Competency:  Recognize procedures for applying for a job and complete a simple job application form

	Lesson Overview:  The purpose of this lesson is to teach students the procedures for applying for a job and how to complete a simple job application form. 

This lesson plan includes:

1. Job Application Vocabulary
2. Job Application Reading Comprehension
3. Job Application Vocabulary Matching
4. Job Application Word Search and Answer Key
5. Completed Job Application

6. Blank Sample Job Application
7. Job Application Vocabulary Flash Cards (Optional)
8. Job Applications from Area Employers (Optional)
9. Job Application Crossword Puzzle and Answer Key (Optional)
10. Referenced texts and materials



	Approximate Time: 3 - 4 hours 



	Prerequisite Skills:  Students must be able to read and write sentences, provide their names, addresses, phone numbers, social security numbers, educational backgrounds, and emergency contact person.
Prerequisite Vocabulary:

address

end

area code

high school

begin

highest grade completed

citizen

month

college

name

contact

opening

date

phone number

day

position

education

signature

emergency

social security number

employer

transportation

employment

year



	Vocabulary: 




Optional Vocabulary:

applicant

application

apply

availability

employment history

job description

personal information

references

salary

shift

accommodations

work experience

convicted

criminal record

felony

misdemeanor

offense

qualifications



	Materials Needed:  Whiteboard or flip chart, erasable markers, handouts, vocabulary flash cards (optional), employment applications from area employers (optional), and prizes (optional)


	Equipment Needed: Multimedia computer with Internet access for optional activities.



	Activities:

1. Have the new vocabulary words written on the board when the students arrive for class.  

2. Explain the purpose of the lesson.  Explain to the students the importance of knowing how to complete job applications.  Also explain that filling out a job application is only one step in getting a job.  Ask the class if anyone has ever completed a job application.

3. Introduce new vocabulary.

a. Give students Job Application Vocabulary.

b. Pronounce the new vocabulary words one at a time and have the students repeat the words in unison.

c. Pronounce the new vocabulary words one at a time and ask individual students to repeat the word.  Repeat until the students can pronounce the words well.

4. Give the students Job Application Reading Comprehension.  Read the sheet aloud to the students as they follow along.  Then have the students take turns reading paragraphs of the sheet aloud to the class.  Ask the students questions about the reading comprehension sheet (What is an application?, Who is an applicant?, What kind of information is on a job application?, etc.) 

5. Give students Job Application Vocabulary Matching.  Review answers orally.

6. Give students Job Application Word Search.  Use the answer key to check students' work.  These worksheets were made with Wordsheets 5.0 software available at www.qualint.com.  There is a free demonstration version that allows 10 printings.  After that, the software must be purchased.
7. Give each student the Completed Job Application.  Explain how each section of this application is completed.  Refer back to any vocabulary words that are listed on the application.  Ask students questions about the application.  (Ex.  Who is applying for this job?  What job is he/she applying for? Who is one of the references listed?  What is the address of the applicant? etc.)

8. Give each student the Blank Sample Job Application.  Have each student fill out each section of the application as if he/she is applying for a real job. Go over each section (personal information—full name, complete address, phone number, social security number, education, work experience, and references) carefully and have the student sign and date the application at the bottom.  It is a good idea to let the students know a few days before that they will need to bring in their work histories.  Explain what a reference is and who can and cannot be used as a reference.  (Usually a reference can't be a relative or former employer.  Some applications ask that an applicant must know a reference for at least one year.)  Show the students on the board an example of how to fill out each section.  Check each student's work.  Make sure that all of the information is completed correctly.  Help each student make any necessary changes.

9. After each student has completed his/her application, have each student write a question and his/her answer from the application on the board.  You will need to write an example of a question and answer on the board.

10. Have a brief discussion about applications that students have completed in the past.  Ask the students what kinds of other questions were on these applications.  Also ask what was the hardest part about completing these applications.  

11. Ask students to bring sample applications to class if they need to apply for jobs.



	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.
2. Evaluation of completed worksheets/handouts.


	Follow-up Activities:

1. Use Job Application Vocabulary Flash Cards for further vocabulary practice. You may also have the students make up their own flashcards on 3” X 5” index cards.

2. Students can practice writing sentences using the vocabulary.
3. The Oxford Picture Dictionary, by Oxford University Press, “Job Search”, page 141.  Discuss ways to find out about job openings and point out the picture of the job application.

4. Filling Out Forms, Remedia Publications, "Job Application," pages 13-14.  This is a sample information sheet and sample application.  Students use the information sheet to complete the application for employment.  Make sure to go over any new vocabulary in detail.
5. Work Place Words, Remedia Publications, “Job Application,” pages 9-16.   This reproducible book has vocabulary exercises and a sample application.
6. Introduce optional vocabulary that deals with criminal records.  Explain to the students that some applications will ask if they have a criminal record and will ask what kind of conviction.  Explain that it is extremely important to tell the truth about their criminal record, because employers will not hire them if they lie on an application.  Most employers will perform a criminal background check.
7. Ask local companies/employers for a copy of their job applications.  Show these to the students and explain any additional information on these applications that may not have already been covered.  Have the students look at an application in small groups and share with the entire class what they have discovered different about the application compared to the sample application that they completed earlier.

8. Make copies of some of these job applications and give students time to practice completing these applications in class.  Check the applications for errors and help the students make any necessary changes.

9. Have students role-play asking an employer for an application and giving an employer a completed application.  

10. Show students with computer and Internet skills how to complete an on-line application.  Many employers have on-line applications that you can show them.  Call local employers to see if they have on-line applications. 

11. Give students Job Application Crossword Puzzle.  Use the answer key to check students' work.  These worksheets were made with Wordsheets 5.0 software available at www.qualint.com.  There is a free demonstration version that allows 10 printings.  After that, the software must be purchased.
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