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1) BUILDING 21sT CENTURY
SKILLS

Soft skills, 21st century skills, social and emotional learning, employability
skills, people skills — these are all terms that describe the type of skills that are
necessary for success in the workplace. We are all familiar with these skills and many will
argue that “soft skills” is a misnomer for critical attributes that will be required of today’s
youth in order to succeed in an ever-changing world. Research shows that having strong
social and emotional skills and intelligence are more important than IQ for experiencing
success in a work environment (AIR 1). The practice and development of these essential
skills is a cornerstone of a strong college and career readiness program and will help to
establish a firm foundation for your youth to build on. According to Tobie Baker Wright,
the former senior program manager for JFF (formerly Jobs for the Future), “Good career
exploration today is working to develop things in young people — the ability to work as
part of a team, the ability to communicate effectively, personal responsibility — that help
them have agency in making decisions about careers” (qtd. in Strom).
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Working with young people to develop these skills can have a significant positive
impact on their future as they work through college and begin to enter the workforce,
and, OST programs can (and should) play an intentional role in building 21st century
skills at all age levels. On average, a Maryland student spends 7 hours a week in an Out
of School Time program and 6 hours a week for 5 weeks on average in the summer
("America After 3PM"). Interpersonal skills are needed for youth to not only succeed in
are helping to address this skill gap by:

the future, but to thrive as well.
FROM AN AFTERSCHOOL
ALLIANCE REPORT:

integrating these foundational skills into : :

their programs; connecting youth to "Data spanning more than a decade
the workforce through helping them to - indicate that there are sets of

: . . foundational skills and competencies
discover new interests and undiscovered

. L ., that are strongly desired among
professions; and providing a “ladder of employers, but challenging to find

Out-of-school time programs

supports” to help youth reach their career among potential employees.
goals (“Building Workforce Skills” pp. 1,3). y .
Additionally, OST programs are helping - Theability to work in teams, solve

problems, and communicate
effectively are among the principal
skills that employers consistently

to close the skill gap between youth from
low-income communities and their more

affluent peers. By creating opportunities ~ report desiring in their future hires”

such as internships, work-study programs, ~ ("Building Workforce Skills” 1). :
job shadowing, and career development :
activities, OST programs are helping e ”

youth to understand and develop a work-

oriented mindset (AIR 1). Maintaining high expectations in your
OST program helps prepare youth for the expectations they will
meet in the workplace, such as punctuality, communication, and

good work ethic. i i

It is worth mentioning that this work is not just for youth
in high school; the earlier you begin working on these skills, the stronger their foundation
will be and the more benefits youth will experience. “Research has found that younger
students participating in quality afterschool and summer learning programs get along
better with their peers and see gains in their pro-social behavior, as well as reductions in
aggressive behaviors” (“Building Workforce Skills” 3).
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The concept of 21st century skills was born from the realization that
"yesterday's focus on memorization and rote learning would not prepare 0

iy

students for a fast-changing, increasingly automated, information-
saturated world” (Boss).

According to Ken Kay, founder of the Partnership for 21st Century
Learning, there have been three main phases in the development
and widespread adoption of 21st century skills. The first phase was
focused on defining these skills and outlining the competencies to be v
considered. The second phase centered on communication about the
skills and competencies where the long list was condensed down into the
memorable 4Cs: communication, collaboration, critical thinking, and creativity. The
third phase, which we currently find ourselves in, is working to empower communities to
adopt and customize the 4Cs framework at the local level (qtd. in Boss).

/—I:: ACTIVITIES TO BUILD 21ST CENTURY SKILLS ::lﬁ

Click the links for the worksheets of these activities!

1) Cup Stacking Teamwork

2) Time Management List

3) Compliment Yarn

------- Y) Barometer - Taking a Stand on Controversial Issues

5) Body Sculpting - Using Theater to Explore Important Ideas

6) Town Hall Circle - ~

Unit 3 - Building 21st Century Skills 35


https://drive.google.com/file/d/1jrjoGZlu8864hEKfdOqFiY3Uvdg1Aj94/view?usp=sharing
https://drive.google.com/file/d/1nd1P-HgH5_afoTWnUUlkdP87Rv9WWPvF/view?usp=sharing
https://drive.google.com/file/d/1E4LpAOlYwjUyk0_vTDlD3iB2213wp5Vg/view?usp=sharing
https://drive.google.com/file/d/1laEODADJbfXTZcwThiBe_MTvNWBrLSht/view?usp=sharing
https://drive.google.com/file/d/1Urq2fkX8TfSBZn5b2a9ipXpD2J0I8zB-/view?usp=sharing
https://drive.google.com/file/d/1SbD39_BZ71EhdczqGOxZn_lGDUyo_LeX/view?usp=sharing

ADDITIONAL RESOURCES

For more information and ideas for teaching social and emotional learning
or 21st century skills, check out the following resources.

Navigating Social and Emotional Learning from the Inside Out: Looking Inside and Across 25

Leading SEL Programs: A Practical Resource for Schools and OST Providers (Report), Harvard

Graduate School of Education, 2017

Tenacity Professional Character Skills Curriculum, DC Public Schools

Skills to Pay the Bills: Mastering Soft Skills for Workplace Success, U.S. Department of Labor’s
Office of Disability Employment Policy

Social Skills for Middle School Students, Contra Costa County Schools

Soft Skills to Pay the Bills, youth.gov
Critical Thinking Lesson Plans, TEDEd

Problem Solving Lesson Plans, TEDEd

Creativity Lesson Plans, TEDEd
Collaboration Lesson Plans, TEDEd

How to Teach 21st Century Skills in Middle School, Applied Educational Systems

10 Great Critical Thinking Activities That Engage Your Students, Wabisabi Learning

Career Readiness and Competencies, National Association of Colleges and Employers
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https://www.wallacefoundation.org/knowledge-center/pages/navigating-social-and-emotional-learning-from-the-inside-out.aspx
https://www.wallacefoundation.org/knowledge-center/pages/navigating-social-and-emotional-learning-from-the-inside-out.aspx
https://dcpsinternships.org/information-for-teachers/httpdcpsinternships-orgwp-contentuploads201608tenacity-2-0-1-pdf/
https://www.dol.gov/sites/dolgov/files/odep/topics/youth/softskills/softskills.pdf
http://www.cccoe.net/social/skillslist.htm
https://youth.gov/feature-article/soft-skills-pay-bills
https://ed.ted.com/lessons?category=critical-thinking
https://ed.ted.com/lessons?category=problem-solving
https://ed.ted.com/lessons?category=creativity
https://ed.ted.com/lessons?category=collaboration
https://www.aeseducation.com/blog/teach-21st-century-skills-middle-school
https://wabisabilearning.com/blogs/critical-thinking/10-great-critical-thinking-activities-that-engage-your-students
https://www.naceweb.org/career-readiness/competencies/career-readiness-defined/

2) PREPARING YOUTH FOR
THE WORKPLACE

There are a variety of new skills, concepts, and mindsets that youth need to
understand to be successful in the workplace. Some of your youth may have already
had jobs, while others might have no idea what to expect. Read on to learn important
stategies to help youth get ready for life beyond school and feel confident in a workplace
environment.
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HOW TO PREPARE YOUTH FOR THE
WORKPLACE

In addition to teaching youth 21st century skills and providing
them lots of opportunities to practice those skills, it is also valuable
to help prepare youth for being part of a workplace community.

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

1) Model workplace norms by asking youth to attend your program for
specific hours and hold them accountable to being on time and present,
possibly creating a dress code, providing stipends, and by requiring that
they behave as they would be expected to in a workplace.

2) Involve youth in the task of creating a mission statement and class
expectations to teach about participation and collaboration in the
workplace.

3) Use role playing to provide opportunities to practice how to act and
respond in specific workplace situations such as an interview, a disagree-
ment with a coworker, or more complex incidents of racism or harassment.

4) Introduce youth to working professionals, or mentors, that they can
meet with and discuss what it's like to work in a specific workplace and
what it takes to do their job.

5) Arrange job shadowing opportunities for youth to visit a variety of
workplaces and observe how people behave, dress, and talk at work. Invite
them to report back on what they've learned. (FYSB)

. o
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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WORKPLACE BEST PRACTICES

Of course, you won't know exactly what your students' future workplace community will be
like, but there are best practices that will provide a good foundation for any career they may enter.
Review and discuss the suggestions found in the Best Practices in the Workplace Handout with
your youth. Throughout your discussion, you may want to ask the following questions:

« What does this mean to you?
« Give an example of a behavior or activity that shows you are following this best

practice.
» What activities and behaviors would not be appropriate under this best practice?
[] » Are there additional things you think should be added here?

» What questions do you have about this best practice?

Additionally, you may decide to incorporate some of these practices into your program and provide
an opportunity for youth to gain experience with each one. The following resources provide
activities you can conduct with youth in your program centered around job readiness and role
playing a variety of scenarios.

«  Workplace Conflict Scenarios, CareerPuppy.com

« Career-Ready Workplace Scenario Cards, Realityworks

« 7 Fun Ways to Teach Teens Job-Readiness Skills, Mercy Home for Boys and Girls
« 4 Essential First Job Tips for Teens, The Balance Careers

Problem Solving at Work

Employers look for and value employees with strong problem solving skills. From the U. S.
Department of Labor, "Employers say they need a workforce fully equipped with skills beyond the
basics... These skills include critical thinking and problem solving” (“Mastering Skills for Workplace
Success” 98). Employees who are adept at problem solving can better overcome unexpected
obstacles making them very valuable for important projects.

A simple way to get students introduced to the concepts of Problem Solving is through a
course from MIT's Office of Digital Learning, Introduction to Problem Solving Skills. This self-paced
web-based course takes students through a series of short video clips and then presents prompts
for feedback from the students. At the end, a PDF of the student’s responses can be printed.

Another resource is from the U.S. Department of Labor and their “Skills to Pay the Bills”
program. This particular activity, Problem Solving and Critical Thinking, provides an introduction to
the value employers put in problem solving skills and includes 5 activities to do with your students.
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https://drive.google.com/file/d/1JEPlDxX5N960ZsSFsuYdgywOmAKXsXJM/view?usp=sharing
https://careerpuppy.com/sites/default/files/CareerPuppyMSHSWorkplaceConflictScenarios.pdf
https://www.realityworks.com/wp-content/uploads/2019/07/sample-cards-test-2017.pdf
https://www.mercyhome.org/blog/parenting/teen-job-readiness/
https://www.thebalancecareers.com/tips-for-teens-who-toil-524900
https://ccmit.mit.edu/problem-solving/
https://www.dol.gov/agencies/odep/topics/youth/transition/soft-skills
https://www.dol.gov/sites/dolgov/files/odep/topics/youth/softskills/problem.pdf

While not as visually appealing as the resources above, this lesson on Problem Solving and
Critical Thinking from Realityworks provides a much more in-depth exploration and practice of
problem solving skills. Students practice problem solving with case scenarios individually and as
teams.

Presentation at Work

Personal presentation is how one presents themselves in everyday situations. This is a
communication skill that youth may not have been taught, but one that is essential in gaining
employment and being part of a workplace environment. What one says and does is part of
their personal presentation, as well as their appearance. Dressing smartly,
being clean and having good personal hygiene, and carrying oneself well
is all part of making a strong first impression and appearing professional.

Regardless of how we feel about it, people are constantly being
evaluated and re-evaluated by the people around us, particularly by
employers. One’s appearance at work sends many messages about how
they view the environment, how much respect they have for themselves
and their work, what groups they identify with, and where they think they
belong within the organization. Making just a few adjustments to one’s
appearance may lead to opportunites for advancement.

Review and discuss the suggestions found in the Personal
Appearance in the Workplace Handout with your youth. Feel free to
use the following discussion questions or make up your own.

Discussion Questions:

1. Why do employers want their employees to look professional?
2. How does your appearance as an employee reflect back on the company image?

3. By instituting and enforcing dress codes, are employers stifling people’s individuality
and freedom of expression? Is this justified?

4. Is it more important to stand out or fit in at the workplace? Why?

Additionally, you may choose to conduct the Dress and Groom Checklist Activity with
your students. The activity encourages students to think through the dressing and grooming
steps they would need to take in order to prepare for an interview and when they are on the job.
There is an optional extension to have youth attend your next session dressed as they would for
an interview as an opportunity to practice and receive feedback.
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https://www.dol.gov/sites/dolgov/files/odep/topics/youth/softskills/problem.pdf
https://www.dol.gov/sites/dolgov/files/odep/topics/youth/softskills/problem.pdf
https://drive.google.com/file/d/1VYJWALOS9ieGXpkHSnPWXCQMQjr6gcmv/view?usp=sharing
https://drive.google.com/file/d/1VYJWALOS9ieGXpkHSnPWXCQMQjr6gcmv/view?usp=sharing
https://drive.google.com/file/d/1TtxuB37Ukc-9OJjjzfwdt_lec-DilUaQ/view?usp=sharing

Socializing at Work

Workplace relationships are a new type of relationship that youth will need to navigate as
they enter the workforce. This type of relationship can be especially confusing for youth because
they may encounter other people near their own age who hold positions of authority. Navigating
these new waters effectively can increase the likelihood of advancement in the workplace. The
areas below are meant to provide insight into some areas of focus as you support youth with this
transition.

« Co-workers are different from friends or family. They are their own
relationship and have their own rules and guidelines to be aware of.
This does not mean that a co-worker could not cross into one of those
other groups at some point, but they start as co-workers.

» Make sure youth know when it is okay to socialize at work. Socializing
at the wrong times or too often can leave managers with bad
impressions.

« Remind youth to always be friendly. They will want to put their best self

out there, so say hello, smile, and be positive.

inappropriate. Here are 15 Topics Of Conversation You Should Avoid
Like The Plague At Work.

‘ « Youth should know to avoid topics that are too personal or

« When an employee is socializing with other co-workers off the clock,
they are still representing themselves as an employee and may even
face penalties for actions taken outside of the work environment. This is
of special consideration for anyone using social media.

« Dating in the workplace can be another challenge one might encounter
in the workplace, but young people may not be aware of some of
the workplace pitfalls. First off, students should understand that
some workplaces require you to disclose relationships and before a
relationship is pursued, students should check their HR manuals for
corporate guidance. Beyond the corporate paper trail, there is always
the possibility that a co-working relationship may last longer than a
romantic one. You can break up with your partner but in a workplace
romance, that doesn’t mean you get to stop working with them.
Employees will be expected to maintain a professional, friendly, and
effective work relationship regardless of the circumstances or status of
the romantic relationship.
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https://fairygodboss.com/articles/things-never-to-say-at-work
https://fairygodboss.com/articles/things-never-to-say-at-work

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
.

Socailizing for Shy People

It is important that even those uncomfortable with socializing develop some
techniques for building workplace relationships with co-workers. Students need

to know they will not have to participate in every social event at work, but they
need to attend them occasionally and sincerely. By not participating, folks will miss
opportunities to get in front of people they may not normally have access to.

Here are a few tips for those who struggle with socializing:

1. Set a goal for yourself to improve your social skills:
« Say "Good Morning” to everyone I see when I enter the office.
» Ask people about their weekend plans on Fridays.
« Meet two new people at a work event and ask them what they do for
the company.
2. Watch a sports game or watch/listen to highlights to have talking points.
3. Try to have a relevant question to ask at every meeting with management.
4. Have one or two conversation starters that you use.

By building effective workplace relationships, one can find co-workers and
3 colleagues who will be key to their professional development in the form of mentors
R and advocates. Strong relationships can benefit employees across multiple company
transitions and even careers. The more advocates someone has throughout their
employment, the potential for more career opportunities in the future is increased.
You don't have to be naturally outgoing to be a great networker!
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IMPLICIT BIAS TRAINING

You may want to consider providing implicit bias training for your staff and / or
students centered around race, gender, sexuality, and class. These types of training are
designed to make participants aware of the implicit biases around diversity and inclusion
topics, provide tools and strategies for interrupting and adjusting patterns of thinking, and
aim to eliminate discriminatory practices and behaviors.

Providing implicit bias training or training on diversity and inclusion to your
program providers will help them translate this information to students and enable them
to incorporate their learnings into their teachings. Ensuring that your staff are comfortable
addressing tough questions and issues that arise around race, gender, sexuality, and class
will go a long way toward creating a safe environment for all youth in your programs. To
learn more, check out the following resources:

» Exploring Implicit Bias and Promoting Equity WEBINAR, National Council on Family Relations

« Active Bystander & Implicit Bias Resources, Kirwan Institute for the Study of Race and Ethnicity
« Implicit Bias Online Training Modules, Kirwan Institute for the Study of Race and Ethnicity

=« Showing Up for Racial Justice (SURJ)

« Both /And

« National Implicit Bias Network

« Implicit Bias Key Sites, Racial Equity Tools

« Talking About Race, National Museum of African American History & Culture -
Smithsonian

« Seeing White, Scene on Radio Podcast

« (CSI's Guide on Implicit Bias, Center for Social Inclusion
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https://www.ncfr.org/events/exploring-implicit-bias-and-promoting-equity?gclid=CjwKCAiA17P9BRB2EiwAMvwNyBR5gNNOUPv428RfbmdpoGkeB4EzKqnlIKVFAICjg80I20RhLjfwJxoC-hIQAvD_BwE
https://kirwaninstitute.osu.edu/active-bystander-implicit-bias-resources
https://kirwaninstitute.osu.edu/implicit-bias-training
https://www.showingupforracialjustice.org/
https://both-and.org/
https://implicitbias.net/resources/resources-by-category
https://www.racialequitytools.org/resources/act/communicating/implicit-bias
https://nmaahc.si.edu/learn/talking-about-race
https://www.sceneonradio.org/seeing-white/
http://www.centerforsocialinclusion.org/csis-guide-on-implicit-bias/
jjones
Cross-Out
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IDENTITY IN THE WORKPLACE

In our society, public discussions about race and racism are on the rise. As educators, there
is a responsibility and a need to address these topics with youth in your programs. These
conversations can be difficult and uncomfortable, but young people want and deserve to be part
of the conversation. Race, racism, and social justice are not issues youth will only encounter in the
workplace and starting the discussion early with them will give them a better understanding of the
issues as they navigate the world around them. These resources will help you learn more about
race issues and guide you through activities to lead with your students:

« Facing History
« “Through rigorous historical analysis combined with the study

of human behavior, Facing History's approach heightens
students’ understanding of racism, religious intolerance, and
prejudice; increases students’ ability to relate history to their own
lives; and promotes greater understanding of their roles and
responsibilities in a democracy.”

» Educator Resources and Online Professional Development
« Flip the Script: Race and Ethnicity in the Workplace, Catalyst
» Teen Racial Justice Curriculum, Lisa Graustein
« Written for a Quaker school audience, easily adapted to general
audiences
« Race Talk: Engaging Young People in Conversations about Race and Racism, Anti-
Defamation League

« Resources for Educators, Parents & Families, Anti-Defamation League
» Lesson plans, educational programs and training, anti-bias tools and strategies, children’s
literature on bias, diversity, and social justice, and more
« Race and Ethnicity Resources, Teaching Tolerance

« First Encounters with Race and Racism: Teaching Ideas for Classroom Conversations, The
New York Times

« Talking about Race and Privilege: Lesson Plan for Middle and High School Students,
National Association of School Psychologists
« 15 Classroom Resources for Discussing Racism, Policing, and Protest, Education Week

« How to Engage in Anti-Racism Work: 70+ Resources for Teens, Courtney Harris Coaching
« Teaching Race: Pedagogy and Practice, Vanderbilt University’s Center for Teaching
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https://www.facinghistory.org/
https://www.catalyst.org/research/flip-the-script-race-ethnicity-in-the-workplace/
https://www.fgcquaker.org/sites/default/files/attachments/Racial%20Justice%20Teen%20Curriculum%20Graustein.pdf
https://www.adl.org/education/resources/tools-and-strategies/race-talk-engaging-young-people-in-conversations-about
https://www.adl.org/education-and-resources/resources-for-educators-parents-families
https://www.tolerance.org/topics/race-ethnicity
https://www.nytimes.com/2017/09/27/learning/lesson-plans/first-encounters-with-race-and-racism-teaching-ideas-for-classroom-conversations.html
https://www.nasponline.org/resources-and-publications/resources-and-podcasts/diversity-and-social-justice/social-justice/social-justice-lesson-plans/talking-about-race-and-privilege-lesson-plan-for-middle-and-high-school-students
https://blogs.edweek.org/teachers/teaching_now/2020/06/15_classroom_resources_for_discussing_racism_policing_and_protest.html
https://courtneyharriscoaching.com/anti-racism-guide/
https://cft.vanderbilt.edu/guides-sub-pages/teaching-race/

IDENTITY IN THE WORKPLACE
. GENDER & SEXUALITY |

.
ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Sexual orientation and gender identity issues can often be encountered in the

workplace, and it is important for youth to be aware of these issues and the rights and
laws surrounding them. Below is some general terminology that may be helpful:

LGBTQ: Acronym for lesbian, gay, bisexual, transgender, and queer.

Sexual orientation: A person’s physical and/or emotional attraction to the
gender to which they are attracted; being heterosexual, homosexual, or
bisexual.

Gender identity: A person’s perception of having a particular gender, which
may or may not correspond with their birth sex.

Gender expression: The way in which people express their gender identity
through their appearance, dress, and behavior.

Transgender: A person whose sense of personal identity and gender do not

NN

correspond with their birth sex.

\_

LGBTQ WORKPLACE ISSUES ]

Source: 2020 Catalyst Research Brief

* InJune 2020, the U.S. Supreme Court ruled that the 1964 Civil Right Act
protects employees from discrimination on the basis of sexual orientation
or gender identity. As a result, employed persons across the US cannot be
fired for being LGBTQ.

* 93% of Fortune 500 companies have instituted non-discrimination policies
that include sexual orientation and 91% have policies that include gender
identity. Many companies also provide other benefits such as domestic
partner benefits (53%) and transgender-inclusive benefits (65%).
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IDENTITY IN THE WORKPLACE
. GENDER & SEXUALITY |

. o
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

[ LGBTQ WORKPLACE ISSUES ]

\_

One-fifth of LGBTQ Americans have experienced some form of
discrimination based on sexual orientation or gender identify when
applying for jobs.

LGBTQ people of color (32%) are more likely to experience this type of
discimination than white LGBTQ people (13%).

Harassment, bullying, and offensive jokes are top on the list of issues
encountered in the workplace by LGBTQ people.

Transgender employees experience different kinds of harassment in the
form of bathroom accessibility, deliberate incorrect pronoun usage, and
tolerating inappropriate questions.

LGBT employees refrain from being their full selves at work out of a
response to fear. 46% of LGBTQ employees in the U.S. are closeted in the
workplace.

“LGBT people often cover or downplay aspects of their authentic selves
(e.g., by hiding personal relationships or changing the way they dress or
speak) in order to avoid discrimination” (Quick Take).

This often leads to a feeling of exhaustion from spending time and energy
concealing who they really are. For transgender people who wish to start
transistioning, concealment is not an option.

25% of LGBTQ employees have stayed at a job because the work
environment was inclusive while 10% report leaving a job because the
environment was not accepting of LGBTQ people.

Unit 3 - Preparing Youth for the Workplace
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IDENTITY IN THE WORKPLACE

. GENDER & SEXUALITY |

. .
oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Gender expression refers to the way in which people express their gender identity through
their appearance, dress, and behavior. Company policies may require men and women to dress in
ways that conform to gender stereotypes, such as men wearing suits and women wearing dresses
as professional attire. It is far preferable to have policies that require “professional attire” as a
gender neutral requirement, but that is not necessarily a standard practice in 2020.

To help your youth think about how society, biology, and personal preference
contribute to the relationship they have with their body and to better understand gender
expression, check out the interactive Gender Identity and Expression Map.

» Developed by IMPACT, The LGBT Health and Development Program at Northwestern
University

« This interactive graphic provides a general "map” of gender identities and expressions
that people use, with their definitions and a few examples and further links/videos. Instead
of the man vs. woman binary, this map uses Masculine, Feminine, Both, and Neither to
describe a spectrum of identities.

These additional resources can aid in your conversations with youth on this topic. The
resources marked with an * are appropriate to share directly with youth.

» Sex? Sexual Orientation? Gender Identity? Gender Expression?, Teaching Tolerance

» Flip the Script Project, Catalyst

«  Words reflect the culture of a workplace and can reinforce negative stereotypes
about LGBTQ people. This project aims to help people flip the script on harmful
language and provide alternatives that don’t harm your co-workers.

» Flip the Script: Sexual Orientation in the Workplace*

* Flip the Script: Transgender in the Workplace - Actions*

* Flip the Script: Transgender in the Workplace - Words*

* Flip the Script: Women in the Workplace*

* Flip the Script: Men in the Workplace*

» Flip the Script: Creating Connection, Not Conflict, in Tough Conversations*

e LGBTQ Resource List, GLAAD*

« DOL Policies on Gender Identity: Rights and Responsibilities, U.S. Department of Labor
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Gender Identity and Expression Map
https://www.tolerance.org/magazine/summer-2015/sex-sexual-orientation-gender-identity-gender-expression
https://www.catalyst.org/research-series/flip-the-script/
https://www.catalyst.org/research/flip-the-script-sexual-orientation-in-the-workplace/
https://www.catalyst.org/research/flip-the-script-transgender-in-the-workplace-actions/
https://www.catalyst.org/research/flip-the-script-transgender-in-the-workplace-words/
https://www.catalyst.org/research/flip-the-script-women-in-the-workplace/
https://www.catalyst.org/research/flip-the-script-men-in-the-workplace/
https://www.lambdalegal.org/states-regions/maryland
https://www.glaad.org/resourcelist
https://www.dol.gov/agencies/oasam/centers-offices/civil-rights-center/internal/policies/gender-identity

IDENTITY IN THE WORKPLACE

HARASSMENT

. .
cccccccccccccccccccccccccccccccccccccccccccccc

It is important for youth to know what
harassment looks like, sounds like, and feels like in the
workplace so that if they experience it, they can take
the proper action. The following resources can help
you teach students about harassment in the workplace,
their rights, and the actions they can take if they find
themselves as a victim of harassment. The resources
marked with an * are appropriate to share directly with

youth. -~ - - -

« Sexual Harassment is Against the Law - Fact Sheet, Youth at Work - U.S. Equal

Employment Opportunity Commission *

« Youth at Work Classroom Materials, U.S. Equal Employment Opportunity
Commission
* Videos, Teacher Manual, Student Manual

« Sexual Harassment Fact Sheet, YoungWorkers.org *

« Sexual Harassment at Work Kahoot Quiz, YoungWorkers.org *

* Answer Key
« Workplace Harassment: An Unacceptable Risk, Maryland NonProfits *

« Teaching About Sexual Harassment, NextGen Edition

« Addressing Sexual Harassment with Teens, Building Healthy Relationships Across

Virginia Facilitator's Guide
« Teens Take on Sexual Harassment - Study Guide, Youth at Work - U.S. Equal
Employment Opportunity Commission

» Resources to Guide Discussions about Consent, Sexual Harassment, and

Misconduct, Online MSW Programs
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https://www.eeoc.gov/sites/default/files/migrated_files/youth/downloads/sexual_harassment.pdf
https://www.eeoc.gov/youth/classroom-materials
http://youngworkers.org/wp-content/uploads/2014/04/Sexual-Harassment-Fact-Sheet.pdf
https://create.kahoot.it/share/59e9d274-16a4-42d7-b5d0-0ef5d2c774df
http://youngworkers.org/wp-content/uploads/2014/04/Sexual-Harassment-Kahoot-Quiz-Answer-Key.pdf
https://www.marylandnonprofits.org/workplace-harassment-an-unacceptable-risk/
https://nextgenedition.com/teaching-about-sexual-harassment/
https://www.communitysolutionsva.org/files/Building_Healthy_Relationships_Across_Virginia_Unit_3.pdf
http://youngworkers.org/wp-content/uploads/2014/03/teachingactivity_teenstakeonsexualharassment.pdf
https://www.onlinemswprograms.com/resources/social-issues/talk-teens-adolescents-consent-sexual-harassment-assault/

oooooooooooooooooooooooooooooooooooooooooooooo

IN THE WORKPLACE

It is important for youth to know that they can advocate for themselves in the workplace
and to be aware of their rights and responsibilities within the workplace. In most cases,
students should be taught to consult with the HR department at work to discuss any
questions or concerns they may encounter regarding personal safety, well-being,
workplace harassment, discrimination, or other workplace happenings. There are federal
and state employment discrimination laws that students should be made aware of as
well as pointed in the direction of where they can learn more. These resources provide a
foundational understanding of these rights and key sites to be used as reference.

« Employees & Job Applicants Overview, U.S. Equal Employment Opportunity
Commission

« Employee Rights, U.S. Equal Employment Opportunity Commission

« Harassment, U.S. Equal Employment Opportunity Commission

« Prohibited Practices, U.S. Equal Employment Opportunity Commission

« Occupational Safety and Health Administration (OSHA), U.S. Department of Labor

« What Do I Need to Know About Workplace Harassment?, U.S. Department of
Labor

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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https://www.eeoc.gov/employees-job-applicants
https://www.eeoc.gov/employers/small-business/employee-rights
https://www.eeoc.gov/harassment
https://www.eeoc.gov/prohibited-employment-policiespractices
https://www.osha.gov/workers
https://www.dol.gov/agencies/oasam/centers-offices/civil-rights-center/internal/policies/workplace-harassment/2012#:~:text=First%2C%20unlawful%20harassing%20conduct%20must,would%20find%20hostile%20or%20abusive.

3) INTERVIEWING SKILLS

For most jobs youth will apply for, even as teens, they will be required to take
part in at least one interview. Helping youth prepare for the interviewing process is
a great way for OST programs to support career and college readiness. Outside of
employment, youth may also be asked to participate in an interview for scholarships or
grants or other opportunities that come their way. It is important that youth know what
to expect in an interview generally and have some opportunity to practice interviewing
skills before they need them so that they can present their best selves when the time
comes.

0000 0000000000000 000000000000000000000000000000000000000000000000000000000000000000 0

Do This!
Review and discuss the suggestions found in the Interviewing Basics Handout with
your youth that covers the following topics:

«  What to Expect

» Types of Interviews

* How To Prepare for an Interview

 Strategies for Good Interviews
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https://drive.google.com/file/d/1kCUraMOPb0UDDy0T-q6NUH2gigZE7qY9/view?usp=sharing

Interviewing Resources

e Job Interview Skills Lesson Plan, Common Sense Education

» How to Teach Interview Skills in High School, Applied Educational Systems

« Interview Skills Lesson Plan, Barclays Life Skills

« Interview Success Lesson Plan, Barclays Life Skills

» Interview Skills for young people with special educational needs and disabilities (SEND),
Barclays Life Skills

« 10 Types of Interviews and How to Ace Them, The Muse

e Most Important Interview Tips for Job Seekers, Career Profiles

e What to Expect in an Interview and 10 Steps to Prepare, Indeed

e Career Guide: Interviewing, Indeed

« Kahoot! Quiz: Effective and Ineffective Interview Practices

Code Switching

Code-switching is the practice of changing one's language, dialect, or speaking style,
as well as appearance, behavior, and expression, to better fit one’s environment. For example,
most adults speak differently when they are with their friends than when they are giving a
presentation at work. In order to communicate effectively in multiple environments, people
have learned to code-switch to address different audiences.

« People who speak two (or more) languages may code-
switch in the middle of a sentence, mixing words from one
language with words from another. This often happens as
a result of limited vocabulary in the second language or
as a way to signal membership in a group or leave others
out of the conversation.

fo

« People who speak in non-standard or dialectical English,
such as African-American Vernacular English (AAVE), in
casual conversation with friends and family may code-
switch to more standard English in business, academic, or
formal settings.

« "Text speak” is an abbreviated language used in texting and digital communication such
as instant messaging and chat room discussion. The so-called “digital natives” and more
digitally-adept generations may write, speak, and even think in this alternate language
and may need to learn to code-switch in formal communication forms.

While code-switching exists in many contexts, it is perhaps the most problematic and
impactful on Black individuals. “Code-switching is one of the key dilemmas that Black
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https://www.commonsense.org/education/lesson-plans/job-interview-skills
https://www.aeseducation.com/blog/how-to-teach-interview-skills-high-school
https://barclayslifeskills.com/educators/lessons/interview-skills/
https://barclayslifeskills.com/educators/lessons/interview-success/
https://barclayslifeskills.com/educators/lessons/send-interview-skills-lesson/
https://www.themuse.com/advice/10-types-of-interviews-and-how-to-ace-them
https://www.careerprofiles.info/most-important-job-interview-tips.html
https://www.indeed.com/career-advice/interviewing/what-to-expect-in-an-interview
https://www.indeed.com/career-advice/interviewing
https://create.kahoot.it/share/b61118e0-5a46-4f05-a0c5-ad08ea73bd9e

employees face around race at work. While it is frequently seen as crucial for professional
advancement, code-switching often comes at a great psychological cost” (McCluney).
“Downplaying one's racial group can generate hostility from in-group members, increasing

the likelihood that those who code-switch will be accused of ‘acting white'. Seeking to avoid
stereotypes is hard work, and can deplete cognitive resources and hinder performance. Feigning
commonality with coworkers also reduces authentic self-expression and contributes to burnout”
(McCluney).

It is important to educate youth on the concept and nuances of code-switching as they
navigate school and home life, and embark on their college and career journey. The following
resources will help you learn more about code-switching and offer activities you can conduct
with your students.

The Costs of Code-Switching, Harvard Business Review
» As part of a 5-part series on Advancing Black Leaders, this article includes
information and research findings on code-switching among Black employees and
actionable suggestions to begin addressing this issue.

« Code-Switching Activity, Boys Town
« In this activity, students will practice code-switching by mocking various social

situations

« The Cost of Code Switching | Chandra Arthur | TEDxOrlando, YouTube

« To Code Switch or Not to Code Switch? That is the Question. | Katelynn Duggins |
TEDxMaysHighSchool, YouTube

« Everyday Struggle: Switching Codes for Survival | Harold Wallace III |
TEDxPittsburgStateUniversity, YouTube

« Know Your Terms: Code Switching, Cult of Pedagogy

« How Code Switching Explains the World, Code Switch, NPR

« Five Reasons Why People Code-Switch, Code Switch, NPR

» Code Switch Podcast, NPR

» Flipping the Switch: Code-Switching from Text Speak to Standard English, National

Council of Teachers of English
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The Costs of Code-Switching, Harvard Business Review
As part of a 5-part series on Advancing Black Leaders, this article includes information and research findings on code-switching among Black employees and actionable suggestions to begin addressing this issue.  
Code-Switching Activity, Boys Town
In this activity, students will practice code-switching by mocking various social situations
The Cost of Code Switching | Chandra Arthur |TEDxOrlando, YouTube
To Code Switch or Not to Code Switch? That is the Question. | Katelynn Duggins | TEDxMaysHighSchool, YouTube
Everyday Struggle: Switching Codes for Survival | Harold Wallace III | TEDxPittsburgStateUniversity, YouTube
Know Your Terms: Code Switching, Cult of Pedagogy
How Code Switching Explains the World, Code Switch, NPR
Five Reasons Why People Code-Switch, Code Switch, NPR
Code Switch Podcast, NPR
Flipping the Switch: Code-Switching from Text Speak to Standard English, National Council of Teachers of English
The Costs of Code-Switching, Harvard Business Review
As part of a 5-part series on Advancing Black Leaders, this article includes information and research findings on code-switching among Black employees and actionable suggestions to begin addressing this issue.  
Code-Switching Activity, Boys Town
In this activity, students will practice code-switching by mocking various social situations
The Cost of Code Switching | Chandra Arthur |TEDxOrlando, YouTube
To Code Switch or Not to Code Switch? That is the Question. | Katelynn Duggins | TEDxMaysHighSchool, YouTube
Everyday Struggle: Switching Codes for Survival | Harold Wallace III | TEDxPittsburgStateUniversity, YouTube
Know Your Terms: Code Switching, Cult of Pedagogy
How Code Switching Explains the World, Code Switch, NPR
Five Reasons Why People Code-Switch, Code Switch, NPR
Code Switch Podcast, NPR
Flipping the Switch: Code-Switching from Text Speak to Standard English, National Council of Teachers of English
https://youtu.be/Bo3hRq2RnNI
https://youtu.be/sncGGjaYJ5I
https://youtu.be/NJy5yeBSQ7o
https://www.cultofpedagogy.com/code-switching/
https://www.npr.org/blogs/codeswitch/2013/04/08/176064688/how-code-switching-explains-the-world
https://www.npr.org/sections/codeswitch/2013/04/13/177126294/five-reasons-why-people-code-switch
https://www.npr.org/sections/codeswitch/
https://cdn.ncte.org/nctefiles/pd/consulting/wheelerejmay2009.pdf

4) FINANCIAL RESPONSIBILITY

It is important that youth learn financial literacy as part of their preparation
for college and career, and adult life in general. If youth are not taught financial
responsibility, good financial habits and the reasoning behind them, they will likely adopt
the same relationship with money of the adults in their lives, which may not be productive.
“When [youth] learn financial literacy at an early age, they become less impressionable to
the attitudes of money held by the adults around them. Once kids know proper money
management skills, they tend to keep them and use them throughout their lives” (“Why is
Financial Literacy Important...”).

The following resources will help you learn more about the importance of financial

responsibility, financial literacy topics, and activities that you can conduct with your youth to
increase their financial literacy skills.

General Information

e Why is Financial Literacy Important for Youth?, National Financial Educators Council
» Facts About Financial Knowledge and Capability, youth.gov
Why It's Important to Teach Your Students Financial Literacy - And Three Ways to Do It,
EdSurge
e Youth Financial Education - Practitioner Resources, Consumer Financial Protection Bureau
« Tools and resources to support K-12 financial education
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https://www.financialeducatorscouncil.org/why-is-financial-literacy-important-for-youth/
https://youth.gov/youth-topics/financial-capability-literacy/facts
https://www.edsurge.com/news/2018-04-16-why-it-s-important-to-teach-your-students-financial-literacy-and-three-ways-to-do-it
https://www.consumerfinance.gov/practitioner-resources/youth-financial-education/

Resources for Families

» Ready, Set, Launch! 6 Steps to Teaching Your Teen Financial Responsibility, Mint
« How to Teach Teenagers About Money, Dave Ramsey
» Kids Financial Education, Sagevest Kids
« The Mint - Pointers for Parents, Northwestern Mutual
« This resources also contains sections for kids and teens directly

Lesson Plans

« High School Financial Planning Program, National Endowment for Financial Education
« Free curriculum for grades 8-12 featuring lesson plans, slides, and learner materials
« Practical Money Skills Lesson Plans, Financial Education for Everyone
« Lesson plans and comprehensive courses for grades Pre-K - College, including
specific resources for those with special needs

» Watt Kids Financial Literacy Workbook and Coloring Book, Watt Kids
« A Baltimore-based financial literacy education program

Activities

« Middle School Financial Literacy Activities, Junior Achievement
High School Financial Literacy Activities, Junior Achievement
« These sets of resources from Junior Achievement for middle and high school are

downloadable activities aimed at students and parents that could also be used in
your OST program

¢ The Mint - Ideas for Teachers, Northwestern Mutual
« Ideas and resources for teaching grades 6-12 how to manage money wisely

« 12 Fun Saving and Budgeting Activities for High School Students, We Are Teachers

« MyMoney.gov Resources for Youth, Federal Financial Literacy and Education Commission

« Money Skill Game, American Financial Services
Association Education Foundation

« Financial Basics Lesson Plans, Biz Kids

« Saving and Investing Lesson Plans, Biz Kids

« Credit and Debt Lesson Plans, Biz Kids &
« Youth Financial Camp Toolkit, Biz Kids m
« Financial Planning Online Games, Biz Kids 2
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https://blog.mint.com/how-to/ready-set-launch-6-steps-to-teaching-your-teen-financial-responsibility-0813/
https://www.daveramsey.com/blog/teach-teenagers-about-money
https://www.kidsfinancialeducation.com
http://www.themint.org/parents/
https://www.hsfpp.org/instructors/instructor-overview.aspx
https://www.practicalmoneyskills.com/teach/lesson_plans
https://www.wattkids.org/
https://sites.google.com/ja.org/ja-k-12-prog-resources/ja-ms-resources/ja-ms-fl
https://sites.google.com/ja.org/ja-k-12-prog-resources/ja-hs-resources/ja-hs-fl
http://www.themint.org/teachers/
https://www.weareteachers.com/saving-budgeting-activities/
https://www.mymoney.gov/Pages/for-youth.aspx
https://afsaef.org/
https://bizkids.com/learn/financial-basics/
https://bizkids.com/learn/saving-investing/
https://bizkids.com/learn/credit-debt/
https://bizkids.com/wp/wp-content/uploads/Biz-Kids-Youth-Financial-Camp-Toolkit.pdf
https://bizkids.com/games/
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Leaders in Youth Development

The Career and College Readiness Toolkit is an initiative of the Maryland Out
of School Time Network. To learn more and find more resources, visit
www.mostnetwork.org/initiatives/CCR.
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