the community 
around you. Try to learn one new thing 
each day. 

mind and Spirit

Learning is a lifelong process. Reading is one way to care for 
your mind and spirit. 

WHAT TO AVOID
Making good lifestyle choices includes knowing what to do and what not to do. 
Following are some choices to avoid:

pOOr DieT 
Eating fast-food, 
frequent deserts, 
and other foods high 
in trans-fats, salt 
(sodium), sugar, and 
sugar-substitutes
Why? Because they 
can lead to health 
issues, including heart 
disease, obesity, tooth 
decay, and more

eXCeSSiVe 
SCreen Time
Spending excess time 
in front of screens 
(computers, TVs, 
Smartphones, game 
consoles, or other 
electronic devices) 
Why? Because too 
much screen time can 
lead to depression and 
anti-social behavior

OVerSleepinG 
Sleeping or eating too 
little or too much
Why? Because 
moderation is key; 
too little or too much 
of anything can be 
unhealthy

UnHealTHY 
HaBiTS
Smoking cigarettes, 
chewing tobacco, 
drinking alcohol, and 
taking drugs
Why? Because they’re 
habit-forming and lead 
to serious, long-term 
health problems

DrUG aBUSe  
Misusing or abusing 
prescription or over-
the-counter medicine; 
always follow the 
exact directions given
Why? Because misuse 
or abuse of any 
medicine can lead to 
injury or even death
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Staying Healthy
Once a year, even if you feel well, you should 

visit your primary care physician. A primary care 
physician is an MD (Medical Doctor), DO (Doctor 
of Osteopathy), PA (Physician’s Assistant), or NP 
(Nurse Practitioner). In addition, every 6 to 12 
months you should visit a dentist. In some cases, 
such as when you aren’t feeling well, you should 
immediately call your physician and make an 
appointment. You also should keep a fully-stocked 
first-aid kit in both your home and car to help 
address any emergencies.

To limit costs for medical and dental care, 
follow guidelines from your health provider. 
Guidelines for who you can see and how often vary 
and can change from year to year. From that list 
of physicians, ask friends or family members for 
recommendations of doctors and dentists. When 
you visit your primary care physician, you should 
expect:

• a nurse to weigh you on a scale and discuss 
your ideal weight.

• a nurse to take your blood pressure, or how 
well your heart pumps blood, using a cuff that 
fastens around your arm and fills with air.

• to be completely honest about your medical 
history, even if it might prove embarrassing 
to disclose drug use, sexual history, and 
conditions such as depression.

• the physician to order a blood test, in which 
some blood will be drawn from your arm to 
check kidney function, liver function, blood 
sugar, blood protein, and cholesterol levels.

• that your immunizations, or vaccine shots 
that protect against diseases, will be brought 
up-to-date. 

• the nurse or physician to discuss your mental 
health and outlook on life with you.

• to test for sexually-transmitted diseases 
(STDs), provided you’ve been sexually active. 
Abstinence, or the avoidance of sexual 
contact, is the only way to fully protect against 
STDs and pregnancy.  

• that female patients will have a cervical exam 
and Pap smear to test for abnormalities, 
including cancer.

Treatment Options
When you’re feeling ill or need help, you have 

options. Know that whoever you see, you have 
patient rights, including the right to privacy 
and confidentiality of your information. You 
also have the right to understand and make an 
informed decision about any recommended test 
or procedure. Always ask about risks and benefits 
(especially involving x-rays, prescriptions, and 
surgical procedures). The table below recommends 
treatment options for specific symptoms.

TreaTmenT OpTiOnS

Condition Provider

Cold, flu, sore throat, 
cough, earache, stomach 
ache, diarrhea, allergies, 
a sprain, or other minor 
concern

Primary care physician, 
walk-in or quick care 
clinic, or urgent care clinic

Family planning Counselor

Addiction A primary-care physician 
will provide you with a 
referral to the appropriate 
doctor or agency

Toothache or pain chewing Dentist

Life-threatening issue, 
such as a heart attack, 
stroke, seizure, breathing 
difficulties, major bleeding, 
or a broken bone(s)

Call 911 or visit an 
emergency room (ER)



Independent Living 5

Social Skills LESSON 1

LESSON REVIEW

Name:   Date:  

 Directions: Next to each item, circle whether each option is a healthy choice 
or a choice to avoid.

1. Eating foods high in fats   Healthy Avoid

2. Eating foods high in fi ber   Healthy Avoid

3. Wearing a seat belt   Healthy Avoid

4. Abstaining from sex   Healthy Avoid

5. Using drugs  Healthy Avoid

6. Exercising  Healthy Avoid

7. Drinking alcohol Healthy Avoid

8. Oversleeping   Healthy Avoid

 Directions: Write your answers on the lines below.

9. What three categories together make up personal health?

10. If you have a sore throat and a painful cough, what treatment(s) should you pursue? 

11. What steps can you take to improve and maintain good health? Write a statement that 
explains four to fi ve actions you can take to get healthy and stay healthy. 

 Directions: Match the medical test or procedure with the correct defi nition.

  12. immunization

  13. blood test

  14. blood pressure

  15. Pap smear

a. procedure that measures a person’s sugar, protein, 
and cholesterol levels

B. test for females done during a cervical exam to 
check for abnormalities, including cancer

C. a measure of how well the heart pumps blood
D. a vaccine shot given to protect against diseases


