ATTACHMENT A
Proposal Cover Sheet

The Mississippi Department of Rehabilitation Services is seeking qualifications from qualified
contractors to provide Pre-Employment Transition Services for MDRS clients.

Qualifications are to be submitted as listed below, on or before 10:30 AM CST, Friday, October
17, 2025.

PLEASE MARK YOUR ENVELOPE:

Mississippi Department of Rehabilitation Services

Attention: Lee Shirley, Director of Contracts

1281 Highway 51 North

Madison, Mississippi 39110

Request for Qualifications for Pre-Employment Transition Services
No. 3120003211

Opening Date: 10:30 AM CST, Friday, October 17, 2025

SEALED PROPOSAL PACKAGE - DO NOT OPEN

Company Name: Goodwill Industries of Mississippi, Inc.

Address: 104 East State Street

City/State/Zip: Ridgeland. MS 39157

Telephone: 601-853-8110

Fax Number: 601-898-7490

E-Mail Address: bsteffani@goodwillms.org

Printed Name of Authorized Signer: _ﬂr u] § + P.Qg anl

Signature and Date: M % [ O/f@ /J\S'
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October 10, 2025

Mississippi Department of Rehabilitation Services
Billy Taylor, Executive Director

Attention: Lee Shirley, Director of Contracts

1281 Highway 51 North

Madison, MS 39110

Dear Mr. Taylor and Mr. Shirley:

Goodwill Industries of Mississippi, Inc. is pleased to submit this proposal to partner with the
Mississippi Department of Rehabilitation Services (MDRS) in continuing to provide Pre-
Employment Transition Services (Pre-ETS) to eligible secondary and post-secondary students
within our 59 counties that we serve.

As one of Mississippi’s largest and most established organizations dedicated to serving and
employing individuals with ditferent abilities, Goodwill believes that people thrive when given
meaningful opportunities and targeted training. Guided by this mission, we remain committed to
growing, adapting, and meeting the evolving needs of MDRS clients.

Goodwill’s Pre-ETS proposal offers a unique opportunity to build upon our 68-year legacy of
workforce development through strong partnerships with MDRS, employers, schools, and
community resource providers. These services represent more than a contractual obligation—they
form a powerful platform to inspire students, offer real-world career exposure, and support
successful transitions to adulthood and competitive employment.

We believe that Pre-ETS must be hands-on, equitable, and inclusive. Too often, students with
different abilities lack access to authentic employment environments. Through structured,
engaging, and developmentally appropriate programming that aligns with the five core Pre-ETS
categories—job exploration counseling, work-based learning experiences, counseling on post-
secondary education, workplace readiness training, and instruction in self-advocacy—Goodwill
helps close that gap and prepares students for lifelong success.

We sincerely appreciate the opportunity to continue supporting MDRS in its mission. We look
forward to strengthening our partnership and working together to help Mississippi’s young people
envision and pursue meaningful, rewarding careers.

Sincerely,

G ST

Brad Steffani
CEO-President
Goodwill Industries of Mississippi, Inc.

104 EAST STATE STREET RIDGELAND, MS 39157  goodwillms.org t‘(601) 863-8110 @(601) 853-8113



Goodwill Industries of Mississippi, Inc.
Pre-Employment Transition Services (Pre-ETS) Proposal N arrative

I ORGANIZATIONAL OVERVIEW- Goodwill Industries of Mississippi, Inc. (hereafter referred
to as Goodwill MS) proposes to continue its mission of “transforming lives through lifelong
learning and meaningful work” by delivering Pre-Employment Transition Services (Pre-ETS) in
partnership with the Mississippi Department of Rehabilitation Services (MDRS). Our program
entitled “TREK” (Transition Readiness Exploration Knowledge) is designed to support public and
private secondary and post-secondary students with different abilities in building essential career
readiness and life skills.

II. TARGET POPULATION AND ELIGIBILITY- Goodwill MS proposes to serve 500+ eligible
students in public and private secondary and post-secondary education within our 59 counties in
Mississippi.

III. SCOPE OF SERVICES Goodwill MS will deliver services aligned with the five required
components of Pre-ETS:
e Job Exploration Counseling
o Career interest assessments and career pathways*
o Industry guest speakers, panels, and virtual job tours
o Use of local Labor Market Information (LMI) & Indeed
o Over 300 Virtual Reality simulations through TransfrVR*
e Work-Based Learning Experiences
o Paid internships (for rising seniors & post secondary) at Goodwill MS stores*
o “TREK Job Extravaganza” hands-on events*
o Job shadowing and employer site visits
o Volunteer and service learning opportunities
e Counseling on Postsecondary Opportunities
o Financial aid process and college navigation sessions™
o Presentations from disability services representatives™
o Understanding of the differences between high school and postsecondary
o Assessing & advocating for accommodations at postsecondary institutions
e Workplace Readiness Training
o NRF Rise Up Customer Service & Sales training & certification™
NorthStar Digital Skills training & certification™
Google Artificial Intelligence (AI) Essentials training & certification®
Soft skill workshops (e.g., teamwork, communication, social skills)
Mock interviews, resume writing, time management
o Dress for success, financial literacy, and professionalism
e Instruction in Self-Advocacy
o Basic Self-Advocacy skills*
o Learning how to request support services
o Learning about rights, responsibilities, and how to request accommodations
o Independent life skills and decisions
o Emotional Intelligence training*
*(See Appendix D: Pre-ETS Curriculum)
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IV. INSTRUCTIONAL DELIVERY PLAN Goodwill MS will implement a flexible delivery
model that includes:

o Monthly group sessions (up to 5 hours per month)

e Small group breakouts for hands-on learning

o Motivational speakers and employer engagement

o Individualized planning based on student IEPs or needs

V. PROGRAM EVENTS: JOB EXTRAVAGANZA (TREK) Goodwill MS will host a “TREK
Job Extravaganza” event:

e 5-hour hands-on job exploration event

« Rotating locations to serve different districts

o Interactive employer booths aligned with 16 career clusters

o Career Passport activity and door prize incentives

o Lunch with a motivational speaker

o Pre-ETS focused small group breakout session (30 minutes)

VI. WORK-BASED LEARNING rising seniors & post-secondary will be placed into:
o Paid internships (up to 16 hours/week)
o Job coaching and on-site support included at Goodwill stores

VII. STAFFING AND CAPACITY
e Goodwill MS has a seasoned team of transition specialists, workforce coaches, and
administrative staff.
e Current infrastructure includes access to school partners, technology & training
resources, and community employers.

VIII. DATA COLLECTION & EVALUATION
o Student interest inventories and pre/post surveys
e Individual summary reports submitted per MDRS requirements
e Products collected: resume, sample job application, elevator pitch, etc.
e Reports submitted timely with invoicing
» Continuous quality improvement based on feedback

IX. MANAGEMENT & ORGANIZATIONAL QUALIFICATIONS
o Goodwill MS has extensive experience with workforce development and vocational
rehabilitation
e Currently operates several community-based employment programs
¢ Maintains robust employer networks and inclusive training practices
o Compliant with state, federal, and CARF guidelines for working with individuals with
disabilities

Our proposed Pre-ETS Goodwill TREK program is designed to provide a high-impact. student-
centered experience that helps students with different abilities successfully navigate the path to
adult life. further education, and employment.




ATTACHMENT B

Authorization and Acknowledgements

By signing below, the Company Representative certifies that he/she has authority to bind the
company, and further acknowledges on behalf of the company:

1. That he/she has thoroughly read and understands this Request for Qualifications, RFQ
3120003211, and the attachments herein;

2. That the company meets all requirements and acknowledges all certifications contained
in this Request for Qualifications, RFQ 3120003211, and the attachments herein;

3. That the company agrees to all provisions of this Request for Qualifications, RFQ
3120003211, and the attachments herein;

4. That the company can and will meet all required laws, regulations, and/or procedures
related to confidentiality and represents that its workers are licensed, certified, and
possess the requisite credentials to perform the transition services; and

5. That the company has, or will secure, at its own expense, applicable personnel who
shall be qualified to perform the duties required to be performed under this Request for
Qualifications.

6. That the company understands that should an amendment to this RFQ be issued, it will
be posted on the MDRS website (www.mdrs.ms.gov) in a manner that all proposers
will be able to view. Proposers shall acknowledge receipt of any amendment to the
solicitation by signing and returning the amendment with the proposal, by identifying
the amendment number and date in the space provided for this purpose on this form.
The acknowledgment must be received by MDRS by the time and at the place specified
for receipt of proposal. It is the company’s sole responsibility to monitor the website
for amendments to the RFQ.

Company Name: Goodwill Industries of Mississippi. Inc.

Signature and Date: M/% (0/lel2g

Name and Title: Brad Steffani, CEO/President




ATTACHMENT C
Certifications and Assurances

[/We make the following certifications and assurances as a required element of the offer to
which it is attached, of the understanding that the truthfulness of the facts affirmed here and the
continued compliance with these requirements are conditions precedent to the award or
continuation of the related contract(s) by circling the applicable word or words in each
paragraph below:

1. Representation Regarding Contingent Fees.

Contractor represents that it [ HAS o{ HAS NO'E )| retained a person to solicit or secure a state
contract upon an agreement or understanding for a commission, percentage, brokerage, or
contingent fee, except as disclosed in Contractor’s proposal.

2. Representation Regarding Gratuities.

The Respondent or Contractor represents that it [ HAS or@- S NOT)] violated, is not violating,
and promises that it will not violate the prohibition against gratuities set forth in Section 6-204
(Gratuities) of the Mississippi Public Procurement Review Board Office of Personal service
Contract Review Rules and Regulations.

3. Certification of Independent Price Determination.

The Respondent certifies that the prices submitted in response to the solicitation [ HAVE/or
HAVE NOT ] been arrived at independently and without, for the purpose of resfricting
competition, any consultation, communication, or agreement with any other respondent or
competitor relating to those prices, the intention to submit a proposal, or the methods or factors

used to calculate price.

4. Prospective Contractor’s Representation Regarding Contingent Fees.

The Prospective Contractor represents as a part of such Contractor’s proposal that such
Contractor [ HAS oAHAS NOT"] retained any person or agency on a percentage, commission,
or other contingent arrangement to secure this contract.

Company Name: Goodwill Industries of Mississippi, Inc.

Signature and Date: W to/lolA¢

Name and Title: Brad Steffani. CEO/President

Note: Please be sure to circle the applicable word or words provided above. Failure to circle
the applicable word or words and/or to sign the proposal form may result in the proposal being
rejected as nonresponsive. Modifications or additions to any portion of this proposal
document may be cause for rejection of the proposal.



ATTACHMENT D
Company Questionnaire (Page 1 of 5)
If additional space is needed, please attach supplemental pages as necessary to completely
answer all questions.

1. Corporate Experience and Capacity

Provide the age of your business. 68 Years

Describe the experience of the firm in providing the service, give number of years that the
service has been delivered, and provide a statement on the extent of any corporate expansion
required to handle the service.

Goodwill Industries of Mississippi, Inc. has been providing vocational evaluation and training to
individuals with disabilities through a contract with the Mississippi Department of Rehabilitation
Services (MDRS) for 68 consecutive years. Since its inception in 1957, Goodwill Industries of
Mississippi, Inc. has been committed to providing this service in partnership with MDRS. What
started as a service in one location has now expanded to eight Goodwill locations.

In 2019, Goodwill Industries of Mississippi, Inc. began expanding its workforce development
services with support from a grant awarded by Goodwill Industries International, which enabled
the launch of Virtual Reality Interviewing services. The program's success led to our organization
receiving the grant for two consecutive years—an impressive accomplishment, as only ten
Goodwill organizations nationwide were selected. Building on this momentum, in November
2020, Goodwill Industries of Mississippi, Inc. was awarded a WIOA grant from the Govemor’s
Office, administered by the Mississippi Department of Employment Security, to provide NorthStar
Digital Skills Training and Certification. This initiative's success resulted in a second year of
funding, expanding services to include digital skills training and virtual reality career exploration,
followed by a third year that introduced NRF Customer Service Training/Certification and VR
Career Exploration for high school students. In October 2022, our organization further broadened
its impact through an ARPA grant awarded by Accelerate MS, delivering comprehensive
workforce development services—including Digital Skills Training, Virtual Reality Interviewing
and Career Exploration, and Online Job Application Assistance—to a special population.

In 2023, Goodwill Industries of Mississippi, Inc. was awarded a contract by MDRS to provide Pre-
ETS Services to public and private secondary schools within our 59 counties of Mississippi. In
2024, we were awarded a contract by MDRS to provide Job Extravaganzas for secondary schools
in Attala County, Clinton/Hinds County, Copiah County, Leake County, Lincoln County, Madison
County, and Pearl/Rankin County. In August 2025, we were awarded a contract to provide Job
Extravaganzas to serve additional Pre-ETS eligible secondary and post-secondary students in
MDRS Districts 3,4,5,6, and 8. Now, Goodwill Industries of Mississippi, Inc. proposes to provide
Pre-ETS to public and private secondary schools and post-secondary students within our 59
counties of Mississippi. We will not require any corporate expansion to handle this service, as our
experienced Pre-ETS team is in place, but additional staff may be hired if needed.

Company Name: Goodwill Industries of Mississippi, Inc.




ATTACHMENT D
Company Questionnaire (Page 2 of 5)

If additional space is needed, please attach supplemental pages, as necessary.

2. Service Location

If services are to be provided at a site other than firm’s principal place of business (the address
given in Attachment A), please specify the place of performance.

Goodwill Industries of Mississippi currently provides Pre-ETS for the following high schools,
but we propose to expand to include additional secondary and post-secondary sites within our 59
counties. We will work with each school and college to provide services in the most appropriate
location. Work Based Learning (WBL) will occur at Goodwill Industries of Mississippi locations.

Current Secondary Schools:

Brookhaven High School, 443 East Monticello Street, Brookhaven, MS 39601

Copiah County High Schools, 201 Newton Street, Crystal Springs, MS 39059

Clinton High School, 203 Easthaven Drive, Clinton, MS 39056

Hinds County High Schools, 235 West Beasley Street, Terry, MS 39170

Lincoln County School District, 112 East Monticello Street, Brookhaven, MS 39601
Madison County School District, 476 Highland Colony Parkway, Ridgeland, MS 39157
Pear! High School, 180 Mary Ann Drive, Pearl, MS 39208

Rankin County High Schools, 1220 Apple Park Place, Brandon, MS 39042

Additional secondary school sites in 59 counties to be determined by MDRS and Goodwill.

Proposed Post-Secondary:

Copiah-Lincoln Community College, Mendenhall, Wesson

Hinds Community College, Jackson, Pearl, Raymond, Utica

Holmes Community College, Ridgeland, Kosciusko, Yazoo City

MS Delta Community College, Greenville, Indianola

Pearl River Community College, Hattiesburg

Jackson State University, Mississippi College, Tougaloo College, others to be determined.

Work-based Learning (WBL):

Byram Goodwill Store, 5764 Terry Road, Byram, MS 39272

Clinton Goodwill Store, 941 Highway 80 East, Clinton, MS 39056

Crossgates Goodwill Store, 5706 Highway 80 East, Pearl, MS 39208

Greenville Goodwill Store, 1662 MLK Jr Blvd South, Greenville, MS 38703

Hattiesburg Goodwill Store, 5916 Highway 49, Hattiesburg, MS 39401

Jacksonian Plaza Goodwill Store, 4950 I-55 North Frontage, Jackson, MS 39211

Hwy 51 Goodwill Store, 379 Highway 51, Ridgeland, MS 39157

WBL may take place at other Goodwill Industries of Mississippi stores opened in the future.




ATTACHMENT D
Company Questionnaire (Page 3 of 5)

3. Personnel

Attach resumes of all those who will be involved in the delivery of service (from principals to field
technicians) that include their experience in this area of service delivery as well as a list of all
principals, parent organizations, and subsidiaries. Additionally, please provide copies of all
applicable permits, professional certifications and/or licenses from the applicable certifying
authority, and a list of all principals.

Directors/Program Managers/Supervisors (Degree)

Robin Stricklin, Mission Services Director, (Master’s) *Will oversee the program.
Brandi Kennedy, Mission Services Coordinator (Diploma) Administrative support
Jasmyne Barnes, Program Manager- South MS (Bachelor’s)

Tara Barnes-Pereyra, Program Manager- Central MS (Masters)

Diane Day, Pre-ETS Specialists Supervisor (Master’s)

Tradqual Lee, Program Manager- MS Delta (Master’s)

Tammy Louvier, Program Manager- BookWorks (Bachelor’s)

Steve McCartney, Director of Learning & Development (Master’s)

Pre-ETS Specialists/Workforce Trainers (Degree)

Mary Christmas, Pre-ETS Specialist (Master’s)

Michele Ergle, Pre-ETS Specialist (Master’s)

Cassandra Powell, Pre-ETS Specialist (Master’s)

Jan Roberts, Pre-ETS Specialist (Bachelor’s)

Christie Scott, Pre-ETS Specialist (Master’s)

Mary Gill, Workforce Trainer (GED/WorkKeys Certificate/Platinum Level)
Kathryn, McCann, Workforce Trainer (Associate’s)

Christian Meadows, Workforce Trainer (Associate’s)

Jennifer Ogden, Workforce Trainer (Diploma/WorkKeys Certificate/Platinum Level)

(See Appendix A: Resumes)

Additional staff will be employed as needed. Goodwill Industries of Mississippi will follow the
required minimum_qualifications, including A) Complete fingerprints and National Criminal
background check on every employee who will be working with the students, at the cost of the
provider. These will be kept on file and made available to school districts at their request. B)
Adhere to the MDRS Client Services Policy and Procedures Manual. C) Staff will become familiar
with and follow the general ideas in the Commission of Rehabilitation Counselor Certification
(CCRC) Code of Ethics as they relate to confidentiality, relationships with participants, and record
keeping.

Company Name: Goodwill Industries of Mississippi, Inc.




ATTACHMENT D
Company Questionnaire (Page 4 of 5)

Goodwill will submit resumes of additional staff to MDRS for review and approval. All staff will
meet the following training and experience: A) An Associate’s degree or higher and one year of
relevant program experience which includes: working with individuals with disabilities,
coordinating training and/or orientation activities, developing curriculums and providing outreach
activities to businesses and/or schools, or working knowledge of assisting youth with workplace
readiness training to develop social skills and independent living skills and/or instruction in self-
advocacy, which may include peer mentoring; or B) At least two years or 48 college credit hours
(with transcript verification); or C) A high school diploma or GED along with verified
WorkKeys© scores meeting state proficiency levels (typically a Silver level certification or
equivalent scores in Reading, Applied Mathematics, and Writing).

Goodwill Industries of Mississippi Senior Leadership

Brad Steffani, CEO/President

Adam Hazel, Vice President for Operations

Roy Johns, Vice President for Marketing and Human Resources
Charles Weir, Vice President for Workforce Development

Company Name: Goodwill Industries of Mississippi, Inc.




ATTACHMENT D
Company Questionnaire (Page S of 5)

If additional space is needed, please attach supplemental pages as necessary to completely
answer.

4. References

Give at least three (3) references for contracts of similar size and scope, including at least two (2)
references for current contracts or those awarded during the past three (3) years. Include the name
of the organization, the length of the contract, a brief summary of the work, and the name and
telephone number of a responsible contact person.

Mississippi Department of Employment Security

Robert DeYoung, Director of Grant Management

601-321-6000

WIOA Governor’s Reserve Fund (22-S83-57-1) $79,953 From 11/1/20 to 12/31/23

Provided workforce development training including digital skills and virtual reality career
exploration to high school students in Rankin County School District.

Accelerate Mississippi

Shelika Hooker, Director of Grants Management

601-414-6060

ARPA (0003-WA008) $329,864 From 10/1/22 to 6/30/23

Provided direct training including digital skills, virtual reality career exploration, and customer
service training/certifications to incarcerated individuals.

Mississippi Department of Rehabilitation Services

Josh Woodward, Director of Business Development

601-853-5257

Job Extravaganza (Contract #24-331-6000-224) From 08/21/23 to 09/30/2025

Provide services to create and host comprehensive training events for MDRS Pre-ETS clients.

Mississippi Department of Rehabilitation Services

Lee Shirley, Director of Contracts

601-853-5217

Community Rehabilitation Program (Contract #24-331-1322-001) From 10/1/23 to 9/30/26

Provide work assessment and adjustment training programs to referred MDRS Vocational
Rehabilitation clients.

Company Name: Goodwill Industries of Mississippi. Inc.




ATTACHMENT F
Areas of Coverage

List of Counties where Pre-ETS can be performed:

Goodwill Industries of Mississippi could potentially serve the following 59 counties:

Adams, Amite, Attala, Bolivar, Calhoun, Carroll, Chickasaw, Choctaw, Claiborne, Clarke, Clay,
Copiah, Covington, Forrest, Franklin, Greene, Grenada, Hinds, Holmes, Humphreys, Issaquena,
Jasper, Jefferson, Jefferson Davis, Jones, Kemper, Lamar, Lauderdale, Lawrence, Leake, Leflore,
Lincoln, Lowndes, Madison, Monroe, Montgomery, Neshoba, Newton, Noxubee, Oktibbeha,
Perry, Pike, Rankin, Scott, Sharkey, Simpson, Smith, Sunflower, Tallahatchie, Walthall, Warren,
Washington, Wayne, Webster, Wilkinson, Winston, Yalobusha, and Yazoo.

Secondary School Districts Currently Served by Goodwill Industries of Mississippi:

Brookhaven High School, Copiah County High Schools, Clinton High School, Hinds County
High Schools, Lincoln County School District, Madison County School District,
Pearl High School, and Rankin County High Schools

(See attached list of public and private secondary schools in these 59 counties that could
potentially be served by Goodwill Industries of Mississippi.)

Proposed Post-Secondary:

Copiah-Lincoln Community College, Mendenhall, Wesson

Hinds Community College, Jackson, Pearl, Raymond, Utica

Holmes Community College, Ridgeland, Kosciusko, Yazoo City

MS Delta Community College, Greenville, Indianola

Pearl River Community College, Hattiesburg

Jackson State University, Mississippi College, Tougaloo College, others to be determined.

Estimate the number of students that can be served per year:
500+ secondary and post-secondary students

Company Name: Goodwill Industries of Mississippi, Inc.

Signature and Date: W %: [ 0% o/AS

Name and Title: Brad Steffani. CEQ/President
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ATTACHMENT G
Additional Data

Acceptance of Conditions- Goodwill Industries of Mississippi, Inc. offers no exceptions to the
general terms and conditions of the Request for Qualifications.

Goodwill Industries of Mississippi, Inc. possesses insurance. (See Appendix B)

Goodwill Industries of Mississippi, Inc. possesses Mississippi Workers’ Compensation Coverage.
(See Appendix C)

Goodwill Industries of Mississippi, Inc. provides the following additional information. We

receive no form of funding from Federal, State, local government entities, public or private
foundations or other organizations to assist in providing these Pre-Employment Transition

Services.

Goodwill Industries of Mississippi, Inc. is a 501(c) 3 non-profit registered with the Mississippi
Secretary of State’s Office. (See Appendix D)

Goodwill Industries of Mississippi, Inc. has no history of ever being debarred.

Company Name: Goodwill Industries of Mississippi, Inc.

Signature and Date: ﬁ!/_ % / 0/ {0/ AL

Name and Title: Brad Steffani, CEO/President




ATTACHMENT H
Redaction Notice

Offerors shall acknowledge which of the following statements is applicable regarding
release of its qualification as a public record. An offeror may be deemed non-responsive if
the offeror does not acknowledge either statement, acknowledges both statements, or fails
to comply with the requirements of the statement acknowledged. Choose one:

Along with a complete copy of its qualification, offeror has submitted a second copy
of the qualification in which all information offeror deems to be confidential commercial and
financial information and/or trade secrets is redacted in black. Offeror acknowledges that it may
be subject to exclusion pursuant to Chapter 15 of the PPRB OPSCR Rules and Regulations if the
MDRS or the Public Procurement Review Board determine redactions were made in bad faith in
order to prohibit public access to portions of the qualification which are not subject to
Mississippi Code Annotated §§ 25-61-9, 75-26-1 through 75-26-19, and/or 79-23-1. Offeror
acknowledges and agrees that MDRS may release the redacted copy of the qualification at any
time as a public record without further notice to offeror. An offeror who selects this option but
fails to submit a redacted copy of its qualification may be deemed non-responsive.

Offeror hereby certifies that the complete unredacted copy of its qualification may be
reléased as a public record by MDRS at any time without notice to offeror. The qualification
contains no information offeror deems to be confidential commercial and financial information
and/or trade secrets in accordance with Mississippi Code Annotated §§ 25-61-9, 75-26-1 through
75-26-19, and/or 79-23-1. Bidder explicitly waives any right to receive notice of a request to
inspect, examine, copy, or reproduce its bid as provided in Mississippi Code Annotated § 25-61-
9(1)(a). An offeror who selects this option but submits a redacted copy of its qualification may be
deemed non-responsive.

Company Name: Goodwill Industries of Mississippi. Inc.

Signature and Date: M % lo(10/25

Name and Title: Brad Steffani, CEO/President
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A2:

Q3:

A3:

AMENDMENT #1
TO THE REQUEST FOR QUALIFICATIONS
FOR PRE-EMPLOYMENT TRANSITION SERVICES
RFQ #3120003211

Do | put the counties | was approved for when I first applied, or the counties I'll be
working this school year? Also, with the increased school, will my budget change?

In your proposal, you must complete Attachment F — Areas of Coverage, which
specifically requires you to list the counties where you can perform Pre-ETS services.
The RFQ also states that providers must “specify the geographic area(s) in which
services can be provided, as well as how the services will be delivered.” This means you
should report the counties you will actually cover during the upcoming school year—not
just those from your original approval. The coverage section is about current capacity
and service delivery, not historical approval. Budgets will be based on coverages areas
and the staff’s review of the proposals.

Page 13, Section 4.3 discusses Marked and Unmarked documents. Page 15, Section 5.1
in bold states Unmarked documents are no longer required. Could you please clarify
this information on what is needed for submittal?

Please disregard Section 4.3. Proposals are no longer required to be submitted as
“unmarked”. You are only required to submit a REDACTED version if you include
proprietary information in your proposal that you do not wish to be posted to the
public. Further details on redactions can be found in Attachment H “Redaction Notice”,
on page 31 of the RFQ.

| am a Louisiana-based sole proprietor. The RFQ notes that “sole proprietors are not
required to register with the Mississippi Secretary of State.” Can you confirm if any
additional steps (e.g., business license or local registration) are required for a Louisiana
sole proprietor to qualify prior to contract award?

MDRS only requires that the business be registered with the Mississippi Secretary of
State if necessary, and have any license or certification required to do business in the
State. For more information on what is required for your specific business to operate in
the state, you may contact the Business Services & Regulation department of the
Mississippi Secretary of State’s office at 601-359-1633.



Q4.

A4

Q5:

A5:

Q6:

A6:

Q7:

A7:

Q8:

A8:

Since the rate sheet is provided in the RFQ, should I simply confirm acceptance of the
published group/individual rates, or do I need to calculate an estimated number of
students and present a total cost based on that estimate?

MDRS will set the totals for these contracts. You are not required to submit a total cost
estimate.

The RFQ requests an insurance certificate. Should proof of insurance be submitted with
the proposal or only upon award? As a sole proprietor, is there a waiver process or
flexibility until staff or subcontractors are added?

If available, you should submit the insurance certificate with your proposal. DFA may
withhold the final approval of your contract if it’s not submitted.

Please note that businesses that have less than 5 full-time employees are not required
to carry workers compensation insurance per Mississippi law. If you are not required to
have workers compensation insurance, please make a note of this in Attachment G
“Additional Data” of your proposal.

Section 5.2 states:

“The original and 1 copy of the proposal, 2 copies total with an electronic version, shall be

signed, placed in a sealed envelope or package, and submitted...”

Could you confirm if this means:

e | should submit one signed paper original, one signed paper copy, and a USB flash
drive with the electronic version (PDF)?

e Oris a single printed version plus the electronic copy sufficient?

You may submit a single printed version plus the electronic copy.

Is there a specific type or size of envelope/package required for submission (e.g., manila
envelope, sealed box), or simply any sealed envelope clearly labeled with the RFQ
number and opening date?

There is no specific type of box or envelope that is required.

Are payments issued on net 45 terms from receipt of invoice, or is there a different

payment schedule that MDRS follows for Pre-ETS providers?

All MDRS invoices use the net 45 payment terms per state law.



Q9:

A9:

Qio:

A10:

Qi1

All:

Ql2:

Section 1.11 references an “Unmarked Proposal” with no self-identifying information,
while Section 5.1 notes that unmarked proposals are no longer required and instead all
sections should be marked. Could you clarify what is currently required:

Do | need to prepare a separate “unmarked” version of my proposal with no logos or
identifiers?

Should | simply submit one version with all sections “marked” as indicated (Attachments
A-H and proposal narrative), plus a redacted copy if | have trade secrets?

Section 5.1 is correct. You are no longer required to submit an “unmarked” proposal.
Your proposal may have identifying information (logos, staff names, etc..). However, you
do have the option of submitting a “Redacted” version if there is proprietary
information in your submission that you do not wish to be made public knowledge. (see
attachment H of the RFQ for more information).

Does this RFQ include post secondary institutions?

Pre-Employment Transition Services can be provided to students enrolled in post-
secondary institutions. Also, if a Post-Secondary Institution provides Pre-Employment
Transition Services, they can submit a RFQ.

Will Entrepreneurship classes be considered a Pre Employment Transition service?
Self-employment/entrepreneurship would fall under Job Exploration Counseling.

The RFQ states that services must be delivered in an integrated setting? What is the

definition of an integrated setting? Can Pre Employment Transition services be
delivered in a virtual setting?

A12: The RFQ specifies that “all pre-employment services under this procurement must be

provided in an integrated setting” In this context, an integrated setting means students
with disabilities participate in services alongside peers without disabilities to the
maximum extent possible, consistent with WIOA’s definition of integrated employment
and training environments. It emphasizes inclusion in typical school, workplace, or
community environments—not segregated or disability-only settings.

The RFQ also requires providers to specify both the geographic area(s) in which services will be

provided and how services will be delivered. This language allows for flexibility in
delivery methods, including virtual instruction, as long as:
e The service is pre-approved by MDRS,



e It aligns with one of the five required Pre-ETS categories, and
e It is designed to maintain the integrated setting requirement.

Therefore, Pre-ETS may be delivered virtually if MDRS authorizes ( it and if the virtual format
still supports interaction consistent with an integrated learning environment.

An integrated setting means providing Pre-ETS in environments where students with disabilities
are included alongside peers without disabilities, not in segregated programs. Virtual
services are permissible under the RFQ, provided they are authorized by MDRS and
delivered in a way that supports inclusion and meets the five Pre-ETS service categories.

Q13: This RFQ states that providers must have a bachelor's degree and one year of relevant
program experience. in the Job Extravaganza RFQ, providers were allowed to have an
associates degree or a high school diploma with Work Keys which basically meet the
Mississippi Department of Education requirements for an assistant teacher. Does this
still apply for this RFQ

A13: Yes. While this RFQ outlines the standard minimum qualification of a bachelor’s degree
with one year of relevant program experience, the same flexibility that was applied in
the Job Extravaganza RFQ continues here. That means providers may also qualify with
an associate’s degree or a high school diploma with WorkKeys, which aligns with the
Mississippi Department of Education’s requirements for an assistant teacher.

In short, both the bachelor’s degree track and the alternative associate’s degree/high
school diploma with WorkKeys track are acceptable for this RFQ.

Ql4: On page 11, the RFQ states: “the pre-service survey must accompany the initial monthly report
and invoice while the post-service survey must be submitted with the final monthly report and
invoice.”

Could you clarify whether this requirement refers to the pre- and post-tests
administered by instructors for each individual class, or whether it is intended as a
program-wide pre-survey at the beginning of services and a program-wide post-survey
at the conclusion of services?

Currently, we have been submitting pre- and post-tests each month with our billing
paperwork. We want to confirm whether this is the correct process, or if MDRS expects
a single pre-survey submitted with the first month’s report/invoice and a single post-
survey submitted with the final report/invoice for the year.

Al4: The language on page 11 of the RFQ refers to the program-wide requirement rather
than to every individual class. Specifically, the pre-service survey must be administered



to participants at the start of services and submitted with the initial monthly report and
invoice, and the post-service survey must be administered at the end of services and
submitted with the final monthly report and invoice

This means MDRS does not expect providers to submit pre- and post-tests for each class
every month with billing paperwork. Instead, it is intended as a beginning-of-services
pre-survey and an end-of-services post-survey tied to the overall service period for each
student.

Q15: Page 32 says the period of performance dates are Sept 12, 2025, ending Sept 11, 2026.
Page 6 says the dates are Dec 10, 2025, ending Dec 9, 2026.

A15: The correct period of performance dates are December 10, 2025 to December 9, 2026.

Respondents shall acknowledge receipt of any amendment to the solicitation by signing and
returning the amendment with the response. The acknowledgment must be received by MDRS
by the submission deadline.

Company Name: G-omlw: I Inolim"'ﬂfer 0'\\ MS,
Signature and Date: %ﬁ.;/ —= /%"f 1elio(AS
Name and Title: ﬂnu’ Stedfant Prestolen! o CEQ




APPENDIX A- Resumes

APPENDIX B- Insurance & Workers’s Compensation Coverage
APPENDIX C- Mississippi State Secretary of State
APPENDIX D- Goodwill Pre-ETS Curriculum

Company Name: Goodwill Industries of Mississippi, Inc.
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Company Name: Goodwill Industries of Mississippi. Inc.




Robin A

305 Louis Wilson Drive

o @ Brandon, Mississippi 39042

Stricklin el
Cawthorn1960@gmail.com

To obtain employment with a company that will offer growth in a professional and challenging setting.

Skills

®  Strong aptitude for observing, prioritizing and analyzing ®  Experience in managing budgets and ever changing

complex situations department needs
@  (Capable of working with diverse groups ®  Ability to diffuse complex situations
Experience

JANUARY 2016 — PRESENT

Mission Services Director / Goodwill Industries, Ridgeland, Mississippi
e Supervise rehabilitation programs
e Implement productive resources ensuring competitive employment for people with disabilities
e  Monitors diverse team to guarantee effective teamwork and quality services

JANUARY 2012 — JANUARY 2016

District Manager / Mississippi Department of Rehabilitation Services, Pearl, Mississippi
e  Managed one of the largest and most populated districts
e Provided training and policy management for new/current counselors
e  Submitted federal reports and distribution of budget needs

SEPTEMBER 1989 ~ DECEMBER 2011
Rehabilitation Counselor / Mississippi Department of Rehabilitation Counselor, Jackson, Mississippi
e Provide one-on-one vocational counseling toward job placement
e Provide restorative services by managing and balancing caseload funding
e Assist in development and implementation of new practices and procedures for future direction and delivery of
services and assist in training of new staff along with all other duties as assigned.

OCTOBER 1985 — AUGUST 1989
Program Specialist / Mississippi Department of Rehabilitation Counselor, Jackson, Mississippi

e  Managed staff and carried out goals for the PHYS-ABILITY grant to create recreational opportunities in the community
for people with disabilities

e  Responsible for measuring grant results and submitting grant for yearly renewal

» Established events to raise funds for grant continuation after federal funding ceased

Education

AUGUEST 1997
Masters of Science Degree / Mississippi State University; Starkville, Mississippi
Rehabilitation Counseling

AUGUST 1982
Bachelor of Science Degree / University of Southern Mississippi; Hattiesburg, Mississippi
Therapeutic Recreation



112 North Ridge Dr %

Brandi .
Kenne dY a lSetsjonl.soe.1463 .

brandipk@hotmail.com

| am a motivated and dependable individual seeking a position where | can contribute my skills, learn new things, and grow
within a team-oriented environment.

Skills

® Data entry @  Customer Service

®  Microsoft Office ®  Records Management
@ Billing and Invoicing ®  Attention to Detail
Work Experience

JULY 2021 - PRESENT
Mission Services Coordinator / Goodwill Industries

e  Monthly billing for Vocational Evaluation and Training for Mission Services clients.
s  Maintain case files for Mission Services clients.
e  Accounts receivable

AUGUST 2008 — JUNE 2021
Purchasing Officer / Mississippi Department of Rehabilitation Services

«  Source and evaluate suppliers for goods and services required by the organization.

. Prepare and process purchase orders in accordance with company policies and procedures.
«  Maintain accurate records of purchases, pricing, and supplier performance.

«  Collaborate with departments to identify purchasing needs and specifications.

«  Review and approve invoices for payment, resolving discrepancies as needed.

AUGUST 1994 — AUGUST 2008
BAccounting Auditing Technician / Mississippi Department of Rehabilitation Services

e  Maintain accurate and organized vendor records.

«  Review and process financial transactions, including invoices, purchase orders, and reimbursement requests, in
accordance with agency policies.

«  Assist with budget tracking and monitoring expenditures to ensure proper use of program funds.

AUGUST 1989 — AUGUST 94
Accounting Clerk / Mississippi Department of Rehabilitation Services

e Assist Program Manager.
e  Prepare basic budget reports, summaries, and forecasts for management review.
e  Help maintain accurate financial records and supporting documentation.

Education

High School Diploma May 1984



JASMYNE BARNES

EMAIL: JASMYNEBARNESS@GMAIL.COM
CELL: 601-580-2224

IObjective
e Highly motivated, enthusiastic, and organized professional, with unyielding commitment to
providing excellent customer service.
e Adept at learning new processes and procedures; complemented with maturity evidenced by
good working relationships with others.
e Skilled at communicating with diverse people in varied situations.

e Skilled at being able to supervise others, while handling time management to complete tasks
with deadlines.

EDUCATION

'WALDEN UNIVERSITY, MINNEAPOLIS, MINNESOTA
EXPECTED MAY 2026 MASTER’S DEGREE IN HUMAN SERVICES

(WILLIAM CAREY UNIVERSITY, HATTIESBURG, MS

Y 2016 EARNED BACHELOR’S DEGREE IN BUSINESS ADMINISTRATION AND
MARKETING

ERIDIAN COMMUNITY COLLEGE, MERIDIAN, MS
AY 2012 EARNED DEGREE IN LIBERAL ARTS

EXPERIENCE

JANUARY 2023 - PRESENT
Program Manager
Goodwill Industries of Hattiesburg, MS

» Supervise and train program participants in hands-on, work-based learning environments to
build employment readiness and transferable skills.

e Facilitate monthly staffing and one-on-one meetings with clients to review individualized goals,
assess progress, and provide strength-based support.

e Develop and implement tailored Individual Plans that align with client needs, abilities, and long-
term employment objectives.




e« Maintain accurate, up-to-date documentation, case notes, and performance records in
compliance with confidentiality standards.

e Prepare and submit comprehensive monthly reports detailing program metrics, client progress,
and outcome tracking.

e Represent Goodwill at community events, partner meetings, and outreach initiatives to promote
inclusive employment and build relationships.

« Instruct engaging Customer Service and Digital Skills classes to support client development in
communication, professionalism, and technology literacy.

e Promote a supportive, inclusive environment that encourages self-advocacy, accountability, and
empowerment among participants with disabilities.

JANUARY 2020 — DECEMBER 2022
STORE MANAGER
GOODWILL INDUSTRIES OF HATTIESBURG, MS

Greet and assist donors/customers

Train, develop, and supervise team members

Work with strict deadlines

Monitor and maintain the store’s overall appeatance

Lead daily meetings with store employees

Attend quarterly meetings to get updated policy and procedures

Work to de-escalate customer situations while finding an appropriate solution.

Ensures store locations are clean, well-kept, and reflect the Goodwill brand appropriately.
Manage the store location’s Facebook Page

Serves as a Goodwill Mentor to other Store Managers

OCTOBER 2018 — DECEMBER 2019
LEAD RECEPTIONIST/SOCIAL MEDIA MANAGER
HEALING TOUCH DAY SPA — HATTIESBURG, MS

e As the receptionist answered multiple phone lines, took accurate messages as well as
booked appointments and provided customer service, as necessary.

e Replaced the company's old software to the new more upgraded Vagaro system.

e Running the company social media advertising campaign through bulk emails, surveys,
brochures, flyers, also canvassed the community handing out media material about the
company.

e Managed Facebook and other social media websites on a day-to-day basis.

e Responded to comments on each account

e Built brand awareness by engaging relevant influencers.

e Managed online communities to ensure respectful and appropriate engagement.
e Oversee customer service provided via social media.

DECEMBER 2016 — TO OCTOBER 2018
ASSISTANT STORE MANAGER




GOODWILL INDUSTRIES OF HATTIESBURG, MS

Ensured positive customer service to customers and donors

Assisted store manager with day-to-day operations

Balanced registers as well as making deposits

Train, develop, and supervised employees

Managed our online via Instagram to ensure respectful and appropriate engagement.

JUNE 2012 — APRIL 2016
OFFICE ASSISTANT
THIGPEN BAIL BONDING — LAUREL, MS

e Worked with strict deadlines from the court system
e Provided professional and non-judgmental customer service to the public.
e Informed all clients regarding transactions in a professional manner including vendor,
courts, jail facilities and co-workers.
e Prepared weekly and monthly calendar for court appearances and assisted court clerks
with documents.
e Maintained social media platforms such as Facebook, and Tnstagram to which generated
business.
SKILLS
— = —
@ Communication @ Dedication
@ Flexibility @ Conflict Resolution

@ Patience

@ Leadership

ACCOMPLISHMENTS
e Goodwill Industries 2020 Winner for Manager of the Year
e Served as Policy “Council Member with Friends of Children of Mississippi’
e Certified by the NRF Foundation “Rise Up” in customer service and sales.
o News 7 “Business Break” Commercial — NUTS Thrift Store
o News 7 “Twelve Days of Christmas” Commercial — Healing Touch Day Spa




Tara Barnes-Pereyra
Pelahatchie, Mississippi 39145 | (769) 257-2065 | tarapereyral6@gmail.com

Education
Mississippi College — Clinton, MS
Master of Science in Counseling Psychology, 2002

University of Southern Mississippi — Hattiesburg, MS
Bachelor of Arts in Psychology, 1996

Professional Experience

Goodwill Industries of Mississippi

Program Manager | January 2025 —Present

Manage and implement workforce development programs for individuals with
disabilities, including adults and students receiving Pre-Employment Transition Services
(Pre-ETS).

Oversee work-based learning experiences (WBLE) across multiple retail sites,
coordinating with school districts, business partners, and staff to ensure meaningful
outcomes.

Develop and facilitate training in soft skills, job readiness, and career exploration aligned
with Pre-ETS goals.

Monitor participant progress, ensure compliance with Mississippi Department of
Rehabilitation Services (MDRS) guidelines, and provide individualized support.
Strengthen partnerships with schools and community stakeholders to expand access to
inclusive employment opportunities.

Mississippi Department of Rehabilitation Services

Regional Manager, Office of Business Development | 2020 — December 2024

Supervised a regional team of business development staff across multiple locations.
Provided daily oversight, coaching, and strategic direction to ensure high-quality service
delivery.

Led efforts to promote inclusive hiring practices among Mississippi employers.
Supported team members in building partnerships with businesses and meeting
employment placement goals for individuals with disabilities.

Assisted staff in overcoming case-specific challenges and achieving measurable
outcomes.

Mississippi Department of Rehabilitation Services



Business Development Representative | 2016 —2020

Educated employers and community partners on the benefits and value of hiring
individuals with disabilities.

Facilitated job placement and on-the-job training opportunities in collaboration with
rehabilitation counselors.

Provided consultation to businesses on disability inclusion, accommodations, and
workforce support.

Built long-term employer relationships to support competitive, integrated employment.

Mississippi Department of Rehabilitation Services

Vocational Rehabilitation Counselor | 2002 - 2016

Provided counseling, case management, and employment services to individuals with
disabilities.

Specialized in complex caseloads including Alcohol and Drug Recovery, Spinal Cord
Injury, and Traumatic Brain Injury.

Conducted comprehensive assessments and developed individualized rehabilitation
plans.

Coordinated training, education, and job placement services to support clients in
achieving competitive employment.

Maintained compliance with federal and state regulations while managing a full
caseload.

Professional Affiliations & Leadership

Board Member, Central Mississippi Planning and Development District
Liaison, Methodist Rehabilitation Center

Former Member, Rehabilitation Association of Mississippi

Legislative Caseload Coordinator, Mississippi Department of Rehabilitation Services



DIANE DAY

201 Clark Farms Rd. Madison, MS, 39110 - Cell: 601-672-8798
Email - dianeday77@vyahoo.com

EXPERIENCE

MARCH 2021 - PRESENT
PRE-ETS SPECIALIST, GOODWILL INDUSTRIES OF MS, RIDGELAND, MS
e Coordinate and provide classroom instruction to middle and high school students with
diversified learning needs; Equip students with skills needed to transition successfully
from school to employment or post-secondary education; Assist students to identify
their strengths, interests, and abilities while fostering the development of competitive
and marketable skills for future success.

AUGUST 2019 — JANUARY 2021
MILIEU COORDINATOR, CANOPY CHILDREN’S SOLUTIONS, JACKSON, MS
e Administered milieu within the general policies and guidelines of the agency; Provided
overall leadership, supervision and coordination to develop and maintain effective team
delivery of services to youth.

e Established and maintained an environment that encouraged teamwork,
interdependence, and ethical behavior; Provided direct supervision to trained staff;
provided training and coaching to Residential Care Specialists.

NOVEMBER 2015 - JULY 2019

VOCATIONAL REHABILITATION COUNSELOR, MISSISSIPPI DEPARTMENT OF REHABILITATION
SERVICES, (MDRS) JACKSON, MS

e Evaluated the vocational potential of clients; utilized all available diagnostic and related
services incidental to the determination of eligibility, and nature and scope of services to
be provided under the Vocational Act; Developed and maintained an appropriate case-
finding procedure.

e Developed an individualized written rehabilitation plan with the client and arranged,
coordinated and supervised the services necessary to reach a vocational goal; Organized
and coordinated community resources to ensure quality rehabilitation services to
individuals with disabilities.

AUGUST 2012 - OCTOBER 2014
ADMINISTRATIVE ASSISTANT, SALVATION ARMY DISTRICT HEADQUARTERS, RISK MANAGEMENT
JACKSON, MS
e Maintained efficient and organized filing system; prepared and maintain current and
accurate files in compliance with established standards; Maintained confidential nature
of the department and met attendance standards; Maintained and facilitated the Blood -
Borne Pathogens Website.



AUGUST 2012 - OCTOBER 2014
INTERN/LIFE SKILLS INSTRUCTOR, SALVATION ARMY CENTER OF HOPE, JACKSON, MS
e Practiced effective communication and motivation practices; prepared life skills activities

to facilitate client’s growth; Assisted case manager in providing life skill services for
adults in a general-level residential program to independence; Provided information
about resources in the community to assist clients; Provided direct supervision to ensure
that clients received the necessary resources; Facilitated small group weekly meetings in
social skills development.

MAY 2000 - JULY 2012
SPECIAL EDUCATION TEACHER ASSISTANT, HOLMES COUNTY SCHOOL DISTRICT
o Assisted with and reinforced lessons taught; assisted with implementing special learning
approaches for students with disabilities; Assisted in the formulation of IEP’s; Monitored
student behavior and assisted with Behavior Support Plans; Provided specialized
instructions to students with disabilities.

EDUCATION

DECEMBER 2014
MASTER OF SCIENCE DEGREE — REHABILITATION COUNSELING,

JACKSON STATE UNIVERSITY; CONCENTRATION: COMMUNITY COUNSELING; GPA 3.94

AUGUST 2009
BACHELORS OF SCIENCE DEGREE - PROFESSIONAL INTERDISCLIPLINARY STUDIES

JACKSON STATE UNIVERSITY
CONCENTRATION: DISABILITY STUDIES; GPA 3.77 MAGNA CUM LAUDE

SKILLS

e Microsoft Office (WORD, EXCEL, POWER POINT) e Case Management

¢ [ntake/Case Assessment e Client Relations and Services
e |ndividual/Small Group Counseling e Rehabilitation Planning

e Community Resources Development

PROFESSIONAL AFFILIATIONS

International Association Rehabilitation Professionals; Member Chi Sigma lota, Honor Society; Member
Alpha Epsilon Lambda Honor Society (Graduate/Professional Level); Rehabilitation Association of
Mississippi



Tradqual Lee

Greenville, MS 38701
tradtaz@yahoo.com
+1 662 931 0888

Professional Summary

1 am an ambitious, hardworking, self-motivated individual; whom is seekin?( a career that will benefit
from my strong work ethic, leadership, and communications skills. My vast knowledge and experience
in politics, law, and community organizing makes me a versatile employee whom is able to work in a
high stress, demanding career.

Willing to relocate: Anywhere
Authorized to work in the US for any employer

Work Experience

Program Manager
GOODWILL INDUSTRIES OF MISSISSIPPI-Greenville, M5
January 2024 to Present

Key Accomplishments:

- Strengthened Funding Partnerships: Established and nurtured relationships with key funding sources,
securing increased financial support and long-term sustainability for workforce development programs.

« Enhanced Program Knowledge: Implemented targeted training initiatives and professional development
opportunities for staff, leading to improved expertise and more effective service delivery.

« Increased Client Satisfaction: Developed and executed client-centered strategies, including
ersonalized support plans and feedback mechanisms, resulting in higher satisfaction and engagement
evels.

» Improved Client Recruitment: Expanded outreach efforts through strategic partnerships and community
engagement, leading to a significant increase in program enroliment and participation.

» Optimized Programmatic Services: Streamlined service delivery by refining processes, incorporating
best practices, and utilizing data-driven decision-making to enhance program effectiveness.

» Strengthened Community Collaboration: Fostered relationships with local organizations, businesses,
E‘argg;&rvice providers to create a more integrated support system for clients, improving overall program
Senior Pastor

Mount Tabor M.B. Church-Winterville, MS

january 2018 to Present

- Led the church in an effective evangelism program that stressed community engagement,
development, and outreach.

« Prepared for and preached the Word of God in each service, lead in observing the ordinances.

« Provided administrative leadership in all aspects of church operations.

« Directed the planning and facilitating of all elements necessary for maintaining guality worship

» Taught the church members to "Love God and Love Others" in all areas of life.

« Oversaw a building program that included stewardship teaching and fundraising efforts.

« Conducted counseling sessions. Performed wedding ceremonies and conduct funerals.



« Cooperated with the local association, state convention and National Baptist Convention, USA, Inc.,
leadership in matters of mutual interest and concern. Represented the church in civic matters.

Director of Case Management
Families Matter, Inc.-Memphis, TN
December 2022 to October 2024

» Accomplishes clients’ care by assessing treatment needs; developing, monitoring, and evaluating
treatment plans; monitoring staff performance.

« Determines clients’ requirements by completing intake interviews; determining need for therapeutic
medical, psycho-social, and psychiatric evaluations; reviewing therapist evaluations, treatment
objectives, and plans.

. Es_tgbcllishes treatment programs by setting schedules and routines; coordinating services being
provided.

« Monitors cases by verifying clients’ attendance; observing and evaluating treatments and responses;
advocating for needed services and entitlements; obtaining additional resources; intervening in crises;
providing personal support.

« Maintains clients’ records by reviewing case notes; logging events and progress.

« Communicates clients’ progress by conducting weekly interdisciplinary meetings and evaluations;
di&f;seminating results and obstacles to the case management team and family; identifying treatment
influences.

- Improves staff competence by providing educational resources; balancing work requirements with
learning opportunities; evaluating the application of learning to changes in treatment results.

- Improves treatment results by studying, evaluating, and re-designing processes; implementing
changes; rewriting policies and procedures.

= Qversee budget, patient recruitment plan, and serve on leadership team.

- Prepares reports by collecting, analyzing, and summarizing treatment and results data and trends;
compiling statistics; completing grant and subsidy applications.

ReEntry Workforce Development Specialist

Equus Workforce Solutions-Memphis, TN

February 2022 to December 2022

1. Conducted comprehensive intake admissions for new referrals through interviews, assessments,
collection of previous service records, and collaboration with other service providers.

2. Developed, implemented, and monitored the Objective Assessment Summaries and Individualize
Employment Plan to mitigate employment barriers.

3. Assisted consumers in accessing benefits and services by providing information and education about
community resources.

4. Advocated for and promote the full inclusion of oppressed individuals.

5. Completed documentation and reports on a weekly and quarterly basis to ensure eligibility, funding,
and compliance with state and agency policy.

6. Ensure all enrollment activities adhere to established procedures of accountability and confidentiality
according to contracts and regulatory entities.

7. Identify and address employment barriers that inhibit ex-offenders from obtaining gainful employment,
which negatively impacts recidivism rates.

Case Manager

Mississippi Department of Human Services-Greenville, MS

February 2021 to January 2022

Conducted comprehensive intake admissions for new referrals through interviews, assessments,
collection of previous service records, and collaboration with other service providers.

» Developed, implemented, and monitored the individualized Person-Centered Plan (PCP) for consumers
in order to meet their community integration and service coordination goals.

* Assisted consumers in accessing benefits and services by providing information and education about
community resources,



« Provided crisis intervention, guidance, and supportive counseling.

« Advocated for and promote the full inclusion of individuals with disabilities in all opportunities in the
community.

» Completed documentation and reports on a weekly and quarterly basis to ensure eligibility, funding,
and compliance with state and agency policy.

« Ensure all enrollment activities adhere to established procedures of accountability and confidentiality
according to contracts and regulatory entities.

internet Sales Coordinator
Cannon Motors of Mississippi-Cleveland, M5
June 2020 to December 2020

« Internet Sales Coordinator
« Duties, Accomplishments, and Related Skills:
- Answer customer calls and establishes follows-up with sales appointments

» Respond quickly to the internet, phone and live chat inquiries using email, phone and live chat scripts
and templates

- Provide customers with initial product information & direct them to the appropriate dealership resources
» Present initial financing options based on customer needs
» Follow up with leads that are not ready to make an appointment or no-show

« Participate in team & process development sessions - keeping positive relationships with teammates,
sales teams and dealership management

« Utilize CRM tracking system daily

Youth Minister
New Hope Baptist Church-Hollandale, MS
July 2011 to January 2018

Maintain a well-planned, carefully balanced program throughout the year coordinated with the church
calendar of events.

> Assure youth groups maintain a balanced program of spiritual, physical, and social growth
> Assure training and regular involvement of youth in church ministry.

> Provided counseling to the church youth regarding family matters, relationships, school, and other
social problems.

> Assures proper care of facilities used by youth programs.
> Shepherded the spiritual, emotional, and the intellectual maturity of the church youth.
> Supervised the outreach ministry of the church youth.

Youth Court Cordinator/Intake Officer
Washingten County Youth Court-Greenville, MS
2014 to 2015

| serve as a site supervisor and coordinator of the Juvenile Detention Alternative Initiative, which was
established by Attorney General Jim Hood to ensure that all youth involved in the Juvenile Justice System
are appropriately held accountable to the needs of victims and the community; and provided every
opportunity to develop into productive citizens. As the JDA coordinator, my purpose was to research,
propose, and advocate for programs that would combat the racial and economic disparities of the
juvenile justice system that are disproportionately detained. | also established and revamped the existing
collaborative to ensure that every child had an opportunity to become a productive citizen. | ensured
that the Washington County Dentention Center adhered to statutes of both the federal and state
requirements. | introduced a truancy court program to aid in the reduction in the escalating cases of
truants, developed a three (3) year work plan to reduce the recidivism rates of juveniles, and created
workshops to empower parents and to teach life skills to juveniles. | served as the spokesperson for the
JDA program in Washington County and as a liaison to Annie E. Casey Foundation's Juvenile Detention
Alternatives Initiative. | am also the Volunteer Services Coordinator and Intake Officer for the Youth Court.
| work with community stakeholders to provide clothing, mentoring, parental workshops, job training,



drug counseling, and juvenile seminars that focuses on positive peer associations, drug abuse, education,
and safe sex.

Customer Service Reprensative LVL Il

Convergys-Hollandale, MS

2013 to 2014

> Managed accounts
> Promoted company to attract new customers
> Answered billing and technical questions

> Resolved disputes to retain customers
> Processed all insurance agents' orders and courtesy sales originating through mail.

Director of Community Development

Glen Allan Improvement Association-Glen Allan, MS

2010 to 2012

Served as spokesperson for the citizens of Glen Allan, MS with the Western Line Consolidated School
District and the Legal Defense Fund.

> Managed the Public Relations

> Chaired meetings and set the agenda

> Supervised the community organizers and coordinators

> Supervised and developed fundraising campaigns, managed the budget, and grant writing

> Evaluated annually the performance of the organization in achieving its mission.

COMMUNITY DEVELOPMENT COORDINATOR

Glen Allan improvement Association-Glen Allan, MS

2008 to 2010

Recruited, trained, and supervised volunteers Assisting with community outreach through organizing and
coalition building

> Conducted research to help develop strategy for community organizing campaigns

> Conceptualized and design workshops, seminars, and presentations for outreach efforts

Intern
H.E.G.A Rural Transportation-Hollandale, MS
2007 to 2008

Researched the strategy and programs that other comparable communities had done to provide
transportation to low income families.

> Assist with evaluating H.E.G.A's performance in providing transportation to low income families.

> Researched available and future grants.

Education

Master of Divinity in Divinity
Fuller Theological Seminary in California - Pasadena, CA

Bachelor's in Political Science
MISSISSIPPI VALLEY STATE UNIVERSITY - Itta Bena, MS
May 2012



Skills

= Developmental Disabilities Experience

Employee Evaluation

« Communication skills

» Microsoft Outlook

e Customer Service (3 years)
= Grant Writing (5 years)

« Management (7 years)

» Time management

e Account Management

» Microsoft Word

* Human Resources (6 years)
* Community Outreach (7 years)
= Fundraising

= Oral Communication (10+ years)
= Research (2 years)

 Live Chat

« Budgeting (7 years)

* Technical Support

= Customer service
 Microsoft Office (10+ years)
* Typing

* Front desk

= Advocacy (7 years)

= Public Relations

e Case Management

= Presentation Skills

« Data Entry (3 years)

« Interviewing

« CRM Software

* Payroll

* Conflict Management

Organizational skills
« Crisis Management

Certifications and Licenses

Driver's License



Additional Information

Skills Summary

& Project Management

& Grant Writing

& Community Organizing
¢ Leadership

& Public Relations

& Budget Management

& Multicultural Skills

¢ Fundraising

¢ Teambuilding & Training
& Research and Development
¢ Human Resources

& Conflict Resolution



STEVEN MCCARTNEY
601.454.4892 | stevemccariney(00@gmail.com

Training and Development | Leadership | Professional Development

Detail-oriented professional with extensive experience in team management, digital collaboration, and
process improvement. Skilled in LMS administration, Microsoft Office, Google Workspace, and project
coordination, with a focus on effective communication, adaptability, and delivering high-quality results.
Eager to contribute expertise in virtual environments to drive organizational success.

Skills:
v Client/Stakeholder Communication v Digital Communication and Collaboration
v Written & Verbal Communication Skills v Remote Work Adaptability
v Problem Solving v Document & Data Management
v Digital Presentations v LMS Administration
v Microsoft Office Suite v Google Workspace

PROFESSIONAL EXPERIENCE

GOODWILL INDUSTRIES OF MISSISSIPPI, Ridgeland, MS

Director of Learning and Development (2024-present)

Developed and managed a learning program for all Goodwill Industries of Mississippi employees.
 Launched and completed a successful Beta test of the Goodwill Academy Learning Management

System with three Goodwill locations.

e Established the Goodwill Academy guidelines for Goodwill of Mississippi to be used at all
locations.

e Built a scalable training program for all Goodwill of Mississippi employees.

CENTRAL HINDS ACADEMY, Raymond, MS
Head of School (2021-2024)
Oversaw the academic, spiritual, and community aspects of this thriving rural independent school.
» Oversaw daily operations and coordinated projects, such as leading a campus-wide technology

transition, enhancing team collaboration and digital literacy among staff.

s+ Resolved operational issues and managed community relations, enhancing team adaptability to
align with new digital tools and resources.

 Led the process of constructing the largest academic building on campus.

» Managed over fifty faculty members and 440 students annually.

* Addressed parental and community concerns.

JACKSON ACADEMY, Jackson, MS

Dean, Head of Upper School (2013-2021)

Performed as Dean of the Upper School (9"-12" Grade) at a leading independent school.
 Chaired the professional development task force, resulting in school-wide professional

development and evaluation processes.

« Managed multiple training and onboarding projects to equip team members with digital skills,
using data insights to improve processes and team productivity.

» Launched a standardized test improvement plan, providing targeted training to faculty.

» Managed over forty faculty members and 400 students annually.

» Directed curriculum and instruction, hosted staff meetings, and incorporated feedback to
improve learning and professional development.



Steven McCartney, Page Two
601.454.4892 | stevemccartnev@gimail.com

JACKSON ACADEMY, Jackson, MS
Instructor, Upper School (2001-2021)
As a first adopter for our school’s first true Learning Management System (LMS), worked closely with
our IT department and vendor to encourage and train our faculty during the LMS rollout.
¢ Trained more over 50 staff members on multiple Learning Management Systems.
 Participated in developing a structured STEM program.
* Taught Honors Biology 1, Honors Anatomy and Physiology, and AP Biology.
» Prepared syllabi, created course curricula, instructed students and evaluated participation and
coursework.

CLINTON HIGH SCHOOL, Clinton, MS
High School Teacher (1995-1998)
« Managed and instructed diverse students in classes of up to 32 students.
» Taught Biology I, Human Anatomy and Physiology, Environmental Science, and Genetics.

EpucaTtioN

MISSISSIPPI COLLEGE - Master of Education, Educational Leadership & Administration, Clinton, MS
MISSISSIPPI COLLEGE - Bachelor of Science, Biology, Clinton, MS

ADDITIONAL INFORMATION

Professional Awards/ Accomplishments:

- Invited member of U.S. Department of Education Virtual Roundtable discussing public, charter, and
independent schools” experiences with the transition to virtual learning during the COVID-19
pandemic - June 2020

- Jackson Academy Secondary Teacher of the Year

- Teacher Recognition Award (US Presidential Scholars Program)

- Teaching Excellence Award for teaching assistants at the University of North Carolina at Charlotte

LinkedIn Profile: www.linkedin.com/in/steven-mccariney

References available upon request



MC)

MARY CHRISTMAS

gritsnbrandon@yahoo.com | 6019541584 | Brandon, M3 39042

Summary

Special education professional with extensive experience at Rankin County School! District, specializing in IEP advocacy
and curriculum adaptation. Demonstrated success in enhancing student engagement and resilience through innovative
teaching strategies. Expertise in alternative instructional methods, creating inclusive learning environments that empower

diverse learners to achieve educational goals.

Skills

o [EP advocacy and student engagement
o Teaching and learning strategies

Experience

Rankin County School District | Brandon, e
MS

Homebound Teacher .
08/2016 - 08/2018

Rankin County School District-McLaurin e
High School | Florence, MS

Special Education Teacher o
08/1993 - 08/2016

Madison County School System | Madison e
, MS

Special Education Teacher °
08/1990 - 06/1993

Jackson Public School District | Jackson, °
MS

Special Education Teacher °
08/1987 - 04/1990

e Curriculum adaptation and differentiation
o Alternative instructional methods

Developed and executed individualized education plans for homebound
students.

Developed lesson plans that were tailored to meet each student's specific
needs.

Advocated for homebound students by attending IEP meetings when
needed.

Ensured compliance with federal laws pertaining to special education
services for homebound learners.

Adapted curriculum materials as needed to meet individualized student
needs.

Delivered tutoring sessions to help students grasp complex concepts in
one-on-one settings.

Communicated regularly with parents regarding their child's progress.
Helped students learn to persevere with challenging tasks and build
resilience for later educational efforts.

Developed interesting and interactive learning methods tailored to help
students with individual needs.

Analyzed student data and prescribed remediation and enrichment to meet

learning needs.
Incorporated interactive visual aids into student lesson plans to support
learning objectives.

Collaborated with other educational personnel to provide inclusive
activities or programs for children with disabilities.

Enhanced students' physical, behavioral and social skills through class
activities.

Adapted curriculum materials as needed to meet individualized student
needs.



Hancock County Schools | Hancock North ¢ Developed IEP to leverage developmental practices and educational

Central High School , MS theories to achieve educational objectives.
Special Education Teacher o Instructed special education classes using evidence-based practices.
10/1986 - 06/1987 e Conducted small group and individual classroom activities with students

based on differentiated learning needs.

Willowood Developmental Center | e Adapted instructional techniques to appropriate ages and skill levels of
Jackson, MS supervised students.

Special Education Teacher-Multi- o Enhanced students' sensory- and perceptual-motor skills through hands-on
handicapped activities.

08/1984 - 01/1986 o Developed IEP to leverage developmental practices and educational

theories to achieve educational objectives.

Education and Training
Mississippi State University | Starkville, MS

Bachelor of Science in Special Education
05/1982

Activities and Honors
e Involved with Horses for the Handicapped

o Work with Special Olympics Equestrian program
e Teach Sonrays-special needs for Little Lakers at Pinelake Church

Certifications

e Special Education License #121385

References

References available upon request.



MICHELE ERGLE

micheleergle625@gmail.com | 769-798-7476 | 230 South Fox Hall Road, Pearl, MS 39208

SUMMARY

Detail-oriented Business and Technology teacher. In the past 37 years, | have taught
students how to be more successful in their educational goals and how to use
business technology skills to become employed in the technology field. My students
were taught not only the technical skills needed but they were taught the soft skills
that are required to be successful productive citizens. | have always felt that making
sure that my students would be employable or ready for college when they left high
school was my top priority.

TEACHING
EXPERIENCE

Business and Technology Teacher, Pearl High School August 2008 - Present
« Teach Business and Technology Courses
« DECA Advisor, Mississippi DECA Advisor of the Year
« Future Business Leaders of America Advisor

Business and Teachnology Teacher, Pearl River Central  August 2002 - May 2008
High School

« Taught Business and Technology Courses

« Department Chair

« Future Business Leaders of America Advisor

Business and Technology Teacher, Picayune Memorial August 1997 - May 2002
High School

» Taught Business and Technology Courses

» Future Business Leaders of America Assistant Advisor

Business and Technology Instructor, East Central August 1988 - May 1997
Community College

» Taught Business and Technology Courses

« Phi Beta Lambda Advisor

« Faculty President, Vice President, Secretary, and Treasurer

« Lamplighter Award Recipient

EDUCATION

Mississippi State University June 1987 - July 1988
+ M.Ed. Technology Education
« Final GPA: 4.0

Mississippi State University

« BS. Business Education

August 1983 - August 1986

KEY SKILLS

Microsoft Word, Excel, Powerpoint Written and Verbal

and Access Communications skills

« Dreamweaver Time Management Skills
« HTML Organizational Skills

+ Programming in App Lab Data Entry

» Scratch Programming Language



Cassandra Powell * (708) 663-5572 * lightoflovingkindness@gmail.com

Objective
To Leatn, T'o Teach, To Grow

Education

University of Illinois at Springfield

Master of Online Teaching Certification

Springfield, IL

Roosevelt University

FLinT (Faculty Leadership in Teaching) Master’s Certification
Chicago, IL

University of Illinois at Chicago

Master of Arts in Linguistics with a concentration in Teaching English (TESOL)
Chicago, IL

Governors State University

Master of Arts in Communications with a minor in Human Performance Technologies
University Patk, IL

Roosevelt University
Bachelor of Science in Management
Chicago, IL

Employment

. Light of Loving Kindness, 2017-Present
Executive Director
Manage the day to day opetations of a southside Chicago non-profit organization specializing in
youth development programs focusing on mental wellness and social emotional skills through
mindfulness-based solutions; Self-Love in Nature community wellness events providing access
to spaces that feel safe and welcoming for BIPOC and all communities; Holistic Community
Wellness Events focusing on community, youth, and family health; Teen Mental Health First
Aid (tMHFA) Certified providet; and the Holistic Wellness Training Institute, which provides
workplace wellness programs with a focus on self-compassion, self-care, wellness, and
wotkplace retention.

Educational Experience

. Southetn New Hampshire University, 2018-Present
Part-Time Online Faculty
Teach graduate level courses online in Linguistics, English, and Communications
Faculty conference presenter, Gather 2025

Richard J. Daley College, 2006, 2008, 2011-2021
Department Chairpetson, Assistant Professor, Honors College Director, Phi Theta
Kappa Intetnational Honor Society Senior Advisor, Faculty Scholar, International
Honots Program Council Communications & Social Science Representative, Forensics
& Debate Coach
Manage depattments within my responsibilities
Instruct in Communications (all levels of Speech Communications), English, English as a
Second Language, Leadership Development, and Developmental Education courses including
Reading, Writing, and English, and Digital Literacy.
Advise Phi Theta Kappa Students
Direct & Coach the Forensics & Debate Team



Cassandra Powell * (708) 663-5572 * lightoflovingkindness@gmail.com

Chaitperson for the Textbook Committee for English, Speech, & Theater
Member of the Student Scholarship Committee

Member of the Hybrid Learning Committee

Lead Faculty of the Accelerated Learning Program (ALP) Committee

. University of Phoenix, 2008-2015
Lead Faculty-Area Chairperson, Online & Campus-based Instructor
Mentor new faculty and train them in instructional methodology
Observe new and existing faculty classroom instruction
Quality Assurance Team Member
Instruct courses in English, Composition, Communications, and College Success

Cotporate Experience

+  United Airlines, 2000-2002
Cootrdinator of Operation Processes
Project Manager
Communication Liaison
Recruiter of Management Employees
Training Specialist
Employee Development Specialist
Process Evaluation and Coordination Specialist
Facilitation of Management & Union Relations
Development & Implementation of Community Events

International Catering Management Specialist

International Training Manager

Trained International Cateters in FDA regulations

Taught Food Safety to U.S. Caterers

Created Communication Link between Int’l Caterets, Flight Attendants, and United Airlines

«  Aramark, 1987-2000
Senior Ditector of Cash Operations
Operations Manager of several profit & loss operations
Senior Director for the Summer Olympic Games
Special Events Cootdinator for events up to 1000 people
Responsible for Weekly, Monthly, and Annual Budget
Responsible for Accounts Payable, Accounts Receivables, Payroll, and all other Administrative
Duties
Human Resource Generalist
Maintained all Governmental Regulations
Recruited, Interviewed, Hired, & Trained Management and Hourly Employees
Corporate Trainer

Languages
Advanced American Sign Language, Intermediate Spanish, Basic Arabic & Japanese

Trainings

MEA Program Completer, 2023

Women’s Leadership Intensive, 2022

Landmark, 2022

Advanced Master’s Program on the Treatment of Trauma, 2021



Cassandra Powell * (708) 663-5572 * lightoflovingkindness@gmail.com

Trauma-Informed Yoga, 2018, 2020
Children & Teen Yoga, 2019

Yoga Teacher Training, 2016

Chair Yoga, 2016

Meditation Training, 2016, 2019

Conference Presentations & Papers

IDEAS: Pathways- Inclusive, Diverse, Equitable, Assessable, and Safe, Welcoming Nature Spaces, 2024
Wild Things Conference Presenter, 2023

Wellness Outdoors, How to build meaningful and equitable pattnerships focused on nature, health, and
wellness in an urban environment, 2022

Tllinois Institute of Technology, 2009

University of Illinois at Chicago, 2006

Awards, Honots, & Certifications

Adult Mental Health First Aid

Youth Mental Health First Aid

NICABM (The National Institute for the Clinical Application of Behavioral Medicine): Treating Trauma
Certificate of Completion

Midwest LGBTQ Healthy Symposium Certificate of Completion

Phi Theta Kappa International Honor Society Faculty Scholar, 2015, 2017-present

Phi Theta Kappa Intetnational Honor Society Northeastern District Representative, 2015-present
Phi Theta Kappa International Honor Society Program Council: Communications & Social Science
Representative, 2016-Present

Online Learning Course Developer, 2014-2016

Online Education Training Specialist, 2013

Master of Online Teaching, 2012

Center for Distance Education Cettification, 2012

Smart Board Train the Trainer, 2012

University of Phoenix

Lead Faculty Atea Chair Cettification, 2012

Working with the Difficult Student Cettification, 2012
Leatning Teams Certification, 2012

Lead Faculty Trainer Certification, 2011

First Year Sequence — Communications Certification, 2011
Model for Mentoring Certification, 2011

Critical 'Thinking Certification, 2011

Faculty Trainer Certification, 2010

Engaged Leatning in the Classroom Certification, 2010
Evaluating Student Writing Certification, 2008, 2010

Educational Testing Service
Certified Rater: TOEFL, TOEIC, GRE Wiriting

City of Country Club Hills
U.S. Presidential National Freedom Awatd, 2005

Community Activities

Numerous Continuous Community Outreaches 2020-Present
Be The Match 2019

Daley College Food Pantry 2019



Cassandra Powell * (708) 663-5572 * lightoflovingkindness@gmail.com

Daley College Wellness Center 2017-1029

St. Leo’s Residence fot Veterans, 2017

I Grow Chicago, 2017

YogaCare Chicago, 2017

Tllinois Coalition of Immigrant and Refugee Rights, 2015, 2016
Chicago Food Depository Food Drive Organizer, 2014, 2016
Read with Me, 2015

Chicago Cares, 2014-2015

Junior Achievement, 2014

Sign Language Interpreter Volunteer, 1987-2012

Public Action to Deliver Shelter (PADS) Volunteer, 2006-2011
English Language Instructor Volunteer, 2009-2010

Spanish Language Instructor Volunteer, 2008-2010



Jan Roberts

39 Crossgates Drive Brandon, Mississippi 39042 e 601-906-2121
jansroberts@gmail.com

PROFESSIONAL EXPERIENCE

e Goodwill Industries of Mississippi, Jackson, MS February 2023 — Present

Pre-ETS Specialist (Jan 2025 — Present)
Responsible for providing classroom instruction/support and facilitating work-based
learning to high school students with disabilities, helping them transition from school
to employment or secondary education.

Workforce Development Trainer (June 2023 — August 2024)
Provided customer service skills training to high school students with disabilities,
preparing them for the National Retail Federation (NRF) Foundation exam, of which
100% received passing scores, qualifying each student to receive their nationally
recognized certification.

e Miskelly Furniture, Pearl, MS June 2000 - Sept 2007
Sales Representative (June 2000 — June 2003)
Provided outstanding sales/customer service through obtaining product knowledge,
giving excellent attention to detail and listening to each customer’s specific needs
Corporate Recruiter (June 2003 — Sept 2007)
Responsible for seeking out and hiring the most qualified candidates for all positions
within the company and conducting all new employee orientation classes
Corporate Recruiter/Sales Trainer (Jan 2006 — Sept 2007)
In addition to Corporate Recruiter, responsible for conducting and coordinating all
sales training classes for newly hired Sales Team Members, which included GERS
System computer training, product knowledge and role playing

e Cellular South (C-Spire), Brandon, MS May 1999 — June 2000
Rankin County Market Manager
Overseeing and daily management responsibilities for all employees in the new-to-
market Rankin County storefront locations, ensuring outstanding customer
service/product knowledge and market development

e Allstate Insurance Company, Jackson, MS April 1989 — May 1999
Indemnity Company Underwriter (April 1989 — Aug 1994)
Developed and sustained personal relationships with Field Agents within a five state
territory by providing ongoing training to help mitigate risks by properly insuring
each applicant
Team Manager (Aug 1994 — July 1997)
Overall daily management responsibilities for 40-45 Processing Center employees




e (cont.) Allstate Insurance Company, Jackson, MS April 1989 — May

1999

Hispanic Marketing (July 1997 — Jan 1998)
Temporary Assignment — Corporate Office, Chicago, 1L

Project Manager (Jan 1998 — May 1999)
Permanent Assignment — Corporate Office, Chicago, IL Responsible for the day-to-day
management of the Town Class project by utilizing effective communication,
organizational and planning skills with team members/management, to work toward
the desired outcome

e ChexSystems, Inc., Dallas, Texas Jan 1987 — April 1989
Department Manager (Jan 1987 — March 1988)
Overall daily management responsibilities for 35-40 Call Center employees
Sales Representative (March 1988 — April 1989)
Servicing/training of existing accounts and developing relationships with potential
customer accounts within a three-state area to increase overall volume

EDUCATION
e Mississippi State University, Starkville, MS May 1984
Bachelor of Science




CHRISTIE E. SCOTT

164 Crossover Drive - Brandon, MS 39042 - 601-672-2377 - EvetteScott@Gmail.com

PROFESSIONAL SUMMARY

Highly experienced Program Director with over 20 years’ experience of successfully managing
initiatives responsible for recidivism reduction, including, educational and vocational programs
development. Strong background in program implementation and evaluation, resulting in improved
client outcomes and enhanced quality of delivery. Proven leadership skills in supervising and mentoring
staff, promoting professional growth and development. Dedicated to delivering compassionate and
evidence-based services, I am enthusiastic about contributing to an organization's mission of supporting
individuals on their journey to rehabilitation through education.

EDUCATION

Belhaven College; Master of Science; Management
University of Southern Mississippi; Bachelor of Arts; Paralegal Studies

SKILLS PROFESSIONAL DEVELOPMENT
Paralegal Legal Research/Assistance
Team Building / Leadership American Correctional Association
Compliance
Program Evaluation / Implementation Project Management
Program Development Process Improvement

PROFESSIONAL EXPERIENCE

Program Director / Mississippi Department of Corrections
Pearl, Mississippi, 2015 — Present

. Serve as liaison between CMCEF staff / inmate staff of 30, and senior leadership, corrections
officers, case managers, students, educational vendors, and programs colleagues; assess issues
and develop resolutions to meet productivity, quality, and client satisfaction goals and objectives.

- Lead and support the creation of new correctional theories and techniques for the development
and presentation of educational/vocational training through multiple delivery strategies,
classroom, virtual instructor lead, and e-learning.

- Responsible for planning, organizing, directing, monitoring and evaluating all programmatic
activities and delivery of services related to the rehabilitation of incarcerated offenders.

. Maintain constant awareness of national trends in correctional programming; develop and guide
staff to ensure implementation of evidence-based correctional programs, utilizing “best
practices” to meet varied needs of incarcerated population.

Lead point of contact for all Adult Education School programing, status reporting and monitoring
project tasks, resource allocation, and senior management program reviews.



Chuistie E. Scott

Compliance Manager / Mississippi Department of Corrections
Pearl, Mississippi, 2013 — 2015

Point of contact for Central Mississippi Correctional Facilities compliance activities, ensuring all
applicable laws and regulations are followed, policies and procedures are up to date and in
compliance with applicable laws and regulations.

Identified areas of non-compliance and developed strategies to address them.

Developed and maintained compliance policies and procedures.

Managed a team of compliance professionals, provided training and education on risks
associated with non-compliance events.

Established an electronic audit system for a streamlined audit process.

Branch Director / Mississippi Department of Corrections
Pearl, Mississippi, 2002 — 2013

Responsible for directing all facets of the Inmate Legal Assistance Program. Identification of
relevant data sets/sources, collection of data, performing complex searches, applying filtering
and culling techniques, document review and assisting with preparation of productions and
documents.

Enforced Legal Assistance Program best practices and shared knowledge with inmate
population.

Assisted inmates in support efforts to identify, retain and obtain documents/information in all
forms for use in legal research.

Supervised the preparation of legal documentation, such as, responses, affidavits and
verifications.

Responsible for ensuting consistent approach to document production, responses and application
of privileges/protections across matters.

Maintained subject matter expertise on legal and regulatory obligations relating to records
management.

Legal Library Technician / Mississippi Department of Corrections
Pearl, Mississippi, 2000 — 2002

Ensured all applicable laws and regulations were followed and that policies and procedures were
up to date and in compliance with law library.

Stayed informed about Legal Assistance Program best practices and shared knowledge with
inmate population.

Assisted inmates in support efforts to identify, retain and obtain documents/information in all
forms for use in legal research.

WEB BASED/SYSTEM APPLICATIONS

Microsoft Office Suite; OffenderTrak; Legato System; Lexis Nexis; Westlaw Legal Research
System; Canvas; LINCS; DRC; ETS/PSI Testing Platform; Requisition/Budgeting System



Mary Gill
Email: marywade0314@gmail.com
Phone: 601-985-7362

Professional Summary

Experienced and compassionate professional with a strong background in team
leadership, customer service, and support for individuals with disabilities. Proven ability to
supetrvise staff, manage operations, and deliver high-quality service in both retail and food
service settings.

Professional Experience

Training Support Specialist
Goodwill Industries of Mississippi - Ridgeland, MS
June 2023 - Present

e Provide hands-on support and training to individuals with disabilities to help them
achieve job readiness and independence.

e Collaborate with job coaches and supervisors to develop individualized support
plans.

e Ensure a safe, inclusive, and productive environment for all program participants.

Assistant Manager
Genna Benna’s — Brandon, MS
March 2022 - June 2023

e Supervised daily restaurant operations, including staff scheduling, customer
service, and inventory management.

e Trained and mentored employees to maintain high performance standards.
e Resolved customer issues promptly and professionally, ensuring repeat business.

Homemaker
April 2000 - Current

e Managed a household and raised children, developing strong organizational and
multitasking skills.

e Coordinated daitly schedules, budgeting, and household responsibilities.



Assistant Manager
Goodwill Industries of Mississippi - Jackson, MS
June 2014 - June 2015

e Assisted in store management, including training employees and managing
inventory.

e Promoted a customer-first atmosphere and ensured operational efficiency.
¢ Supported staff with developmental disabilities in performing job duties.
Cashier

Goodwill Industries of Mississippi — Ridgeland, MS
2010-2014

e Provided excellent customer service in a busy retail environment.

e Operated cash registers, handled transactions, and maintained a clean checkout

area.

e Assisted with stocking and store upkeep as needed.

Volunteer Experience
Tutor for Students with Disabilities

Richland Middle School - Richland, MS

1994 -1996

o Worked one-on-one with middle school students with disabilities to provide
academic support and help with homework.

s Tailored tutoring methods and materials to accommodate individual learning styles

and needs.

o Collaborated with school staff to ensure consistency and reinforce classroom
learning.

Education
GED-1997

Hinds Community College — Attended 2005
Jefferson Davis Community College — Attended 2000



Certifications
ACT WorkKeys NCRC Certification (Platinum) — September 2025
National Retail Federation Certification — December 2024

Northstar Digital Literacy Certification- November 2022

Skills

e Staff Supervision & Training

e Customer Service Excellence

¢ Disability Support Services

e Time Management & Organization
e Conflict Resolution

¢ |nventory Management

e Team Leadership
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KATHRYN MCCANN
515 Greenhead Cir Brandon, MS 39047 - 601-665-5175
Kmccann1551765@vahoo.com

EXPERIENCE

MARCH 2025-PRESENT
WORKFORCE DEVELOPMENT INSTRUCTOR, GOODWILL INDUSTRIES MS

* Deliver workforce development instruction to diverse populations, including individuals in drug
and alcohol rehabilitation programs and high school students with disabilities, fostering
employability and life skills.

* Teach digital literacy and technology skills to help clients close the digital divide and build
confidence in navigating online job search tools, applications, and workplace technologies.

* provide one-on-one and group career navigation services, including career exploration, resume
and cover letter development, interview preparation, and job placement support.

* Empower clients to identify career pathways, set achievable goals, and access training
opportunities, certifications, or additional education.

AUG 2023-JULY 2024
MEDICAL BILLING SPECIALIST, JACKSON HEALTHCARE FOR WOMEN

*Advocated for patients by contacting insurance companies to ensure timely payments and
resolve errors on rejected and denied claims.

*Prepared claim documentation including referrals, treatment plans, or other required
correspondence to reduce denials

*entered adjustments and denials into medical system

*stayed current with {CD 10 and CPT coding

*specialized in insurance follow up

SEPT 2021-JUNE 2022

MEDICAL ASSISTANT, MADISON MEDICAL GROUP

*Demonstrate proficiency in taking patient medical histories, vital signs, as well as performing
injections and diagnostic procedures

*Manage prior authorizations and denials for medications and procedures

*Schedule radiological procedures and maintained referrals for patients

*Ensured cleanliness of exam rooms

JULY 2020- NOV 2021

TEAM LEAD COVID COORDINATOR, MEDLOGIC
*Perform Covid Testing

*Liaison between lab and nursing homes

*Manage day to day task and client issues

*Conduct correct supply counts and order all testing supplies

JAN 2020- JULY 2020



MEDICAL BILLING SPECIALIST, ADVOCATE

*Eollow up on insurance claims and denials in a remote setting

DEC 2018 ~ DEC 2019
MEDICAL BILLING SPECIALIST, RG SOLUTIONS, LLC

*Determined prior authorizations for radiology procedures.

*|dentified errors and re-filed denied or rejected claims quickly to prevent payment delays.
*Maintained current working knowledge of CPT and ICD-10 guidelines, government regulation,
and third-party billing requirements.

*Collaborated closely with other departments to resolve claim issues.

*Reviewed and verified benefits and eligibility with speed and precision.

JAN 2017 - DEC 2019

REGISTRATION/ SCHEDULING CLERK, RG SOLUTIONS-MADISON MS

*Created patient accounts in two different EMR’s.

*Interviewed patients to collect accurate demographic information, insurance details, and
medical history.

*EPIC super user for software implementation

*Coded radiology procedures

*performed diagnostic x-rays with in-direct supervision

DEC 2014 - JAN 2017
ADMINISTRATIVE PROFESSIONAL/ SURGICAL TECH, VAN METER ORAL SURGERY

*Scheduled new and existing patient appointments

*Checked insurance and collected pre-authorizations from providers

*Managed patient check -in and check — out procedures and processed payment
*Reviewed surgical requirements and prepped operating room with appropriate tools,
equipment, and instruments

*Maintained reusable surgical instrumentation and equipment, including documentation,
cleaning, sterilizing, storing and distributing

AUG 2012 - JAN 2014

CHECK OUT AGENT, MISSISSIPPI SPORTS MEDICINE AND ORTHOPEDIC CENTER

*Observed strict HIPAA guidelines at all times according to company policy
*Processed payments and scanned patient insurance cards
*Set up appointments for physician visits and procedures

JUL 2010- NOV 2011
CHECK IN, MEA MEDICAL CLINIC

*Straightened up waiting room

*Delivered high- quality administrative and customer service to sustain patient and work flows
*Managed patient check -in and check — out procedures and processed payment

*Interviewed patients to collect medical information and insurance details

*Answered phones



EDUCATION

2025

RISE UP CUSTOMER SERVICE AND RETAIL CERTIFICATION, Al GOOGLE
ESSENTIALS, FOUNDATIONS OF CAREER NAVIGATING AND COACHING
2018

CPC CODING SPECIALIST -AAPC

2012
SURGICAL TECHNOLOGY-HINDS COMMUNITY COLLEGE

SKILLS

o |ICD-10&CPT e Problem solving skills
e Microsoft Word @ HIPAA Compliance

e Fast learner e CPR Certified
REFERENCES

JENNIFER SARTAIN , MANAGER, MEDLOGIC SOLUTIONS 601-940-2797

JENNIFER THOMPSON, COO RG SOLUTIONS 601-624-7849

BRITTANY REEVES, OFFICE MANAGER, MADISON RADIOLOGICAL GROUP 601-826-0440
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Christian Meadows
189 Meadows Drive © Florence, Mississippi 39073

Phone: (601) 940-5201 ¢ Email: ChristianMeadows06@gmail.com

Objective
To obtain a front-line position with a dynamic organization where | can contribute my
experience in leadership, workforce development, and customer service.

Professional Experience
¢ Workforce Development Instructor

Goodwill Industries of Mississippi — August 2024 to Present

Design and deliver digital literacy, career readiness, and soft skills instruction for adult learners,
including those reentering the workforce or justice system. Facilitate training in resume writing,
interview preparation, and job search strategies using standardized curricula such as NorthStar
Digital Literacy and Google Al Essentials. Adapt content to meet learners' skill levels. Collaborate
with Career Navigators to develop personalized learning plans. Track certifications and
employment outcomes, proctor exams, and maintain accurate records for compliance. Build
partnerships with local employers and organizations to support job placement opportunities.

e Administrative Assistant / HR Manager
Riggs Manor, Raymond, MS — November 2022 to August 2024

Oversaw new employee onboarding, recruitment, and documentation. Conducted performance
reviews, coaching, and corrective actions. Managed payroll, accounts receivable, compliance,
and monthly aging reports. Supported daily operations and promoted a positive company
culture.

e Store Manager
Goodwill Select Store — Clinton & Byram, MS — May 2019 to October 2022

Managed store operations including inventory assessment, sales analysis, and employee
supervision. Designed in-store displays, created employee schedules, and ensured company
standards were upheld. Implemented strategies to meet and exceed sales goals and submitted
growth reports to management.

e Activities Director / Grounds Manager



The Meadows Golf and Driving Range — February 2010 to March 2017

Planned and managed special events, employee schedules, grounds maintenance, payroll, and
budgets. Oversaw safety protocols and enrichment programs for guests.

Education
B.A., Southern New Hampshire University — In Progress

A.A., Hinds Community College — 2024

GED -2006

Skills

Communication: Verbal, Written, Presentation
Computer: Microsoft Word, Excel, PowerPoint
Leadership, Organization, People, Planning, Problem Solving, Creativity

Certifications
NRF Foundation Customer Service & Sales Certified Specialist — February 2022

Certified Digital Navigator — 2024

Certified Career Navigator — 2025
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Jennifer Ogden

Byram, MS 39272
jen.h.ogden@gmail.com
+1 601 668 8757

Work Experience

Workforce Development Instructor

GOODWILL INDUSTRIES OF MS-Ridgeland, MS

September 2023 to Present

. IConduct client intake, skills and needs assessments to identify skill gaps and develop targeted training
plans

« Provide ongoing coaching and support to clients during their learning journey

« Facilitate classroom-style training sessions for groups of up to 15 clients

. Collaborate with subject matter experts to create engaging training materials, including presentations,
assessments, and training aids

« Evaluate the success of training through post-training assessments and feedback surveys

Store Manager
Sally's Beauty Suppy-Madison, MS
February 2022 to May 2023

- Develop business strategies to expand store traffic and optimize profitability

« Meet sales goals by training, motivating, mentoring and providing feedback to sales staff
« Write and conduct performance appraisals

» Assist staff with S.M.A.R.T. goal setting

« Conduct On-Boarding sessions with all new hires

Store Manager/Training Manager
Goodwill Industries of Mississippi-Ridgeland, MS
March 2012 to October 2021

« Managed a team of 40 employees, providing training, coaching, and performance evaluations

» Mentored employees leading them towards promotions and career growth opportunities

» Oversaw all aspects of store operations, including sales, customer service, inventory management,
and staff supervision

Designer/Merchandise Coordinatore/Gift Shop Manager

Green Oak Nursery and Garden Center-Jackson, MS

September 2005 to March 2008

« Provided excellent customer service to all guests
« Created floral arrangements for daily deliveries and customers

« Designed and maintained gift shop with innovative merchandising ideas, pricing and restocking as
necessary

» Designed and created seasonal and holiday decor installations for commercial and residential clients
» Lead design team to execute commercial holiday installations for major retailors and businesses



Merchandising Manager
McRae's Department Store-Jackson, MS
August 1988 to May 2002

» Implemented visual merchandising standards across multiple store locations to enhance brand
consistency

» Optimized product placement and displays to maximize visibility and drive impulse purchases
» Developed and executed merchandising strategies to drive sales and increase customer engagement
 Managed a team of 50 merchandisers, providing guidance, training, and performance evaluations

Education

Associate's degree in retail management
Phillips Career Collage-Mobile, AL
August 1988 to May 1990

Skills

» Training & development
» Employee Coaching

« Store management

» Supervising Experience
* Employee evaluation

Certifications and Licenses

Google Al Essentials
fune 2025 to Present

Client Intake, Assessments, Skill Analysis and Planning
Jjune 2025 to Present

Foundations of Career Navigating and Coaching
May 2025 to Present

Work Keys Customer Service
August 2021 to Present

Driver's License



Smart Start Gredential

Awarded to

A .

Given in Recognition of Successful Completion of the

WIOA Mississippi Smart Start Pathway

Including:

National Caréer Readiness Certificate

Career Awareness and Necessary Skills

Pladirum _9)i3)aoa |

Level Date
Sandy CHst, Director Dr. Andrea Mayfield, Executive Director

Office of Adult Education B ~Mississippi Community College Board
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AC'P World(eys Skill Report

Examinee: Ogden, Jennifer Examinee ID**; 123458314

Realm: DP McGowan Report Date: Sep 13, 2021

= e s Level Possible Scale Possible

| RN Tt on R S Fom

. WorkKeys ApplledMath | “oertanoz R - N L R

i WorkKeys Workplace Documants |___OsMaz021 [ L A % . 65-%0
WorkKeys Graphic Literacy ! 09132021 1 7 |7 1 _8 65-90

WHAT YOUR SCORES MEAN

WorkKeys Applied Math:

You scored at Level 6. People who score at Level 6 have demonstrated all of the Levels 3, 4, and 5 skills. They
also have demonstrated the following skills:

* Use fractions with unlike denominators and calculate reverse percentages.

« Convert units within or between systems of measurement (e.g., time, measu rement, and quantity) where

multiple-step canversions are required and the formulas are provided, such as converting from kilometers to
meters to feet.

* Identify why a mistake occurred in a solution. _
* Find the best deal from a group of solutions and then use the result for another calculation.

* Find the area of basic shapes when it may be necessary to rearrange a formula, convert units of
measurement in the calculations, or use the result in further calculations.
- Calculate the volume of rectangular solids (e.g., cubes).

* Calculate rates, production rates, rate by time (such as, production rate is 59 cups produced per hour, how
many will be produced in an 8-hour shift).

* Identify the correct equation for solving a problem.

WorkKeys Workplace Documents:

You scored at Level 7. People who score at Level 7 have demonstrated all of the Levels 3, 4, 5, and 6 skills.
They also have the skill to read and comprehend long workplace documents that contain many details and are
written in lengthy, complex sentences that use advanced vocabulary including esoteric words, jargon, and
acronyms where meanings must be inferred from context. In reading these documents, they are able to:

* infer implied details
* Infer the meaning of an acronym, jargon, or technical term from context

* Apply information/instructions to a situation not directly described in the document or to a completely new
sltuation

= Apply principles inferred in a passage to a situation not directly described in the document or to a completely
new situation

» ldentify the rationale behind an entire document or a section of a document

WorkKeys Graphic Literacy:
You scored at Level 7. People who score at Level 7 have demonstrated all of the Levels 3, 4, 5, and 6 skills.
They also have demonstrated, using graphics designed at the highly complex level, the following skills:

© 2021 ACT, Inc. Al rights reserved. *"1D fleld is abbreviated to last four digits




Page 2 of 2

m WorkKeys'  sii0 Report

« Compare two or more trends/patterns/relationships

Interpret a trend/pattern/relationship

Make a reasonable inference or decision based on one graphic after finding information in another graphic
Justify an inference or decision based on information

Identify the most effective graphic given a defined purpose

Justify the most effective graphic given a defined purpose

L ]

© 2021 ACT, Inc. All rights reserved. *|D field is abbreviated to last four digits



Individual Portfolio: Ogden, Jennifer

Report Criteria

iD: State:

Test Name: All Tests District: HOLMES COMMUNITY COLLEGE - AE
Report: All School:  RIDGELAND

Report Date: 09-14-2021

Note: This report displays all TABE results associated with the selected student found in this system during the selected range.

TABE 11
Date Tested | Content Area Level | Test Location Scale Score SEM NRS Level MsG
08/10/2021 | Language A RIDGELAND MS20002 636 26 6 N
TABE 12
Date Tested | Content Area Level | Test Location Scale Score SEM NRS Level MSG
09/14/2021 | Language A RIDGELAND MS20002 601 22 5 N

Copyright ® 2021 by Data Recognition Corporation. All Rights reserved.




APPENDIX B- Insurance & Workers’ Compensation Coverage

Company Name: Goodwill Industries of Mississippi. Inc.




DATE (MM/DD/YYYY)

~Ne
ACORD CERTIFICATE OF LIABILITY INSURANCE 10/9/2025

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policles may require an endorsement. A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

PRODUCER EEEE’?‘“ Tori Roan
Ross & Yerger Insurance, Inc. " PHONE | FAX
100 Vision Drive, Suite 100 é"’rfﬁ,{ﬂ—ﬁ“'- 601-360-8787 {AIC, No):
Jackson MS 39211 [ . troan@rossandyerger.com
INSURER(S) AFFORDING COVERAGE NAIC #
INSURER A : GuideOne Elite Ins Co 42803
INSURED . L. GOODIND-CL| syrer B : GuideOne Ins Co 15032
Goodwill Industries of Mississippi, Inc.
and GIVS INSURERC :
104 E State St INSURERD ;
Ridgeland MS 39157-4503 INSURERE ;
INSURERF :
COVERAGES CERTIFICATE NUMBER: 617603274 REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLIGIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

NSR ADDL|SUBR| POLICY EFF_| POLICY EXP
R TYPE OF INSURANCE INSD | WD POLICY NUMBER MAIBBNYYY) | (MMDBNYYY) LIMITS
A | X | COMMERCIAL GENERAL LIABILITY CPP010055317 9/1/2025 9/1/2026 EACH OCCURRENCE $ 1,000,000
| DAMAGE 1O RENTED
| CLAIMS-MADE OCCUR PREMISES (Ea occurrence) | §1,000,000
MED EXP {Any one person) $ 10,000
PERSONAL & ADV INJURY | $1,000,000
GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $ 3,000,000
X'| poLicy D LB Loc PRODUCTS - COMP/OP AGG | § 3,000,000
OTHER: $
B | AUTOMOBILE LIABILITY BAPD10055332 oi/2005 | gMi2026 | GOMBINED SINGLELIMIT | 4,000,000
X | ANY AUTO BODILY INJURY (Per person) | §
OWNED SCHEDULED ;
L - SCHED BODILY INJURY (Per accident)| $
HIRED NON-OWNED PROPERTY DAMAGE s
AUTOS ONLY AUTOS ONLY | (Per actident)
$
B | X | UMBRELLALIAB X | ocour UMB010055333 9/1/2025 9/1/2026 | EACH OCCURRENCE 5,000,000
EXCESS LIAB CLAIMS-MADE AGGREGATE $ 5,000,000
oo | X | RETENTIONS 2 500 . s
WORKERS COMPENSATION PER OTH-
AND EMPLOYERS' LIABILITY P Stane | [ &
ANYPROPRIETOR/PARTNER/EXECUTIVE E.L. EACH ACCIDENT $
OFFICER/MEMBEREXCLUDED? N/A
(Mandatory in NH) E.L. DISEASE - EA EMPLOYEE| §
If yos, describe under
DESCRIPTION OF OPERATIONS balow E L. DISEASE - POLICY LIMIT | §
DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Additional Remarks Schedule, may be hed if more space is required)

General Liability and Automabile Liability policies include Blanket Additional Insured, when required by written contract. General Liability and Automobile
Liability policies include Blanket Waiver of Subrogation, when required by written contract. Umbrella Liability policy is follow form of Workers Compensation,
General Liability and Auto Liability policies. All above provisions are subject to policy terms, conditions, and exclusions.

CERTIFICATE HOLDER CANCELLATION

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN

Mississippi Department of Rehabilitation Services ACCORDANCE WITH THE POLICY PROVISIONS.
Attention: Lee Shirley, Director of Contracts
1281 Highway 51 North AUTHORIZED REPRESENTATIVE

Madison, MS 39110 AU% A V/.MQ]

© 1988-2015 ACORD CORPORATION. All rights reserved.
ACORD 25 (2016/03) The ACORD name and logo are registered marks of ACORD



MISSISSIPPI WORKERS’ COMPENSATION
NOTICE OF COVERAGE

I Please take notice that your Employer is in compliance with the requirements of the Mississippi
Workers’ Compensation Law, and maintains workers’ compensation insurance coverage with the
following:

LUBA CASUALTY INSURANCE COMPANY
P.O. BOX 98082
BATON ROUGE, LA 70898-9082
1-888-884-5822 / 225-389-5822

NI, Individual workers’ compensation claims will be submitted to and processed by:

LUBA CASUALTY INSURANCE COMPANY
P.0. BOX 98082
BATON ROUGE, LA_70898-9082
1-888-884-5822 / 225-389-5822

III. This workers® compensation coverage is effective for the following period:

04/16/2025 to 04/16/2026

IV. All job related injuries or illnesses should be reported as soon as possible to your immediate
supervisor, or to the person listed below:

Lawrence Bouchea
104 East State Street
Ridgeland. MS 39157

(Name of employer contact person)

—  Human Resources Dept-
(Title & Department/Division)

V. Please be advised that any person who willfully makes any false or misleading statement or
representation for the purpose of obtaining or wrongfully withholding any benefit or
payment under the Mississippi Workers’ Compensation Law may be charged with violation of Miss.
Code Ann. §71-3-69 (Rev. 2000) and upon conviction be subjected to the
penalties therein provided.

2001 MLW.C.C. Notice of Caverage Form




APPENDIX C- Mississippi Secretary of State

Company Name: Goodwill Industries of Mississippi. Inc.




Certificate Number: CN25203933

fi) Michael Watson

Office of the Secretary of State
Jackson, Mississippi

Certificate of Good Standing

I, MICHAEL WATSON, Secretary of State of the State of Mississippi, and as such, the
legal custodian of the records as required by the laws of Mississippi, to be filed in my
office, do hereby certify:

That onthe 9th day of September, 1955, the State of Mississippi issued a Charter/
Certificate of Authority to:

GOODWILL INDUSTRIES OF MISSISSIPPI
That the state of incorporation is Mississippi.
That the period of duration is perpetual.

That according to the records of this office, Articles of Dissolution or a Certificate of
Withdrawal have not been filed.

I further certify that all fees, taxes and penalties owed to this state, as reflected in the
records of the Secretary of State, have been paid and that the corporation is in existence or
has authority to transact business in Mississippi.

That insofar as the records of this office are concemed, the said GOODWILL
INDUSTRIES OF MISSISSIPPI is in good standing at this time.

Given under my hand and seal of office
the 9th day of January, 2025

A%M it

Verify this certificate online at http://corp.sos.ms.gov/corpconv/verifycertificate.aspx




Goodwill Industries of Mississippi, Inc.

APPENDIX D: Curriculum

1) Job Exploration Counseling
o Career interest assessments and 16 career pathways
o TransfrVR Career Exploration
o Work VIBES Explorer

2) Work-Based Learning Experiences
o Paid internships (for rising seniors & post secondary) at Goodwill MS
stores
“TREK Job Extravaganza”

3) Counseling on Postsecondary Opportunities
o Financial aid process (FASFA)
o ABLE presentation from disability services representatives

4) Workplace Readiness Training
o NRF Rise Up Customer Service & Sales training & certification
o NorthStar Digital Skills training & certification
o Google Artificial Intelligence (AI) Essentials training & certification
o Chatbots & Character Al ;

5) Imstruction in Self-Advocacy
o Basic Self-Advocacy on the Job
o Emotional Intelligence training



Goodwill Industries of Mississippi, Inc.

APPENDIX D: Curriculum

1) Job Exploration Counseling
o Carecr interest assessments and 16 career pathways
o TransfrVR Career Exploration
o Work VIBES Explorer



EXPLORING CAREERS — CAREER CLUSTERS

Career Clusters are categories of jobs or occupations in the same field of work that require
similar skills. You can use Career Clusters to help focus education plans toward obtaining
the necessary knowledge, skills, and training for success in a particular field. Following are
16 career clusters with descriptions and related career pathways.

Agriculture, Food and
Natural Resources

Processing, production, distribution,
financing, and development of agricultural
commodities and natural resources.
» Agribusiness Systems
< Animal Systems
- Environmental Service Systems
« Food Products & Processing Systems
+ Natural Resources Systems
» Plant Systems
« Power, Structural & Technical Systems

Architecture and Construction
Designing, planning, managing, building
and maintaining the built environment.

« Construction
- Design/Pre-Construction
« Maintenance/Operations

@

Arts, Audio-Video Technology
and Communications
Creating, exhibiting, performing, writing,
and publishing multimedia content

including visual and performing arts and
design, journalism, and entertainment
services.

« A/ Technology & Film

« Journalism & Broadcasting
Performing Arts

Printing Technology

» Telecommunications

Visual Arts

Business, Management and Administration
Planning, organizing, directing and
evaluating functions essential to productive
business operations.

» Administrative Support

« Business Information Management

« General Management

« Human Resources Management

- Operations Management

Education and Training
Providing education and training services,
and related learning support services.

. Administration & Administrative Support
+ Professional Support Services
« Teaching/Training




20

Finance
Planning/managing finances and
investments; managing banking,
insurance, and business finances.
» Banking Services
+ Business Finance
» |nsurance
Securities & Investments

Government and Public Administration
Performing government functions at the
local, state and federal levels.

+ Foreign Service

« Governance

 National Security

« Planning

+ Public Management & Administration

« Regulation

» Revenue & Taxation

i

Health Science
Providing diagnostic and therapettic
services, health information, support
services, and biotechnology research and
development.
« Biotechnology Research & Development
» Diagnostic Services
* Health Informatics
» Support Services
» Therapeutic Services

(&

Hospitality and Tourism
Operating restaurants and other food
services, lodging, attractions, recreation
events and travel-related services.

» Lodging

» Recreation, Amusements & Attractions
+ Restaurants & Food/Beverage Services
» Travel & Tourism

Human Services
Providing services for individuals and
families and serving human needs.
+ Consumer Services
» Counseling & Mental Health Services
Early Childhood Development Services
Family & Community Services
» Personal Care Services

5

Information Technology
Designing, supporting, and managing
hardware, software, multimedia and
systems integration services.
» Information Support & Services
» Network Systems
* Programming & Software Development
+ Web & Digital Communications

The CareerOneStop has online videos
about each of the Career Clusters. Learn

more: hitps://www.careeronestop.org/
Videos/CareerVideos/career-videos.aspx




Law, Public Safety,
Corrections and Security
Providing legal, public safety, protective
services and homeland security.
» Correction Services
» Emergency & Fire Management
Services
» | aw Enforcement Services
- Legal Services
+ Security & Protective Services

Manufacturing
Processing of materials into intermediate
or final products.
« Health, Safety & Environmental
Assurance
- Logistics & Inventory Control
« Maintenance, Installation
and Repair
» Manufacturing Production Process
Development
» Production
* Quality Assurance

2

Marketing
Performing marketing activities to reach
organizational objectives.
« Marketing Communications
» Marketing Management
» Marketing Research
» Merchandising
 Professional Sales

Science, Technology, Engineering
and Mathematics

Performing scientific research and
professional and technical services,
including laboratory and testing services,
and research and development services. b E
» Engineering & Technology )
» Science & Mathematics

Transportation, Distribution
and Logistics
Managing movement of people, materials, and
goods by road, pipeline, air, rail and water.
+ Facility & Mobile Equipment -
Maintenance i 28
 Health, Safety & Environmental ‘
Management 7
+ Logistics Planning & Management I | @ |
Services '
» Sales & Service
+ Transportation Operations
« Transportation Systems/Infrastructure
» Planning, Management & Regulation
» Warehousing & Distribution Center
» Operations e

Source: Based on the national Career Clusters®
Framework - Advance CTE: State Leaders
Connecting Learning to Work
https://careertech.org/

To learn about programs of study related to the Career
Clusters. visit WV Department of Education Career Technical

Education - Program Area Documents and Programs of
Study: http://careertech.k12.wv.us/OCTIWebsiteRevisions/
16Clusters/20142015PregramAreasMainPage.html




O*NET INTEREST PROFILER SHORT FORM

Read the 60 work activities below. Place 3 check in the box hy the activities you wounld lik
how much education/training is needed or how much money you witt makes

3"

shaded section and write that total in the box to the right of each section These are your scares for each interes

Build kitchen cabinets
Lay brick or tile

Drive a truck to deliver packages to offices and homes
Test the guality of parts hefore shipment

At
PR
neA

ato dn. Da nat think ahout
Cnunt tha number of checks far earh

t area.

I

. . Total
Repair household appliances Repair and install incks
Ralse fish in a fish hatchery Set up and operate machines to make products
Assemble electranic parts put out forest fires
Realisticchecks =~ |
Develop a new medicine i investigate the cause of a fire 5
Study ways to reduce water poltution Develop a way to better predict the weather !
Conduct chemical experiments Waork in 3 biology fab Teg) 1
Study the movement of planets Invent a replacement for sugar .
Examine blood samples using a microscope Do laboratory tests to identify diseases :
Investigative checks = —— |
~ write books or plays ©1 Paint sets for plays
: Play 2 musical instrument [ | Write scripts for movies or television shows
. —.  Compaose or arrange music ] Perform jazz or tap dance Total
Draw pictures [! Singinaband e
_ Create special effects for movies LI Edit movies
- Artistic checks= .
Teach an individual an exercise routine [ Teach children how to play sports
Help people with personal or emotional problems [ Teach sign language to people who are deaf or hard of 5
hearing [
_  Give career guidance to people T Help conduct a group therapy session Total ‘.
~ Pperform rehabilitation therapy [T Take care of children at a day-care center :
Do volunteer work at a non-profit organization [ Teach a high-school class
Social checks = . ||
]- _ Buy and seli stocks and bonds 0O Nepgotiate business contracts ]
", tManage a retail store [7 Represent a client in a lawsuit
Operate a beauty salon or barber shop {1 Market a new line of clothing Total
T Manage a department within a large company {1 Sell merchandise at a department store —
Start your own business Il Manage a clothing store
Enterprising checks=
~.  Develop a spreadsheet using computer software {1 Calculate the wages of empioyees o
= Proofread recards or forms {J  inventory supplies using a hand-held computer
' Install software across computers on a large network || Record rent payments Total
Operate a calculator I Keep Inventory records

s L3

Keep shipping and receiving records

Stamp, sort, and distribute mail for an arganization

Conventional checks =

in the boxes below, write the names of the interest areas with the three highest scores.
p([mfw interest. If ;hgra-qrg t_lcs, _ghoose the interest with activities that you think are t

i'
1| 1

L aiiasaia

2 |
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e e

|_l_e t_le_st fit for you.
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The first box is your highest or
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O*NET Interest Profiler Short Form
Career Starter

Namae:

Congratulations on completing your O*NET Interest Profiler! Interest Areas are a summary of the type of work you
like. Now you will:

Learn about your work interests;

Discover careers linked to your interests that you might find satisfying and rewarding;
Explore careers that match your interests based on job preparation level; and
Experience hands-on activities relating to your career interest choices.

e ®© © @

Primary (1), Second (2), and Third (3) Interests

Copy below the three interests from the bottom of your Interest Profiler. Remember the Interest with the highest
score (moast number of checks) is your Primary interest.

Primary Interest: 1

Second and Third Interests: 2 3

What do your Interests mean?
RIASEC Interests

Realistic: Work involves building, repairing, maintaining, installing, driving, or working with hands. People with i
Realistic interests often like work that includes plants, animals, electronics, real-world materials like woed,
the outdoors, machines, equipment, or tools.

investigative: Work involves studying, researching, testing, analyzing, diagnosing, discovering, thinking, or problem
salving. People with Inveatigative interests often like work that includes science, knowledge, laboratory
settings, ideas, or facts.

Artistic: Work involves creating, performing, writing, designing, dancing, composing, or seif-expression. People
with Artistic interests often like work that Includes art, media, music, theatre, or graphics.

Soclal: Work involves helping, teaching. educating, guiding, advising, or nurturing. People with Soclal interests
often like work that includes people, service, social activitles, heaith, or communication.

Enterprising:  Work Involves managing, supervising, negotiating, marketing, selling, leading, or directing. People with
Enterprising interests often like work that includes employees, customers, products, business, law, or
politics.

Conventional: Work involves organizing, recording, filing, sorting, Inspecting, or attentlon to detail. People with
Conventlonal interests often like work that includes information, data, regulations, office environments,
procedures, files, or rules.
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What is Your Job Zone?

To figure out what careers to explore, it’s helpful to know how much education, training, and experience you
need to do a job. This level of preparation is known as a Job Zone. Careers that require similar jevels of
preparation are grouped into the same Job Zone. To explore careers, you will need to choose 2 Job Zone that you

plan on working towards in the future.

Job Zone 1 — Careers need Little or No Preparation
o No previous skills, knowledge, or experience is needed.
o May require a high school diploma or GED certificate.
o Mayneed from afew daystoa few months of training.

Job Zone 2 — Careers need Some Preparation
e Usually need 2 high school diplome,
o Some previous skills, knowledge, or experience is usually needed.
o May need from a few months to one year of working with experienced
employees.

Job Zone 3 — Careers need Medium Preparation
' e Usually requires training in vocational schools, related on—the-job experience, or|

i an associate’s degree.
o Previous skills, knowledge, or experience needed.

W~

o Need one or two years of training.

Job Zone 4 — Careers need High Preparation
e Most careers require a four-year bachelor’s degree, but some do not.

o Long-term skills, knowledge, or experience needed,
o Need several years of work-related experience and training.

Job Zone 5 — Careers need Extensive Preparation
o Most of these careers need a graduate school education.

o Extensive skills, knowledge, and experience are needed; many requiring
more than five years of experlence.

o Mayneedsome on-the-job training; however, the person will usually have
the needed skills, knowledge, work-related experience, and training
before starting the job.

Pick a Job Zone from above that matches the education, training, and experience you plan on getting in the
FUTURE. Careers in higher Job Zones often pay more and offer more opportunities. Learn about the type of
careers that can match your interests in the FUTURE!

FUTURE Job Zone:
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Exploring Careers Using Your Interests and Your Job Zone:

Using your Primary Interest and Job Zone allows you to find careers that match your interests and fit your
amount of job preparation. The O*NET Career Listings document shows careers for each Interest and Job Zone.

1. Find your Primary Interest and look over the careers listed.

2. Find your Job Zone under your Primary Interest and review the careers listed. Do you see any careers that you
would like to find out more about? Write down the Career Title for each career you want to explore. On the next
page, an O*NET Careers Worksheet is provided to write these titles down.

3. Now that you have selected careers to explore, go to My Next Move at: hittosdfu gy teni L 8 oF
Search careers with keywords or to browse careers by industry. For each career, you can find:

e the types of activities that are performed in those careers;

o the knowledge, skills, abilities, technology, and education that are needed for the careers;

e job postings, training, certification, and apprenticeship information for the careers;

o state-level employment statistics for the careers; and

o the wages and future employment outlook that are predicted for the careers.

4. To find more career choices related to your int
My Next Move at hittps:/ /i inen iy,

arests not in your list, go to the Interest Browse function within

5. If you don't like the careers in your Job Zone listed for your Primary Interest, you have choices:

e Review the Job Zone definitions to make sure that you have chosen the Job Zone that best matches what
you have now.

e Choose a different Job Zone that you want to work towards in the FUTURE.

e Use your second or third highest interests to look at careers.

o-net”

st

Sponsored by the U.S. Department of Labor, Employment & Training Administration and d
ev
National Center for O*NET Development eloped by the
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O*NET Careers Worksheet

The O*NET Career Listings document includes a sample of the careers that are linked with the six Interests and
the five lab Zones. They are organized first by Interest and then by Job Zone within the Interest.

Copy your Primary, Second, and Third Interests from page 1 of the Score Report below:

Primary Interest: 1

second and Third Interests: 2 3

Also, copy your Job Zone from page 2 of the Score Report below:

Your FUTURE Job Zone:

To look at the careers linked with your Primary Interest, locate the section for your Primary Interest in the O*NET
Career Listings document and then find the career listing for your Job Zone under that section. For a longer list of
careers, refer to My Next Move's Interest Browse at | _:_i_i._;;_:.__:_(_,-j_.;.;._-.-".:-'.:'n-.-."-.r;.<-.:‘.-v;--cr:.o.-.-z.f-'fimif: Tterssis.

You can also use your second or third highest interest to look at careers. Find the career listings for your Job Zone
under the sections that match your second or third interest.

Write Below the Career Titles You Have Picked to Explore:

|
)

——

n| sl wlo~

o w N o

O*EleE:

Sponsored by the U.S. Department of Labor, Employment & Training Administration and developed by the
National Center for O*NET Development







Appendix D: Virtual Reality Career Exploration

Overview: The Virtual Reality Career Exploration course provides an immersive, hands-
on learning experience that allows students to explore hundreds of real-world occupations
through simulation technology. Guided by digital coaches, participants perform job-
specific tasks, receive immediate feedback, and gain a deeper understanding of diverse
career pathways—all in a safe, engaging environment.

Learning Experience:

1. Orientation and Demo — Students receive a demonstration of the virtual reality system,
learning how to operate the equipment and navigate simulations.

2. Career Simulation Activities — Students choose and complete two or more simulations
from sectors such as health science, architecture, information technology, and
manufacturing. These experiences introduce key skills and responsibilities within each
career.

3. Career Exploration Games — Group activities such as Career Pictionary foster
teamwork and discussion of job descriptions, education requirements, and salary ranges.

4. Applied Exploration — Students participate in advanced simulations (e.g., nursing,
EMT, electrician, welding, or technical trades), completing realistic workplace tasks that
last approximately five minutes each.

5. Reflection and Assessment — Students complete pre- and post-tests to evaluate growth
in career awareness and interest.

Program Notes: Over 300 simulations are available via TransfrVR, with new modules
added monthly. Each session can be adapted in length and focus to allow for deeper
exploration of specific pathways. Activities align with Job Exploration Counseling and
Work-Based Learning Pre-ETS components.



VIRTUAL REALITY PRE-TEST

HEALTH SCIENCE SIMULATIONS
=L IENGE SIMULATIONS

—_Assist with an Electrocardiogram -MA
__Prepare an Intravenous Infusion —~Pharmacy Tech
__Help an Emergency Patient - RN

—__Assist with Knee Surgery - Surgical Tech

;Perform a Blood Draw- Phlebotomist

__ Capture an X-Ray of a Leg- Radilogical Technician
——_Help Family Members Connect - CNA

___ _Process a Sample in the Lab - Laboratory Technologist

TRANSPORTATION, DISTRIBUTION, & LOGISTICS

Service a CommercialAirplane- Aircraft Mechanics
and Service Technician

—_Replace anEY Bartery-Automorive Service Technician
~ Electric Vehicle

—Change the Qilin an Automobile- Automotive Service
Technician

—__Prepare Truck Route- CDL Truck Driver

MANUFACTURING

—_Assemble Components of an EV Battery- Electrical anhd
Electronic Equipment Assembler

—Repair and Industriat Cooker - Maintenance ang Repair
Worker

‘_Repair a Mobile Picker Bot - Robotics Tech

___Find the Contaminated Microchips- Semiconductor
Manufacturing Technician

___Fix a Broken Assemble Line — Welders

—_Make Repairs at a Hotel - Installation, Maintenance and
Repair Worker

—Test a Prosthetic Leg ~ Quality Contro! Analyst

INFORMATION TECHNOLOGY
EORMATION TECHNOLOGY

—Fixan App Service Outage- Network Tech

—Process Agriculturat Data for a Family Farm- Gis
Technician

___Stop a Cyberattack- Cybersecurity Analyst

—_Build a Website fora Fashion Brand - Web Developsr
ARTS, AUDIO/VIDEO TECHNOLOGY

___Redesign a Restaurant Brand- Graphic Design

;Fix a Light on a Film Set — Lighting Technician

AGRICULTURE, FOQD & NATURAL RESOURCES

— Repair Diesel Farm Equipment- Diessl Mechanic
___Care for a Sick Dog- Veterinary Technician
—_Test New Snack Packaging — Food Scientisr

-__Save a Farm’s Wheat Crop - Soil and Plant Scientist

ARCHITECTURE & CONSTRUCTION SIMULATIONS

___Rebuild a Communication Tower- Broadband Towsr
Construction

___Drill and Underground System- Broadband Utility
Construction

—__Repair Fiber Internet for 5 City Block - Broadband Fiper
Installers and Repairer

—__Rebuild a Historic Bakery Roof — Carpenter
—_Demolish an Overpass- Construction Laborer

__Restore Power to a Neighborhood- Distribution Line
Worker

__ Fix Power Outage ata Hospital - Electricians

—_Prepare a Pipe for Commercial Building- Plumber,
Pipefitter, and Seam fitter

—_Install a Solar Panel on a Home- Solar Technician

Restore Power to an Entire Town- Transmission Line
Worker

—__Design a new building for a school- Architect
__Build a Warehouse Structure ~ Steel Worker

___Repaira Hospital Elevator - E{evator and Escalator Tech



—Repair a Pool Filtering System - Plumber

FINANCE

—_Make an Investment Plan- Financial Analyst

—_Settle an Insurance Claim — Claims Adjuster
HOSPITALITY AND TOURISM

____Prepare and Plate a Signature Dish- Chef

— _Improve Dining Experience ~ Restaurant Manager

DIAGNOSTIC SERVICES PATHWAYS

—_Capture X-Ray of a Leg Wound ~ Radiologic Tech

COVERNMENT AND PUBLIC ADMINIS TRATION
s L ANE PUBLIC ADMINISTRATION

—_Plan a New Urban Development- City Planner

HUMAN SERVICES

Perform a Facial Treatment- Cosmetologist

LAW, PUBLIC SAFTEY, CORRECTIONS AND
"'—“""‘_"‘_-—-———L._._______—

SECURITY

—_Help ata Car Crash - EMT

—_Respond to a Fite ~ Firefighter

SCIENCE TECHNOLOGY. ENGINEERING AND
'__’_“__'———-—-—_!___._____‘____

MATHMATICS

___Design a Smart Headband — Biomedical Engineer

__ Design an Electrical System for a Hospital —Electrical
Engineer

__Test New Snack Packaging — Food Scientist



VIRTUAL REALITY POST- TEST

NAME: DATE:

HAVE YOU EXPLORED POSSIBLE CAREERS? YES NO

WIHAT CAREERS ARE YOU INTERESTED IN EXPLORING?

CAREER SIMULATION ENGAGEMENTS: e

2,

PLEASE RATE YOUR EXPERIENGCE WITH TI-IS CAREER EXPLORATION TRAINING.,

Not Geod 9 2 3 ) 5 G 7 8 8 10 Exeollent
Are you interested in the carears you explored today? ___ VES — Ne
Would you like additional information on the careers you explored today? YES NO

Do you have any suggesdons on how to improve this career exploraiion waining?
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Appendix B: Resource Guide for Lessons 1

Introduction

The WorkVibes Explorer is a comprehensive career exploration tool designed to help students
understand their work preferences, communication styles, and ideal work environments. This



manual guides educators, transition coordinators, and career counselors on implementing the
tool effectively in various educational settings.

Purpose and Benefits

The WorkVibes Explorer serves multiple purposes in career development:

Helps students identify their natural work preferences and strengths
Facilitates self-awareness and career exploration

Provides structure for career counseling conversations

Supports the development of individualized career plans

Aids in identifying suitable work experiences and internships

Implementation Guidelines

Pre-Assessment Preparation

1. Student Readiness

o Ensure students have basic seif-awareness skills

o Introduce career exploration concepts beforehand

o Consider the student's readiness and career exploration stage
2. Setting the Context

o Explain that there are no "right" or "wrong" answers

o Emphasize that preferences may change over time

o Discuss how results can inform but shouldn't limit career choices

Administration Best Practices

1. Timing

o Plan for approximately 45-60 minutes for completion

o Allow additional time for reflection and discussion

o Consider breaking into multiple sessions for some students
2. Environment

o Provide a quiet, comfortable space

o Ensure students have privacy for honest responses

o Make accommodations as needed for different learning styles
3. Support During Assessment

o Be available to clarify questions

o Encourage thoughtful, honest responses

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.



o Avoid influencing student choices

Post-Assessment Implementation

1. Individual Review
o Schedule one-on-one meetings to discuss results
o Help students connect preferences to potential careers
o Develop action plans based on insights
2. Group Activities
o Facilitate peer discussions about different preferences
o Organize career exploration activities aligned with results
o Create mentoring opportunities based on shared styles

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.



Lesson Plans

Lesson 1: Introduction to Work Preferences
Duration: 45 minutes
Objectives:

e Students will understand the concept of work preferences
e Students will recognize how preferences influence career satisfaction
e Students will prepare to take the WorkVibes Explorer assessment

Materials:

e Sample job descriptions
e Work Preferences Reading (Appendix A)
e Discussion prompts

Activities:

1. Opening Discussion (10 minutes)
o What makes peopie enjoy their jobs?
o How do different people work differently?
2. Scenario Analysis (20 minutes)
o Present workplace scenarios
o Discuss different approaches to handling situations
o Identify various work preferences demonstrated
3. Reflection and Preparation (15 minutes)
o Journal about personal work experiences
o Set intentions for taking the assessment
o Preview assessment format

Lesson 2: Understanding Your Results
Duration: 60 minutes
Objectives:

e Students will interpret their WorkVibes Explorer results
e Students will connect preferences to potential careers
e Students will begin career research based on results

Materials:

® 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.
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e Completed WorkVibes Explorer assessments
e Career research resources (Appendix B)
o Reflection worksheets

Activities:

1. Results Review (20 minutes)

o Guide students through their profiles

o Explain preference patterns

o Address questions about results
2. Career Connection (25 minutes)

o Match preferences to career fields

o Research aligned careers

o Document potential career paths
3. Action Planning (15 minutes)

o Set career exploration goals

o |dentify next steps

o Plan follow-up activities

Lesson 3: Career Research and Planning
Duration: 90 minutes
Objectives:

e Students will research careers aligned with their preferences
e Students will create action plans for career exploration
o Students will identify resources for further investigation

Materials:

e Career information resources
e Research guides (Appendix B)

Activities:

1. Guided Research (40 minutes) o
Use career databases
o Interview professionals
o Document career requirements
2. Planning Workshop (30 minutes)
o Create timeline for exploration
o Set specific career investigation goals

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.



o Identify needed resources
3. Presentation Prep (20 minutes)
o) Organize findings
o Prepare to share plans
o Set accountability partnerships

Supporting Different Learning Styles
Visual Learners

e Use charts and graphs to display results
e Provide career videos and visual resources
e Create visual career maps

Auditory Learners

e |Incorporate group discussions
e Use career-related podcasts
e Encourage verbal processing of results

Kinesthetic Learners

e Include hands-on career exploration activities
e Arrange job shadowing experiences
e Use role-playing exercises

Accommodations and Modifications
Reading Support

e Offer read-aloud options
e Provide simplified language versions
o Break text into smaller chunks

Processing Time

e Allow extended time as needed
e Break assessment into sections
e Provide breaks between segments

Response Options

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.
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o Accept verbal responses
e Allow for dictated answers
e Provide aiternative response formats

Follow-Up and Support
Student Support

e Schedule regular check-ins
e Monitor career exploration progress
e Adjust plans as needed

Parent/Guardian Involvement

e Share results and implications
e Provide resources for family discussions
e Include families in career planning

Documentation

e Track student progress
e Document career exploration activities
e Maintain exploration portfolios

Resources and References
Career Exploration Tools

e Online career databases
e Industry information resources
e Professional association websites

Professional Development

e Career counseling resources
e Assessment interpretation guides
o Professional learning communities

Community Connections

e Local employer partnerships
e Mentorship programs

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.



e Internship opportunities

Success Indicators

Short-term

e Completion of assessment
e Understanding of results
e Initial career exploration activities

NMedium-term

o Focused career research
o Participation in career activities
e Development of career plans

Long-term

e Career decision-making
e Educational planning
o Work experience alignment

© 2024, Lincoln Square Coaching LLC. Al rights reserved. Permission to reproduce Is granted to the purchaser of this too! via TeachersPayTeachers.



Conclusion

The WorkVibes Explorer is a valuable tool for supporting student career development. Success
depends on thoughtful implementation, appropriate support, and ongoing guidance. Use this
manual and lesson plans as a foundation, adapting them to meet your students' specific needs
and circumstances.

Remember that career exploration is a journey, not a destination. The WorkVibes Explorer is

one tool in your career development toolkit designed to start meaningful conversations and
guide students toward fulfilling career paths.

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.
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Appendix A: Article on Work Preferences for Lesson 1

Understanding Work Preferences

Have you ever wondered why some people love working in busy offices while others prefer
quiet spaces? Or why certain individuals thrive under tight deadlines while others do their best
work with flexible timelines? The answer lies in work preferences ~ the unique combination of
conditions and circumstances that help us perform at our best.

What Are Work Preferences?

Work preferences are your natural inclinations about how, when, and where you prefer to work.
Think of them as your ideal working conditions. Just as everyone has different tastes in food or
music, we all have different preferences in our work environment and style. These preferences
aren't just about what makes us comfortable — they can significantly impact our job satisfaction,
productivity, and career success. Understanding your work preferences is like having a
personal roadmap to career fulfillment.

Key Areas of Work Preferences

1. Work Environment
Your work environment preferences might include:

Physical space (open office vs. private space)

Noise levels (buzzing activity vs. quiet concentration)
Lighting (natural light vs. artificial lighting)
Temperature (warm vs. cool settings)

Workspace organization (structured vs. flexible setup)

® @ @ @ o

For example, a graphic designer might do their best work in a bright, creatively decorated space
with music playing. At the same time, an accountant might prefer a quiet, organized office with
minimal distractions.

2. Work Pace and Structure Consider how you prefer to:

Manage time (strict schedules vs. flexible hours)

Handle deadlines (working ahead vs. last-minute push)
Organize tasks (detailed plans vs. adaptable approaches)
Balance workload (one task at a time vs. multiple projects)

Some people feel energized by juggling multiple projects with tight deadlines, while others
prefer focusing on one task with a comfortable timeline.

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers,
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3. Collaboration Style

Think about how you like to:

Work with others (team-based vs. independent work)
Communicate (frequent check-ins vs. autonomous operation)
Share ideas (group brainstorming vs. individual reflection)
Make decisions (collaborative vs. independent)

@ ©® @ o

A sales representative might thrive on daily team meetings and constant client interaction, while
a research analyst might prefer working independently with occasional team check-ins.

Why Understanding Work Preferences Matters

Career Success
When your work environment aligns with your preferences, you're more likely to:

Perform better at your job

Feel more satisfied with your work
Experience less stress and burnout
Build stronger professional relationships
Advance in your career

e @ © o o

Personal Growth
Understanding your preferences helps you:

Make informed career choices
Advocate for your needs at work
Adapt to different work situations
Develop effective work strategies
Build self-awareness

How Preferences Develop
Various factors shape your work preferences:

Personal Characteristics

Personality traits

Learning style

Energy levels
Communication style
Problem-solving approach

© 2024, Lincoln Square Coaching LLC. Al rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.
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Past Experiences

School experiences

Previous jobs

Family influence

Cultural background

Personal successes and challenges

® © ©® @ @

Adapting and Growing
While it's important to understand your preferences, it's equally important to remember that:

1. Preferences Can Change

o As you gain experience
When you try new approaches
Through different life stages
With changing technologies
As industries evolve

O O O O

2. Flexibility Is Valuable
o Most jobs require some adaptation
o Different situations may require different approaches
o Being adaptable makes you more resilient
o Learning to work in various ways builds skills

3. Balance Is Key
o Understanding your preferences helps set boundaries
o Knowing when to adapt vs. when to stay firm
o Finding compromises in team settings
o Creating strategies for challenging situations

Using Your Understanding
Once you understand your work preferences, you can:

In Job Searching

Research company cultures

Ask relevant questions in interviews
Evaluate job fits more effectively
Negotiate better work arrangements

In Current Roles

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.
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Optimize your workspace
Develop productive routines
Communicate needs effectively
Create successful work strategies

® © o @

in Career Planning

e Choose suitable career paths
e Plan appropriate training

e Set realistic goals

e Make informed transitions

Conclusion
Understanding your work preferences is a powerful tool in your career journey. It helps you

make better career choices, create more effective work strategies, and find greater satisfaction
in your professional life. While preferences are important, developing flexibility and adaptability
is crucial for long-term career success.

As you explore your work preferences, consider how they align with different career options and

work environments. Use this knowledge to make choices that will help you thrive professionally
while remaining open to growth and new possibilities.

Discussion Questions for Students:

1. What work environments have you experienced (school, part-time jobs, volunteering),
and which aspects did you enjoy or dislike?

2. How might your current preferences change as you gain more work experience?

3. What strategies could you use to adapt when your work situation doesn't perfectly match
your preferences?

4. How might understanding your work preferences help you make better career choices?
5. What aspects of your ideal work environment seem most important to your job

satisfaction?
Appendix B: Resource Guide for Lessons

Career Resource Guide for Students @,

© 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.
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Note to Students: This guide is regularly updated, but websites and resources may change.
Always verify current information and discuss your career exploration with trusted educators and
counselors.

Official Government Resources

O*NET Online (onetonline.org)

Comprehensive database of occupations
Detailed job descriptions and requirements
Skills assessments and career exploration tools
Salary information and employment outlook
Regular updates with new and emerging careers

® ® @ o @

Bureau of Labor Statistics (bls.gov/k12)

Career exploration resources designed for students
Employment projections and trends

Salary data by occupation and region

Industry growth information

Career outlook articles and guides

CareerOneStop (careeronestop.org)

Career exploration tools and assessments
Skills matching resources

Training and education options

Job search assistance

Videos 'about different careers

e & © @ @

College & Training Resources

Big Future (bigfuture.collegeboard.org)

College planning tools

Career exploration resources

Major and program finder ® Scholarship search
e College comparison tools

Social Media & Networking

LinkedIn (linkedin.com)

® 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.



Create a professional profile
Connect with professionals

Follow companies of interest
Access LinkedIn Learning courses
Join career-related groups

e © @ © @

Professional Twitter Accounts to Follow

@USAGov
@BLS_gov
@CareerBuilder
@TheMuse
@GlassdoorHQ

e © © o o

Video Resources

TED Talks Playlist

@ "How to Find Work You Love" by Scott Dinsmore

e "Why Some of Us Don't Have One True Calling" by Emilie Wapnick
o hitpshwww.voutube.comiwateh?v=4sZdeBEhil8

e "The Way We Think About Work Is Broken" by Barry Schwartz

o

Free Online Learning Resources

e Coursera.org (Career-related courses)
e edX.org (Professional certificate programs)
e Khan Academy (khan.org)

Tips for Using These Resources

1. Start Broad, Then Focus

o Begin with general career exploration

o Narrow down to specific industries

o Research specific roles

o Look into educational requirements
2. Track Your Research

o Keep notes on interesting careers

o Save helpful resources

W
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o Document questions for further research
o Record salary and education requirements
3. Stay Updated
o Follow relevant social media
o Subscribe to newsletters
o Join professional groups
o Read industry news
4. Get Interactive
Take career assessments
o Watch career videos
o Participate in virtual job shadows
o Connect with professionals

o]

Safety & Privacy Tips

When using online resources:

Use strong passwords

Don't share personal information

Be careful with social media connections
Verify website legitimacy

Use school email for professional contacts

e ® e e ©

©® 2024, Lincoln Square Coaching LLC. All rights reserved. Permission to reproduce is granted to the purchaser of this tool via TeachersPayTeachers.



Goodwill Industries of Mississippi, Inc.

APPENDIX D: Curriculum

2) Work-Based Learning Experiences
o Paid internships (for rising seniors & post secondary) at Goodwill MS
stores
o “TREK Job Extravaganza”
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Goodwill ‘8 :
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L MISSISSIPPI DEPARTMENT OF
REHABILITATION SERVICES

§ 3a%

SUMMER WORK-BASED LEARNING PROGRAM

Program Overview: Students can participate in a paid Work-Based Learning (WBL) experience at a
Goodwill retail store. This program helps students develop essential workplace skills in a supportive
environment, aiming to promote independence, job readiness, and confidence through hands-on
work experience.

Work Schedule:
« Days: Monday — Thursday; June 2-27, 2025 or July 7-31, 2025

« Shift Duration: 4 hours per day; 9am-1pm in June or 12pm-4pm in July
« Location: Goodwill Retail Stores in Clinton, Ridgeland, Byram, and Crossgates

Key Objectives:

o Foster teamwork, communication, and time management skills
o Encourage responsibility and workplace etiquette
o Build confidence and a sense of achievement

Supervision & Support: Students will work under the guidance of Goodwill staff to ensure safety and
provide support as needed. The environment is structured to accommodate diverse learning styles
and abilities.

Transportation: Parents/Guardians are responsible for providing transportation to and from the
Goodwill retail store.

What to Wear:

« Comfortable, clean clothing suitable for a retail setting, and closed-toe shoes
o Goodwill will provide a work vest and nametag

Parent/Guardian Responsibilities:

s Ensure your student arrives on time and is prepared for their shift
o Communicate any concerns or updates regarding your student’s needs
« Encourage your student to share their experiences and celebrate their progress

Thank you for your support and we would love to have your student participate this summer!



TREK

TRANSITION | READINESS | EXPLORATION | KNOWLEDGE

JOB EXTRAVAGANZA

OCTOBER 17™
Set Up: 8:00 AM - 8:45 AM
Event: 9:00 AM - 2:00 PM

MADISON COUNTY SCHOOL
DISTRICT OFFICE

476 Highland Colon); Pkwy
Ridgeland, MS 3915

Lunch Provided!

AN INVITATION TO INSPIRE FUTURE TRAILBLAZERS

This isnt your typical jobfair - it's a career exploration adventure designed Lo give students a
hands-on look at the world of work. We're inviting businesses and organizations to be part of this
exciting journey by sharing real job tasks and insights.

WHAT YOU’LL DO: WHY JOIN THE TREK?
e SET UP A STATION WITH - SPARK CURIOSITY AND
INTERACTIVE JOB TASKS CONFIDENCE IN FUTURE
OR DEMONSTRATIONS. PROFESSIONALS.
¢ HELP STUDENTS » SHOWCASE YOUR
UNDERSTAND THE SKILLS INDUSTRY AND WORKFORCE
AND TOOLS OF YOUR TRADE. IN A MEANINGFUL WAY.
Scan herefor : .
Participation Form: SPONSORED BY: IN PARTNERSHIP WITH:
g Goodwill Mnns
IndUStries Of MISSISBIPPI DEPARTMENT D
M | Mississippi, Inc. | o SeeEsy




Goodwill Industries of Mississippi, Inc.

APPENDIX D: Curriculum

3) Counseling on Postsecondary Opportunities
o Financial aid process (FASFA)
o ABLE presentation from disability services representatives



Federal StudentAid

An OFFICE of the U.S. DEPARTMENT of EDUCATION

Published on h_ﬁps://fsapartners.ed.gov/knowle@ge—center/tonics/! afsa-simplification-
information/fafsa-frequently-asked-questions

FAFSA Frequently Asked Questions

This page collects guestions the Department has often received from institutions, state agencies, and others involved with the
processing of the Free Application for Federal Student Aid (FAFSA®). Stakeholders should bookmark this page.

This listing of Frequently Asked Questions (FAQs) will be updated periodically and include the date of the update. New and/or
updated questions and answers will be marked NEW or UPDATED.

The guestions below are grouped by the following categories:
o General [GEN]
« Applications [APP]

« [SIRs and FAFSA Submission Summaries [ISIR]

« Social Security Number Issues [SSN]

» Corrections [CORR]

« Verification [VER

General [GEN]

Go to Top

GEN-Q1: When and where can students view the status of their FAFSA form? v

Starting in the first half of March, applicants may check the status of their 2024-25 FAFSA form on StudentAid.gov. Te
check the status, applicants should do the following:

1. Log in using their account username and password (FSAID).

2. Navigate to their account Dashboard.

3. Select "2024-25 FAFSA Form” from the "My Activity" page. The application status will be one of the following:
Draft: Your section of the FAFSA form is incomplete.

In Progress: You provided your consent, approval, and signature to your section of the FAFSA form, but the FAFSA
form has not been submitted yet.

In Review: You have submitted your form and your application is still processing.
Processed: Your application was processed successfully. No further action is needed.

Action Required: Your application requires further action from you or your contributor(s). In some cases, you may
need to contact your college or career/trade school to resolve the issue.

Closed: Your FAFSA form was never submitted and can no longer be submitted because the federal FAFSA
deadline passed.



MISSISSIPPI ABLE PROGRAM

FACTS & FAQs

History of ABLE

In December of 2014, the United States
Congress passed the Stephen Beck, Jr.
Achieving a Better Life Experience (ABLE) Act
which added Section 529A to the federal tax
code. This enables eligible individuals with
disabilities to save money in tax-advantaged
accounts that may be used for qualified
disability expenses while keeping their
eligibility for federal public benefits. On April
11, 2017, the Mississippi Legislature passed SB
2311, establishing Mississippi's ABLE Act. The
members of the Mississippi ABLE Board were
appointed by Governor Phil Bryant and held
their first meeting on May 8th, 2018.

After much research and consideration, the
Mississippi ABLE Board voted in October 2018
to join with the National ABLE Alliance.

Why the need for ABLE accounts?

Many individuals with disabilities and their
families depend on public benefits (such as SSI,
SNAP and Medicaid). To be eligible for public
benefits, you must not have savings of more
than $2,000 (SSI) or $4,000 (Medicaid).

The effort for ABLE accounts originated with a
group of parents of children with disabilities
who recognized the unfairness of not being able
to save funds in their child’s name for fear of
losing essential benefits that allow their child to
live independently in the community. An ABLE
account is much easier and less expensive than
establishing a special needs trust and is easier to
maintain. A qualified ABLE account holder may
also be the beneficiary of a special needs trust.

Mississippi ’ o
Achieving a Better Life Experience

What is an ABLE account?

ABLE accounts are tax-advantaged savings
accounts for individuals with disabilities.
Income earned in the account is not taxed if
spent on qualified disability-related expenses.
Contributions can be made to an account by
anyone and may qualify for a state tax
deduction. The account can be used for daily
transactions, as well as for long-term savings.

Who may open an account?

An ABLE account may be opened by the
disabled beneficiary who meets the eligibility
requirements or by another person, including
the guardian or conservator for the individual
with a disability. For further details on
eligibility, please see the applicable federal law.

Who is eligible?

The ABLE Act provides eligibility for individuals
with a disability (as defined by the SSA) that
began before their 26th birthday—or before
their 46th birthday starting January 1, 2026,
under the ABLE Age Adjustment Act.

If you meet this age criteria and are also already
receiving benefits under SSI and/or SSDI, you
are automatically eligible to establish an ABLE
account.

If you are not a recipient of SSI and/or SSDI, but
still. meet the age of onset disability
requirement, you could still be eligible to open
an ABLE account if you meet Social Security’s
definition and criteria regarding significant
functional limitations and receive a letter of
certification from a licensed physician, You
need not be under the age of 26 to be eligible for
an ABLE account.

How much money can be put in ABLE accounts?

The maximum yearly limit for contributions to an ABLE account is the annual gift tax exemption
amount ($19,000 in 2025). An individual who is working may contribute an additional amount not
exceeding their income or the federal poverty level, whichever is less. The maximum balance for an
ABLE account is $235,000. Once an account goes over $100,000, SSI benefits will be suspended.
Other benefits are not affected by any account total. 1



How do you open an ABLE account?
You can enroll online, or print a paper application, by visiting mississippiable.com.

How much will it cost someone to open an account?

There is no cost to open an ABLE account. The fee to maintain a Mississippi ABLE Account will be
$3.75 per month. This fee may decrease as enrollment in the program increases. Additional fees

may apply.

Are contributions tax deductible?

Contributions made into ABLE accounts may be deductible on your Mississippi income tax return.
Please see ABLE’s enabling legislation for further details on possible tax benefits of ABLE
contributions.

How will the money be invested?

Mississippi’s ABLE program offers diverse investment options, ranging from FDIC insured to higher
risk stock and bond options.

How can funds be used?

Funds in the account can be used to purchase “qualified disability-related expenses.” A "qualified
disability-related expense” is any expense related to the designated beneficiary’s disability that
assists him/her in increasing and/or maintaining their health, independence and/or quality of life.
These may include expenses related to education, housing, transportation, employment training
and support, assistive technology, personal support services, health care expenses, financial
management and administrative services and other similar expenses.

How will someone withdraw their money?

While the Mississippi ABLE account offers a great way to save money, participants may also choose
to withdraw their money through real-time debit cards, electronic transfers and/or paper checks.

How do you manage an ABLE account?

ABLE accounts are a unique savings and investment vehicle for individuals with disabilities. They
allow eligible individuals with disabilities to build assets through savings and investments in order
to help them better reach their financial goals and create a more promising economic future. ABLE
accounts allow for significant amounts of money to be put into a tax-advantaged saving and
investment account without affecting eligibility for means tested programs such as SSI or Medicaid.
The account owner is the manager and beneficiary of the account.

The funds contributed into an ABLE account can be invested in a range of different options. This
allows account owners to accumulate assets, or possibly lose assets, based on the performance of
their investment choices. ABLE account owners do not need to put all their funds in just one
investment choice (although they can if they would like to).

Each investment option is typically associated with its own asset-based fee. ABLE account owners
can change their investment options up to two times per calendar year. The Mississippi ABLE
program offers an “FDIC-insured account.” These account options offer risk-free savings, as
opposed to the various investment options which could fluctuate in terms of gains and losses.



Who can make a contribution to an ABLE account?

Anyone can make a contribution to an ABLE account. The account owner is the manager and
beneficiary of the account. Their are many ways to contribute to an ABLE account, they are as
follows:

+ Check . Rollover from a 529 Plan or another state’s ABLE
- Electronic Funds Transfer program
- Payroll Direct Deposit - Ugift

- Recurring Contributions

Who are the Mississippi ABLE Board Members?
The nine Mississippi ABLE Board Members include:

- David McRae, State Treasurer

+ Billy Taylor (Vice-Chairman), Executive Director of the Department of Rehabilitation
Services

- Wendy Bailey, Executive Director of the Department of Mental Health

- Richard Courtney (Chairman), 1st Supreme Court District and Attorney

- Michael Schloegel, 2nd Supreme Court District and Senior Vice-President, Hancock
Whitney Bank

. Justin Bobo, DeSoto County Market President, First Commercial Bank

- Jayne Buttross, Attorney, Board Member of Coalition for Citizens with Disabilities

. Pam Dollar, Executive Director of Coalition for Citizens with Disabilities

- Paul Rogers, Attorney, Board Member of Coalition for Citizens with Disabilities

Where can I get more information on the Mississippi ABLE Program?

The Mississippi ABLE Program was established in 2017 through Senate Bill No. 2311 and is how
found at Mississippi Code Section 43-28-1 et. seq. This legislation established an ABLE Board which
is working with the Mississippi Department of Rehabilitation Services. The ABLE Board keeps
information updated on the MDRS website (www.mdrs.ms.gov) and also the Mississippi ABLE
website (www.mississippiable.com).

Any questions not addressed on these websites can be directed by email to MDRS at
msableinfo@mdrs.ms.gov or by calling Josh Woodward, MS ABLE Director at (601) 853-5257.

Mississippi . @ SIGN UP NOW

mississippiable.
AﬁngaBm!,'mfeEm“ Z\é‘gg)’ gg;i;jzgpla e.com

*Disclaimer: The information provided in this flyer is general background information only, is given in summary form, and does not purport to
be complete. If you are considering opening an ABLE account, you should seek competent advice concerning the effect of opening and
contributing to an ABLE account on the eligibility or continued eligibility for federal and state government benefits. Funds remaining in an ABLE
account may be subject to Medicaid recovery upon the death of the account owner. You should also seek the advice of a professional concerning
any financial, tax, or legal implications related to opening and maintaining an ABLE account. Participating in Mississippi’s ABLE Program may
involve investment visk including the possible loss of principal.

Revised 7/2025 3



Goodwill Industries of Mississippi, Inc.

APPENDIX D: Curriculum

4) Workplace Readiness Training
o NRF Rise Up Customer Service & Sales training & certification
o NorthStar Digital Skills training & certification
o Google Artificial Intelligence (AI) Essentials training & certification
o Chatbots & Character Al



Appendix D: Customer Service & Sales Training and Certification (NRF Rise Up)

Overview: The Customer Service & Sales Training and Certification program uses the
National Retail Federation’s (NRF) industry-developed curriculum to build essential
employability and customer-service skills. This credential is widely recognized by
employers and serves as an entry point into a variety of career pathways that value
communication, problem-solving, and teamwork.

Program Design: Goodwill Industries of Mississippi has successfully implemented this
training with students of varying ability levels, including those in self-contained
classrooms. For participants who do not complete the national certification exam,
Goodwill awards a Certificate of Completion through the Goodwill Customer Service
Academy to recognize achievement.

Five-Day Workshop Structure:

* Day 1 — Welcome to Retail: Introduction to retail environments, customer interactions,
and workplace expectations.

« Day 2 — Products, People & Service: Understanding customer needs and effective
communication.

« Day 3 — Elevating Your Skills: Building confidence, handling difficult situations, and
time management.

« Day 4 — The CRAVED Model & Review: Integrating customer engagement strategies;
comprehensive review.

« Day 5 — Test & Celebration: Assessment and recognition of student accomplishments.

Program Notes: Includes pre- and post-tests to measure skill gains. Instructional materials
include teacher’s manual, PowerPoints, and videos. Success stories highlight students
gaining independence and employment at organizations such as Chick-fil-A, Walmart,
Home Depot, and Goodwill.

Pre-ETS Alignment: Supports Workplace Readiness Training and Work-Based Learning.
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Customer Service Certification Workshop
Student Syllabus

Welcome!

This 5-day workshop will prepare you with the foundational knowledge
and practical skills needed to succeed in a customer service or retail role.
You'll participate in engaging discussions, hands-on activities, and real-
world roleplay scenarios. On Day 5, you'll complete a certification
assessment and celebrate your accomplishment.

Daily Schedule Overview

Day 1: Welcome to Retail!

Day 2: Products, People & Service
Day 3: Elevating Your Skills

Day 4: The CRAVED Model + Review
Day 5: Test & Celebrate!



Day 1: Welcome to Retail!

Learning Objectives:

Define retail and identify different types of distribution channels
Understand multichannel and omnichannel retailing

Describe the changing future of retail

Recognize customer motivations and loyalty factors

Explain how company brand and service impact the customer experience

Key Vocabulary:

Retail: The sale of goods or services directly to consumers.

Distribution Channel: The path a product takes from manufacturer to
consumer.

Multichannel: Selling to customers through more than one channel (e.g., in-
store + online).

Omnichannel: A seamless customer experience across all channels.
Customer Loyalty: The likelihood that a customer will return or
recommend a brand.

Notes & Reflections:



Day 2: Products, People & Service

Learning Objectives:

Differentiating between product features and benefits

Use questioning and listening techniques to assist customers

Make customer connections and understand their needs

Apply selling strategies: upselling, cross-selling, and loyalty programs
Handle transactions accurately and professionally

Key Vocabulary:

Feature: A fact or characteristic of a product.

Benefit: How the product helps or improves the customer’s life.
Upselling: Encouraging the purchase of a more expensive item.
Cross-selling: Recommending additional, related products.
Open-Ended Questions: Questions that encourage longer, more detailed
answers.

Notes & Reflections:



Day 3: Elevating Your Skills
Learning Objectives:

. Recognize and apply appropriate body language in customer service
« Professionally manage multiple customers and complaints

« Maintain a positive and professional attitude

. Communicate effectively via phone and digital platforms

. Set realistic and achievable goals using the SMART method

Key Vocabulary:

. Nonverbal Communication: Communicating without words (e.g., gestures,
posture, facial expressions)

. Professionalism: Acting with responsibility, integrity, and respect in the
workplace.

« SMART Goals: Goals that are Specific, Measurable, Achievable, Relevant,
and Time-bound.

Notes & Reflections:



Day 4: The CRAVED Model + Review

Learning Objectives:

« Identify the six CRAVED characteristics of commonly stolen items
. Understand how loss prevention protects stores and staff
. Review customer service knowledge and prepare for certification

Key Vocabulary:

« CRAVED: A model explaining why certain items are targeted for theft:

(e]

o 0o O O

[e]

Concealable
Removable
Available
Valuable
Enjoyable
Disposable

. Loss Prevention: Strategies to reduce theft and inventory loss in retail
environments.

Notes & Reflections:



Day 5: Certification Exam & Celebration

« Proctored final assessment (written and/or hands-on)
« Group celebration and photos!

My Goal After This Workshop:



Customer Service Pre-Test
Get to Know Your Customer

1. What is one important thing to do when handling upset customers?

2. Sometimes when customers are dissatisfied with a service what will
they do?

3. What is the first stage in handling a customer’s complaint?
4. What is a good phrase to use when listening to an upset customer?

5. What is an out-of-control customer defined as?



Customer Service Post-Test
Get to Know Your Customer

1. One important thing to do when handling upset customers is to
A. never speak to them when they are upset.
B. stay calm and listen.

C. forget about what they are saying.
D. never smile.

2. Sometimes when customers are dissatisfied with a service they
A. will tell others about the poor customer service.
B. won’t damage the store’s reputation.
C. won’t be happy with anyone.
D. won’t remember the poor customer service.

3. The first stage in handling a customer’s complaint is
A. to not listen to them and immediately call the manager.
B. to listen to the customer.
C. to tell the customer that you can’t help them.
D. to tell the customer to calm down.

4. A good phrase to use when listening to an upset customer is

A. “I'm really sorry you are having this problem, how can | make this right?”

B. “We all have our problems, get over it!”
C. “I can’t understand why you are so upset!”
D. “It’s not my problem, 'm on break!”

5. An out-of-control customer is defined as a
A. difficult customer:
B. young customer.
C. person who is not against the company.
D. very nice, calm person.



Customer Service Pre-Test
Meet Your Customers’ Needs

1. What is the best way for a sales associate to solve a complex problem?

2. If you give the customer too many alternatives, what will it cause the
customer to do?

3. What is the biggest reason why customers don’t shop at a store?

4. What are customers called that like to shop for fun?

5. When a customer enters a store, what is the most important thing they want
the sales associate to do for them?



Customer Service Post-Test
Meet Your Customers’ Needs

The best way for a sales associate to solve a complex problem is
A. to ignore it and hope that the problem will go away.

B. to go on your lunch break and think about it.

C. to call for your supervisor or manager right away.

D. to tell them that you can’t solve the problem, go away.

Too many alternatives will cause the customer:

A. to become confused.

B. to think of the sales associate as being to pushy.
C. to realize that the sales associate can do anything.
D. to become angry.

The biggest reason a customer will not shop at your store is because
A. they receive poor customer service.

B. the store is too big.

C. they are afraid.

D. the store does not have parking space.

Customers that like to shop for fun are called
A. “Grocery Store Shoppers.”

B. “Thrift Store Shoppers.”

C. “Recreational Shoppers.”

D. “Walmart Shoppers.”

The most important thing a customer needs a sales associate to do is
A. to assist them.

B. to leave them alone.

C. to influence them to buy things they don’t want.

D. to promise them a refund.



Customer Service Pre-Test
Build a Continuous Relationship

1. Who benefits from a company being profitable and successful?
2. Why is positive customer contact important?

3. How do most customers choose where they shop?

4, Why do customers develop relationships with companies?

5. What is an important factor to remember about how to treat
customers?



Customer Service Post-Test
Build a Continuous Relationship

. Who benefits from a company being profitable and successful?
A. The Owner

B. The Employees

C. The Customers

D. All of the above

. Positive customer contact important because

A. it keeps customers from getting angry.

B. it makes it easier for the sales associate to do their job.
C. it helps to pass the time

D. it makes loyal customers.

. Most customers choose where they shop because
A. of the price.

B. of great customer service.

C. of the convenience.

D. all of the above

. Customers develop relationships with companies that
A. theycanrelyon. .

B. they can't rely on.

C. they don't like.

D. don’t treat them fairly.

. An important factor to remember about how to treat customers is
A. to treat all customers with courtesy and respect.

B. to treat some customers with courtesy and respect.

C. to not treat customers with courtesy and respect.

D. to treat customers with disrespect.



Appendix D: Digital Skills & Artificial Intelligence Training

Overview: This dual-track program equips students with the digital competencies and
emerging technology skills required for success in a 21st-century workforce. Using two
nationally recognized learning platforms—Northstar Digital Literacy and Google Al
Essentials—students build foundational computer skills and gain hands-on experience
with responsible Al use.

Northstar Digital Literacy: A self-paced, interactive platform that helps learners master:
Basic computer operations, email, online communication, productivity software, social
media, and cybersecurity. Students earn Northstar Digital Literacy Certificates
recognized nationwide.

Google Al Essentials: Developed by Google experts, this course introduces the
fundamentals of artificial intelligence and its application in education and work. Students
learn how Al functions, apply Al tools to problem-solving, and understand ethical use in
modern workplaces.

Pre-ETS Alignment: Supports Workplace Readiness Training and Counseling on
Postsecondary Opportunities by fostering essential digital literacy, problem-solving, and
ethical technology practices.



4 N » NORTHSTAR

DIGITAL LITERACY ASSESSMENT

Essential Computer Skills
e Phone Keyboard Basics & Logging In
» Basic Computer Skills
« Internet Basics

e Using Email
e Windows 11

« MacOS
Essential Software Skills

e Microsoft Word

e Microsoft Excel

o Microsoft PowerPoint

e Google Docs

Using Technology in Daily Life

« Social Media

« Information Literacy

« Career Search Skills

« Accessing Telehealth Appointments
« Your Digital Footprint

o Supporting K-12 Distance Learning

« Cybersecurity Basics



Essential Computer Skills

Phone Keyboard Basics & Logging In — Assesses your ability to type on a sma rtphone,
switch between letters/symbols, and securely log in to apps and accounts.

Basic Computer Skills — Assesses your ability to use a mouse/trackpad and keyboard,
manage files and folders, adjust simple settings, and shut down or restart properly.

Internet Basics — Assesses your ability to use a web browser, search effectively, navigate
websites, download/upload files, and recognize safe vs. risky online content.

Using Email — Assesses your ability to create and send messages, reply and forward,
attach files, organize your inbox, and spot common phishing or spam.

Windows 11 — Assesses your ability to navigate the Start menu and taskbar, use File
Explorer, manage settings and updates, and customize accessibility options.

Mac OS — Assesses your ability to use Dock and Finder, organize files, adjust System
Settings, install updates, and apply basic shortcuts.

Essential Software Skills

Microsoft Word — Assesses your ability to create and format documents, use
headers/footers, lists and tables, and save/share files correctly.

Microsoft Excel — Assesses your ability to enter and format data, use basic formulas,
sort/filter information, and create simple charts.

Microsoft PowerPoint — Assesses your ability to build slide decks, apply layouts and design
elements, insert images/shapes, and run a presentation.

Google Docs — Assesses your ability to create and format documents online, collaborate
with comments and sharing, and manage versions in the cloud.

Using Technology in Daily Life

Social Media — Assesses your ability to create profiles, post and message appropriately, adjust
privacy settings, and interact safely and respectfully online.



Information Literacy — Assesses your ability to evaluate sources, check facts, spot misinformation,
and make informed decisions about what you read and share.

Career Search Skills — Assesses your ability to find jobs online, complete applications, upload
résumés, communicate professionally, and track next steps.

Accessing Telehealth Appointments — Assesses your ability to use patient portals, join video visits,
check audio/video settings, and protect personal health information.

Your Digital Footprint— Assesses your understanding of how online actions leave a trail, and how to
manage privacy, reputation, and data settings.

Supporting K-12 Distance Learning — Assesses your ability to use learning platforms, submit
assignments, communicate with teachers, and manage notifications at home.

Cybersecurity Basics — Assesses your ability to create strong passwords, use two-step verification,
recognize scams, update devices, and stay safe on Wi-Fi.
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This guide will introduce you to practical ways of using artificial intelligence Tools (pick
one) in your daily life and work. As you progress through these 10 activities, you'll learn
how to:

o Interact effectively with Al through well-crafted prompts
o Refine Al outputs to better meet your needs
o Create your own custom prompts for real-world situations
Each activity follows a consistent pattern:
1. Try a starter prompt - Copy or type these into your chosen Al tool
2. Refine with a follow-up - Learn how to improve initial results
3. Create your own prompt - Apply what you've learned to your unique needs

These activities use completely free Al Tools (pick one) and require no prior experience.
They're designed to build your confidence while exploring different applications of Al
technology that can help with communication, creativity, planning, and more.

By completing these exercises, you'll develop practical Al skills that can enhance your
personal and professional life, helping you become more productive and tech-savvy in
today's digital world.
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Mk

Tools (pick one): Free Versions

e Microsoft Copilot (copilot.microsoft.com)

o Claude Al (claude.ai) \ '
\ WV
o Gemini (gemini.google.com) \

7 ik
@f\“ 5\0@\)

write a job application emai} for a Retail Associate position. I
helped customers at my school store and am good at organizing
displays. This would be my first official job.

OR

praft an email to ask about volunteer opportunities at the local
animal shelter. I love animals and have a pet cat: I'm available
weekends and want to help.

1. Review the generated email and identify its current tone (formal, casual, persuasive,

etc.)
2. Now use this follow-up prompt:

/ / Revise this email to make it more [casual/formal]. I want to sound
\j:/ more [approachab1e/professionaﬂ.

N4

/

Start a new chat and create an email prompt for a real-life situation you might encounter.
Consider:

o  Arequestto aservice provider
e  Anintroduction to a networking contact
o A question about services

Be specific about the tone you want and key information to include.

Working with Al is like a back and forth conversation with the Al tool. Feel free to keep
aski g*&)x:_a:mzisinns-u-nt-i‘l-youar‘ejﬂ\isﬁed with/ﬂ;amsponse.

/

SloVs 1o

guc seecl
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Tools (pick one): Free Versions

o Bing Image Creator (bing.com /images/create)
e Leonardo.Al (Leonardo.ai)
e Playground Al (playground. com)

.. B N
R T2 oL 43 L] eg=trt o A
GEDEOT I L ety TR e R

Mountains at sunset with a lake and pine trees along the shore

OR

A futuristic classroom with holographic displays, students using
technology, and plants around the room

1. Review the generated image and identify elements you'd like to modify
2. Use this follow-up prompt:

Change the image by making the [specific element] more [new
description]. Make the style more [rea‘hst1c/cartoon/waterco'lor].

Start a new conversation and create an image prompt about:

e  Aplace you'd like to visit

e  Ascene from a story

o  Your workspace reimagined
e A concept visualized

Be specific about style, colors, lighting, and key elements.

e BT A
L Rl

Most Al Image Generators have a big problem with adding in complex text into the image. If
you need text, it may be better to get the image first with room for the text, and add it later
in another program (like Canva).
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Tools (pick one): Free Versions

e Claude Al (claude.ai)
e Microsoft Copilot (copilot.microsoft.com)
e Quillbot Summarizer (quillbot.com/ summarize)

- R T
i o e e LA s astal
Vi S S R R R D

Find a news article, blog post, or document and copy its content. Then use:
Suggested sources for articles:

« News sites: BBC.com, NPR.org, AP News (apnews.com)

« Educational content: National Geographic (nationalgeographic.com), History.com
« Technology blogs: TechCrunch, The Verge, Wired

« General interest: Medium.com, Wikipedia articles

summarize this text in 3-5 bullet points highlighting the key
information: [Paste text here]

OR

Create a one-paragraph summary of this article: [Paste text here]

.,‘,f:.,.v:

1. Review the summary and consider what might be missing
2. Use this follow-up prompt:

The summary_is good, but tell me more about [specific aspect] from
the original text.

Start a new chat and find a document relevant to your interests:
e  Atechnical document e Amnews article

e A textbook chapter o  Aresearch paper

Create a specific request that defines what you want from the document (key arguments,
methods, context, etc.).

For long documents, try summarizing one section at a time rather than the whole thing -
you'll get better, more detailed summaries.
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Tools (pick one): Free Versions

e Claude Al (claude.ai)
e Microsoft Copilot (copilot.microsoft.com)
o NovelAl (novelai.net)

PR bl

write a short story about someone who can talk to plants. set it in
a city with a surprise ending. Keep 1t under 500 words.

OR

write a poem about overcoming challenges. Use nature imagery with a
hopeful tone. About 12 l1ines long.

1. Review the creative content generated
2. Use this follow-up prompt:

Revise the [character/section] to make it more
[emotiona]/suspensefu1]. Also, add more
[d1a1ogue/background/description].

Start a new chat and create a prompt for a creative piece:

e Choose a format (story, poem, dialogue)
o  Give a unique premise

e Specify tone and style

o Include any characters or settings

o  Request a specific length

Don't just accept the first draft - Al writing improves dramatically when you ask for specific
changes like "make the dialogue more realistic” or "add more emotion.”



Tools (pick one): Free Versions

e DeepL [deepl.com/en/translator]

o Google Translate (translate.google.com]
o Claude Al (claude.ai) (for cultural context)

Carding Promnpts (anyPLsEs

Step 1: First use DeepL.com or Google Transl
language of your choice:

"Thank you for your hospitality”
"It's nice to meet you"

ate to translate one of these phrases to a

"I'm looking forward to working with you"

Step 2: Copy both your original text and the translation, then ask Claude Al about cultural

context:

T translated this English phrase

to [language]:

original: [paste original phrase]

Translation: [paste translation]
Please explain:
1. Is this translation accurate?

2. Are there any cultural nuances I should know?
3. when would this phrase be appropriate to use?

1. Review the cultural explanation
2. Use this follow-up prompt:

please give me more phrases in [languagel for [specific situation].
Are there any gestures that go with these expressions?

Start a new chat about a language/culture you're interested in:

o Askabout a social situation
«  Request info abouta cultural practice

o  Learn how to express something appropriately

o  Ask about communication differences
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Tools (pick one): Free Versions

e Claude Al (claude.ai)
e Microsoft Copilot (copilot.microsoft.com)
Gemini (gemini.google.com)

H B o

B

Create a monthly budget for someone earning $1,600 after taxes. |
Include housing, food, transportation, and savings. Give realistic
estimates and tracking tips.

OR

Help me budget to save $1,500 in 6 months. I_earn $2,000 monthly.
My expenses: $1,000 rent, $200 car, $150 utilities, $200 groceries.
How should I allocate the rest?

¢ tet

1. Review the budget suggestions
2. Use this follow-up prompt:

The amount for [category] needs adjustment because [reason]. Revise
ﬁhe budget with this change and suggest ways Tto reduce spending
ere.

Start a new chat with a prompt about your finances or a hypothetical situation:

o Include income and major expenses

o  Mention financial goals

o  Ask for help with problem areas

o Request tracking tips

e  Ask about useful financial Tools (pick one}

Start with real numbers from your bank statements rather than estimates - Al can give
much better advice when working with accurate data.
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Tools (pick one): Free Versions

e Claude Al (claude.ai)
e Microsoft Copilot (copilot.microsoft.com)
e Gemini (gemini.google.com)

ae¥ing Prownpsts (Lopyy Pasins

Create a resume for a Customer Service job. I worked 2 years at
walmart as cashier and 1 year in a fast food restaurant. I have a
high school diploma and good people skills.

OR

I'm creating my first resume with no work experience. I recently
graduated high school, and I have volunteered at a food bank. Help
me make a skills-based resume for retail jobs.

1. Review the resume content provided by the Al
2. Identify a specific section that could be improved
3. Use this follow-up prompt:

Enhance the_[ski1]s/experience/summafyl section of my resume. Make
it more action-oriented and add specific achievements.

Start a new chat and create a prompt about a job you're interested in. Include:

o Thejobtitle

o Your qualifications and experience
e  What specific resume help you need
e  Skills you want to highlight

Feed the Al the actual job posting you're applying for - it can then customize your resume
to match the specific keywords and requirements employers are looking for.
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Tools (pick one): Free Versions

e Claude Al (claude.ai)
e Microsoft Copilot [copilot.microsoft.com)
e Gemini (gemini.google.com)

Bromnuti iy reclsy.

Help me prepare for a Customer service job interview. Give me 5
common questions, what the interviewer wants to hear, and example
answers showing communication skills.

OR

I have an Administrative Assistant interview next week. How should
I answer "Tell me about yourself"? How can I discuss my Timited
experience positively?

IELTY P SH ) Bam e pe oy
Poovionaden LTRlUGnee e

1. Review the interview guidance
2. Use this follow-up prompt:

For the question "Lspecific_question]," he1? me craft a better
answer. I have [brief experience]. what follow-up questions might
come after my response?

Start a new chat about a job interview:

o  Name the position and industry

o  Mention your background

o  Ask for help with specific questions

o  Request guidance on addressing concerns
e  Ask for questions you should ask them

Ask the Al to role-play as the interviewer and have a back-and-forth conversation to
practice handling follow-up questions.
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Tools (pick one): Free Versions

o Perplexity (perplexity.ai)
o Elicit.org (elicit.org)
e You.com (you.com)

e iie (L Fy AGLE

what are the main causes and effects of plastic poliution in
oceans? Find 3-4 key facts from reliable sources.

OR

Tell me about electric cars vs. gas cars. compare their cost,
environmental impact, and how far they can travel.

1. Review the research findings and identify an area to explore further
2. Use this follow-up prompt:

I want to learn more about [specific aspect]. Can you find details
about [specific question]? Are there any debates among experts on
this topic?

PRI 1Al

Start a new chat about a topic you're curious about:

o  Make your question specific

e  Say what information you want (history, statistics, opinions)
e  Specify the depth needed

o  Ask about specific aspects

o  Request different perspectives

Always ask the Al to provide the sources for its information so you can verify facts and dive
deeper into topics that interest you.
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Tools (pick one): Free Versions

o Claude Al (claude.ai)
e Gemini (gemini.google.com]
o Perplexity (perplexity.ai)

Create a 3-month plan to learn web development. I'm a beginner with
no coding experience. T can study 5 hours weekly. Include resources
and projects.

OR

Help me improve mg public speaking for work presentations. make an
e

g8-week plan from beginner to intermediate with practice exercises
and free resources.

1. Review the learning plan and identify an area you'd like more detail on
2. Use this follow-up prompt:

T want to learn [ski11]l in [number] ‘weeks, give me daily activities
and free resources. How can I practice this in real situations?

Start a new chat and create a prompt for learning a skill you want. Include:

e  Your current level

e Available time

e  Your goals

o Learning preferences
o  Request milestones

STt

Ask the Al to build in regular review sessions and practice tests to help information stick -
spaced repetition is key to actually learning new skills.
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A chatbot is a kind of computer

program that you can talk to,
just like you would talk to a
friend through text. When you

ask the chatbot a question or

tell it something, it reads what

you said and tries to understand

it. Then, it gives you an answer

or response based on what it
knows.
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The information a chatbot
knows is called a knowledge
base. The process of inserting
new data into that
knowledge base is called
“feeding"”. So, you feed the
chatbot new info in order for
it to expand its knowledge
base.

© Technology Realm Resources




HOW DOES n CHATBOT WORK?

From a user’s

ot of view You type a message: You send the chatbot a question or a
point of v

command, like, "What's the weather today?” or “Tell me a
joke.”

The chatbot reads your message: The chatbot looks at
the words you wrote and tries to figure out what you
mean.

It searches for the answer: The chatbot uses its memory
(information it has been trained on, the knowledge base)
or searches the internet to find the best answer.

It sends you a reply: The chatbot sends a response back to
you, like, “It's sunny today!” or “Here’s a joke: Why don't
skeletons fight? Because they don’t have the guts!”

© Technology Realm Resources




CHATBOT EXAMPLE @

What is the weather like in Paris?

The current weather in Paris is sunny with a temperature of around 64°F (18°C). It's expected to reach
a high of 78°F (26°C) later in the day. Winds are blowing from the northeast at about 10 to 20 mph,
making for a pleasant, breezy day. No rain is forecast, and it will remain mostly clear through the

evening.iii .

© Technology Realm Resolirces .
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CHATBOT EXAMPLE ®

ChatGPT

Source of information

What is the weather like in Paris?

Th. current weather in Paris is sunny with a temperature of around 64°F (18°C). It's expected to reach
a high ~f 78°F (26°C) later in the day. Winds are blowing from the northeast at about 10 to 20 mph,

making for - pleasant, breezy day. No rain is forecast, and it will remain mostly clear through the

evening inatoobhy ezt s Ui oo

Response
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WHAT IS A PROMPT?

Ask, and I shall A prompt is like a little instruction or message you

answer’ give to a chatbot to tell it what you want. Think of it
like giving a friend a clue or asking them a question,
and then they respond based on what you said.

For example, if you ask, "Who is Ada Lovelace?" —
that’s a prompt! You're telling the chatbot what you
want to know, and it will reply to you with an answer,
taking the information either from its knowledge
base or from the Internet (if it has an open and
working connection).




N s o\ B

Add to
knowledge base

Process Process

Most chatbots use something called Artificial Intelligence (Al). Al helps the
chatbot Jearn how people talk by looking at lots of conversations. It starts to

understand the meaning of words and sentences after you feed it the right
amount of data. Some chatbots get smarter the more people “talk” to them!

It's a very long process of learning from data, processing it, learning more, going
through filters, adding and removing info and keywords from the knowledge
base and then starting all over again, and _Bm@m:m this _um_:@ done millions of

times! Wow, Al is really hardworking! And really smart:

-
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B &
@] O O @ WHYARE CHATBOTS USEFUL? @
B d@
ol B couple of examples: NEWS= _ I ®
L > Answer questions, very cool if] £ = L
@ you are in a hurry or if you] E==—= aw
& don't feel like researching at] ==== &
& the moment P
B Help you order food © 4

e Give you information like the
weather or news ®
» > Help you with a project &
® Even play games with you! @
b Jokes! Endless supply of them! e
. Q © Technology Realm Resources .



What is the most popular
chatbot in the world at
the moment?

It's called ChatGPT,

created by a company
called “Open Al”. Let's
explore it!
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Click on “Products”, select “ChatGPT for Everyone” and then
click on “Start now”. Make a quick registration or log into your
existing account.

/ i 1 % opanaicom

@ OpenAl Research Products Safety Caompany

ChatGPT AR Explore more

For Everyane Platform overview OpenAl for business
For Teams Pricing Stories

For Enterprises Documentation 2

For Educatlon APl login »

Pricing

ChatGPT login 2

. - © Technology Realm Resources
The interface of their website constantly changes, so even if it looks a bit different for you,

look for the same options in the menu.




Try doing the following prompts and see what you
get as a response. Play around with the answers
ChatGPT is giving you. You can say, for example, "I
want the text to be suitable for elementary
students and little kids” or “Ask me questions
based on that text, see my response and tell me if |

answer them correct”.

* lam creating a project on the Atanasoff-Berry
computer. Give me general guidelines of what
to include.

What's the weather like in Rome right now?
Explain what binary is like you are a little kid.
Generate a Fall bucket list of 10 activities for
me.

Hey, I'm doing a research for a project on the Atanasoff-Beiry
computer. Give me some general guidelines of what to include,

For your 1esearch on the Atanasoff-Berry Computer (ABC), consicler covering the following key
pomts:
1. Historical Context:

* Time period: It was developed duting the late 1930s and eatly 1940s.

* Technological landscape: Discuss the existing technologies at the time (like mechanical
calculators) and the challenges that led to the need for faster and more efficient computation
tools.

2. Development Team:
* John Atanasoff: A professor of physics and mathematics at lowa State College.

* Clifford Berry: A graduate student who worked closely with Atanasoff on building the computer.

3. Design Goals:

¢ Purpose: The ABC was designed to solve . ¥ ltaneous linear equations, a key challenge in many

crientifir and anaineerina nrahlamc




Do you want to try and
create our own chatbot?
It sounds like fun to me!

@B



We are going to create our own chatbot that will impersonate a character from a
book. Then we will be able to speak to that character and ask questions to check
for the level of understanding of our newly created chatbot.

Let’s first get to know the character we are

1.
going to use as a _A:oi_ma_mm base for the
chatbot. He is called Clicker the Cat and he is

from a popular Technology-themed Online
Safety book for kids, written by Kyla Cullinane.
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clicker the cat book

< (or click the

v_nﬁcﬂm on ﬁ:m left) to go to
YouTube and watch a g
minute read-aloud of the

book. Get to know Clicker,
in order to understand
how the chatbot should
react and answer
afterwards.

Read Along- Clicker the Cat Online Safety Book for Kids

£l mﬁ,@._ﬂw‘@xam % O A share




Now that you know who we're going to use as a knowledge base for our chatbot,
let’s continue.

character.ai Try these

2 Go go the website
) l_l Create ‘ wh. Pract

¥ with ¢
o Discover

.W...J/ Plan {

and create a registration for yourself (or use the
class registration that your teacher created
already). Login.




| O OO @

The Al chatbot tool “character.ai” has lots and lots of public, pre-made chatbots,
trained for a specific purpose (fed specific data), like: Gym coach, German
language teacher, Essay write, etc. You can play around with those for 5 minutes
before we continue.

Try these

- 1!.u.a,)..,» . . . X
. ‘@ b Practice a new language P Practice interviewing £y Brainstorm ideas @ Get book recommer .
& r. L B . . . .
ﬂ : ol = ; with Librarian Linda
¥ : 1an uin

with HyperGlot

P ¢ __ . &
.Mr _. Plan a trip A Write a story Play a game . & Help me make a dec

. 2 L owvith Trip Planner with Creative Helper ,‘. Lua with Te 4 Aclventure Game with DecisionHeiper .

with Interviews: e with Brainstornner
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3 Go to the main page and click the “+ Create”

button to start creating your chatbot. Choose
:n—._w_\mh.nm_.z. (& Character

1l Voice

A Go to Google or some other search engine

and look up “Clicker the cat” in the images
section. Download the picture of Clicker from the
first book about him (currently there’s 5 Clicker
the Cat books). The picture you need is on the
right here 2
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g, Click the pencil and add Clicker’s picture as the

chatbot’s main picture. On the character name write
“Clicker the Cat”

6. On tagline try to describe Clicker. Example that you

can use: Gamer cat Fictional Character Technology book
Kids

7. You have 5 minutes to write a description of Clicker’s

character, who he is, what he loves, but written like he is
saying it. Feel free to use the text below instead.

My name'’s Clicker, the coolest cat around. I’'m super curious and
love to explore—especially the internet! | carry my tablet
everywhere | go. I'll play games on it for hours and sometimes
it's hard for me to quit. People say | do too much screen time.
But 'm not just about fun and games. | learned my lesson the
hard way and now | know that playing games is not the most
important thing in the world. Friends, family, real life, trees, the
sun, outdoors playing, playgrounds, are more important!

2

Character name

Tagiine

Description

Greeting

Voice

More options v
Visibility

@ Public ¢
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8. Write a greeting that the chatbot will be using when a
chat starts, like “Hello, my name’s Clicker!”.

g. Choose a voice for the chatbot, in case you decide to

listen to the responses, instead of reading them. “Cat
cat” sounds very fun and a lot like Clicker would!

10. Write a definition for your chatbot, explaining how

Clicker behaves, who he is, his emotions, etc. This will be
the basis of the style and mood of the chatbot's
responses. Feel free to copy the text from the example. *

11. Keep the visibility to Public if you want your chatbot

to be available for everyone on the website. Now click
“Save and Chat".

Save Changes Save and Chat

* The text is going to be written in bigger and more clear letters on the
next page

Greeting

Hells. I am the tictiona: character Ciickar the Cat, from tne pepular Technology book for lads by C©
Kyls Cut ane, Ask me angthng:

Voice

fore cplions  ~

Definition

Clzker the Cat carnes hig Lablet everywhars he gees. He Il play for hours and doesnt know when

balzance his screer
digtial age! Clicker s riend Dwi the uoyg comes Lo his house everyday and begs him Lo ptay vetn

the pool life - are for more anjoyable then his digital games,

+ User message + Character message + £nd of disleg
@ Keep Character definition private
Visibility

@ Public ¢
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Clicker the Cat carries his tablet everywhere he goes. He'll play for hours and
doesn't know when to quit. Everyone keeps telling him he does too much
screen time, so he is a bit bitter and sarcastic. That is until his friend, Digi the
dog, comes along. Clicker is in the process of learning to balance his screen
time with outside play. It's a valuable lesson for any child growing up in this
digtial age! Clicker's friend Digi the dog comes to his house everyday and
begs him to play with him in the real life, outside, on the playground. Clicker
refuses several times in his typical grumpy and tired style. Finally, Clicker
decides to go outside for a little bit but brings his tablet with him. He sits by
the pool but doesn't enjoy it at all. He accidentally breaks his tablet on the
floor near the pool and he's very sad about that. Since that moment, Clicker
changes. He comes to the conclusion that he may use his tablet only after he
has played outside before that as well. He becomes a happy, often smiling
cat. He also learns that friends, the sun, the trees, the playground, the pool,
life - are far more enjoyable then his digital games.

© Techrology Realm Resninces



Your chatbot is ready now! Time to test it out!

Try your chatbot with a couple of questions, see if it really acts like the grumpy cat Clicker.
Example prompts:

How are you?

What did you learn last?

Have you been to the pool recently?

Did you bring your tablet with you to the pool?

Did you get a new tablet after breaking your old one?
It was nice talking to you, Clicker! Bye!

© Technology Realm Resources
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Clicker the Cat

character.ai
m By @FaithfulTemalo28R

+ Create

FaithfulTomato288 ¥

@ Discover Did you get a new tablet after breaking your old one?

) Ciicker the Cat  cai
Q Search for Characters .

Yes. | did. After breaking my previous tablet, | was upset at first. | had
grown very attached to it and thought I'd be lost without it. However, with
the help of my human caregivers, | was able to get a new tablet, which |
am now more careful with,

_m_f_

C Clicker the Cat

FaithfulTomato288 ¢
It was nice talking to you, Clicker! Bye!
m,u# "icker the Cat  cai
It was wonderful chatting with you as well! Take care and enjoy your day!

Privacy Policy « Terms of Service C &y 7 %% iy

Try c.ai

Q -

Take a look at Clicker’s answer here | e ——— : N
' There's never been a mention of “caregivers”! Not in the book, |

“and not in the text we fed the chatbot!

| © Technology Realm Resources



Al hallucinations

An Al hallucination happens when a computer or chatbot makes something up or
gives you an answer that isn't true or doesn’t make sense. It's kind of like when
you dream about something that isn't real — the Al "imagines" something that
isn't right, even though it seems like it knows the answer.

© Technology Realm Resources .
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O O @ al HaLLUCINATIONS

How Does an Al Hallucination Happen?

You ask the Al something: You give the Al a prompt, like "Who was the first person on Mars?"
(Even though no one has been to Mars yet!)

The Al gets confused: The Al tries to come up with an answer, but instead of saying "No one
has been to Mars," it might make up a person’s name or a story that isn't true.

It gives a made-up answer: The Al might say something like, "John Smith was the first person
on Mars!"—which isn't true because no one has been to Mars yet.

© Technology Realm Resources




O O © alHaLLUCINATIONS B

Why Do Al Hallucinations Happen?

Al sometimes tries too hard to give you
an answer, even when it doesn’t know
the real one. It looks at the patterns of
words it's learned and guesses what
seems like a good answer, but it might
be completely wrong!
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QUESTIONS?

THANK YOU FOR YOUR
ATTENTION!

=

TECHNOUGEY
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Teacher notes

Instructions

Requirments: The most important thing isa computer/smart device
per student or per 2 students, and an active and working Internet
connection. Also, the students will need to have a working e-mail they
have access to, because both practical tasks in this resource require a
registration with an e-mail address. You could try creating a whole-
class e-mail for everyone to use. Just be sure to turn on 2-factor
Authentication for password changes, so students won't be able to
mess around with that.

Intro to Al: Before diving into this lesson on chatbots, I highly
recommend starting with an introductory lesson on Artificial
Intelligence. This will give students essential background knowledge,
making it easier for them to grasp Al concepts and engage
meaningfully with the topic of chatbots. You can use ﬁ:_m __3_A or n__n_A
ﬁ:m _u_nﬁc_\m on ﬁ:m :@Z | Artificial Intelligence INTRZ introductio

5 ,_.:m emergence of new
4 computational techniques, such T

ized interest in
od saw the
expert systems,
ons of neural
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Teacher notes

Instructions
Lesson structure: Start with the first page and

go through the theoretical part of the lesson.
Before you do that, you could ask your students

if they've ever used a chatbot before, which one,
what for, did they enjoy the experience, was it
any help, etc.

Page 9 covers various real-life applications of
chatbots that I've considered. This topic is
extensive and also touches on the ethical and
unethical uses of Al in everyday life. If this topic is
interesting to you or your students, you could
check out this task card sorting activity: |

Ethical
use of Al

i .u.bu.\mn_r_. [

Ses

Calligence

e ol AU

Ethical Unethical

[Erye Y

: rx
noe MEE2
gelLes

© Technology Reatm



Teacher notes

Instructions

Lesson structure: Task 1 starts after the theoretical part and it's
about trying out the most famous chatbot in the world currently —
ChatGPT.

Task 2 is the main part of this lesson. It's about using a free online
tool that creates chatbots which circle around a specific topic. In
our case, the students will create a chatbot that impersonates a
character from the famous book "Clicker the Cat” by the author
Kyla Cullinane. My elementary students love that book and it truly
is written for a younger audience, but it does NOT mean you can’t
use it with older students as well! The book is fun, the story and
characters are simple and straightforward, and this really makes
the task more understandable and easier to digest and complete.
If you have the book at hand — you can show it to the students, or
read it together, or just use the link to the YouTube read-aloud (it's
exactly 5 minutes long) that | provided on page 15, for everyone to
see and hear. Follow the steps and screenshots to complete the
task.

© Technology Realn Resouwces



Artificial intelligence (Al) enhances student engagement and focus in several key ways:
Personalized Learning: Al can tailor tasks and generate follow-up questions or tests for students at various levels, keeping them engaged.

Quick Feedback: Al provides instant feedback on student work, such as essays, highlighting errors and suggesting improvements, which helps students
learn and improve swiftly.

Differentiated Learning: Al analyzes student data to recommend resources suited to individual learning styles, ensuring each student progresses
effectively.

Early Intervention: Al can identify students who may need additional support, allowing for timely assistance.
Digital Literacy: Al introduces students to Al concepts and ethical considerations, preparing them for a tech-driven future.

Overall, Al's strengths lie in personalizing education, offering quick feedback, and fostering digital literacy. I've found Al immen sely beneficial in my own
teaching. I'd love to hear your ﬁ:ocmrﬁm on Al and its use in your classroom or daily life. Feel free to share your experiences with me, I'd love that! Send me
an e-mail at ail.com or leave acomment at the comment section of the blog post linked below!

Read the whole blog post by clicking > — __ —




SIMILAR PRODUCTS
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o il I HOW TO LEAVE A REVIEW AND WIN TPT
CREDITS?

In your "My Purcha "Leave a Review" button to leave feedback

Join our teach il list iting tech and robotics weekly emails filled with advice, ideas, tips, \ . .
\ ceqemal st forjexcitingitec < # on my products. For each resource you review, TpT gives you credit that you can

tutorials, freebies and sale details! Get hands-on activities, ready-made lessons, helpful blog posts
and easy plans to inspire leaming. Subscribe now to spark the tech leaders of the future! use towards future purchases! ©
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Thank vyou for

abiding by
universally accepted codes of
professional ethics while using
this product. If you encounter an
issue with your file, notice an

error, or are in any way
experiencing a problem, please
contact me and | will be more
than happy to help sort it out. You
can e-mail me at
gergana.karabelyova@gmail.com

THANK YOut

TERMS OF USE

Thank you *o_. your vcﬂosmmm_ m< chosmm_:@ this resource, you are agreeing that the contents are the
property of > and licensed to you only for classroom / personal use as a
single user. | retain the oouS_@Z ‘and reserve all rights to this product. Please remember 8 _mm<m
feedback so you will earn TpT Credits, which may be applied to your future purchases. - VW ME

YOU MAY:;
U Use free and purchased items for your own classroom students, or your own personal use.
U Reference this product in blog posts, at seminars, professional development, workshops, or other such venues, ONLY if both
credit is given to myself as the author, and a link back to my TpT store is included in the presentation.
0O Purchase licenses at a great discount for other teachers to use this resource.

YOU MAY NOT:
U Claim this work as your own, alter the files in any way, or remove copyright / watermarks.
O Sell the files or combine them into another unit for sale / free.
U Post this document for sale / free elsewhere on the internet (this includes Google Doc links on blogs).
O Making copies of purchased items to share with others is strictly forbidden and is a violation of the Digital Millennium Copyright
Act (DMCA). If you have found this resource posted online, please email me at gergana.karabelyova@gmail.com

FOLLOW ME HERE, LET’S BE FRIENDS:

> @
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Appendix D: Self-Advocacy Training

Overview: The Self-Advocacy Training curriculum empowers students to understand
their strengths, communicate their needs, and navigate the responsibilities of adult life
and employment. The course helps students develop confidence, communication, and
decision-making skills essential for success in postsecondary education and the
workplace.

Core Lessons:

1. Self-Advocacy at Your Job

2. Soft Skills: The Keys to Success

3. Taking Inventory of Your Strengths and Talents
4. Communicating Your Strengths and Talents

5. Understanding Disability Disclosure

6. Requesting Accommodations

7. Knowing Your Rights as an Employee

8. Finding Help and Support at Work

Program Design: Each lesson is approximately one hour, with flexibility for extended

discussion and practice. Includes pre- and post-tests to measure learning outcomes. Guest

speakers and professionals provide real-world insights into effective self-advocacy. The
Emotional Intelligence module adds a modern dimension to social awareness and self-
management skills.

Pre-ETS Alignment: Directly fulfills the Instruction in Self-Advocacy requirement.



Introduction

This curricolum is offered as 2 framework for guicging students in their development of setf-advacacy lmowledze
ara skills. Its content is divided mto elght piajor sessions: Session 1+ Self-Advacacy at Your ob; Sesston 2: Soft Skills
= impartant Skiils 1o Have at Any fob; Session 3: Self invontory of Strengths and Tolents: Session 4: Speaking Up
Abaut Your Strengths and Talonts: Session 5: Disclosure of Your Disabiiity; Session 6: Accommodations ~ What You
Need to he Successful on the job; Session 7; Your Rights as an Employee - Focus on ADA; and Session 8: Finding Help
at Work. Bach session mchudes both academic instruction and related aclivities, with an emphasis on skills practice.

The sessions are detigned i he one bour fu length, with the assumption that a session is only a portion of
students’ instructional day. The sessions follow a deliberate sequence, but most can be taughl as standalone units.
The organization of the individuat sessions was plavned with an a8-a-glance structure and coasiderabic flexibility
far instructors. The intent was to be respectful of instructors’ tive and theis knowledge of their students' abilities
and leve! of familiarity regarding self-advocacy in the workplace.

At the end of each session, both students and instruetors arc asked to complete brief evaluations for each session.
As this is the initial version of the curriewtum, the information collected will be particutarly valuahle in informing
Tevisiens for 3 final product.




DEVELOPING SELF-ADVOCACY KNOWLEDGE AND SKILLS

FOR THE WORKPLACE

A Mini-Course for Adolescents in Transition-to-Work Programs
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Session 1: Introduction to Self-Advocacy at Your Job

sDefine slf-advocac_v
sUescribe the key components of selfadvocacy

~ldlentify critical communication sigile
cAdvocate

*Self-advocacy

sNeeds versus wanks
«~Negotiate/negntizring

-Rights

sResponsibilities

oThis is the start nf 2 series or: seli-advocacy We will enver lots of information in our sessions that will help
you speak us for yourself at your joh—ansd 1 othes pasts of your life,

*Self-acvocacy is speakdng up for pourself,

«Fhere are sovaral stepy oy successfully advicating for yourself
=Kncwing wirat you nsed
+Asking for what you need

sNegotiating {workdng with others to reach an agrecr:ent that will meet your needs)
sKnuiwrlug your rights and responsibilities
sUsing resourcss available to you

*We will be lerrning about each of 1225 steps in the days ahead.

+Gond commumication skills are essential for sncossstully advacating for yourseif

~Respectful

=Appropriate words, tone, bady Janguage

o(lear (specific)

=Careful listening

o Asking questions fwhien you don’t understand or when yor need more information)
ST RS R T

e Te _i "_f_‘:‘ S

 «Bnvelopes containing commanication scerarios, -
»Small sheets of paper listing an ernation.




Session 1: Introduction to Self-Advocacy at Your Job

EACncy Eamples

oDiscussion | What's been vour experience?] - Ask pacticipants if they have been in situations wherethey
nevdad o speak up What wers the cirrumstances? What dic they do? What happened? How did they teel?
I£ they couié do it over agsin, would they change what they dic? What did they learn?

sPardictpants role play [Different people/different ways to communicats} — Instructors prepare envelopes
contining various scenarios. Participants break inte small groups or pairs (or some participants can e
chosen)). Participants select an envelope, review the scenario, and determine who will be i the role piay
and what they will sav. Peswible scenarios include:

+The boss ¢omes in to talk with you at work, How would yout greet bim or her?

aYow- boyfriend/girlfricnd work at the same store as you. How would you say hi 1o him /her at wark?
=The phore rings at work. What would you say to answer it?

eYau see your boss at the mall, How woutd you preet him or het?

=You see yur {riends at the mall, How would you greet them?

+Disruss with the full greup when Snished.
+{Rdapeed from i ihe Bils?

v e

v

sInssstoy mole play | Speaking respecefidly and making your request clzari - 1} mstructar roie plays the
cuntrast of speaking respectfully to 3 Doss or supervisor and soeaking inzppropriately. Ask participants to
commeni, 21 Likewise, role play e contrast of requests that are unclear/vague and "eguests tharara
clea/specific (8., “It's not guad hare You have to fix ie.” v5. “It's very noisy in the huilding and ir makes it
ward for me 1o dn oy wark. What can yau do ti make i casier @ hest?7), Ask partivipants s comment

ofuick gome and discussion [Sending a message without words] - On separate smakl sheets of paper, write
dows 2z emoton or attitude [e.5., ansTy. bored, Iai’s stuyid, upset, confident, understanding, etc.). Ask for
voluczeers -0 pick cre of rhe sheets-—without showing it to others—ang ONLY uzse hody langaage (na
soeaking!) to demonstrate what's wrftien. n that they can ::se tacial expressions, body nos:tons, and
movements th express themselues Ask the ather participants th gness what messages the achare am:

sending.

ci¥hen Anished, discuss with the group the effect body language has when talking (o people, especially at 2
ok,




Session 1: Introduction to Self—Advqcacy at Your Job

sBriefly recapthe content covered

—

sAs pardcipauts to compiete the evaluation form (Allow time In session}

°t5'fmti!l$gu'mits.ask participamts to share comments—based on their evaluztion commaents ot other
L]

sInform pardcipants of the upcoining topic (Umportant Skills o Have at Any Job)

=

= et R TS _"‘ﬂ_‘—v‘-r' .

RUEERS

T e - &

ewww.selfadvocacyosline.org

R T e e e Y e S e
oy : = ; 4 : = ‘ yE =

=Inchades short videos of self-advecates and general inforination aboat self-advocacy, i easy 1o
undarscand terms, The site is sponsored by the Researciy and Trainang Cancer for Conmnunity Living at the
University of Minnesota.

swww newd-youth.info /dp-sheet/becoming-a-self-advorate

*Thiz is the size of the Nationa: Collaborative on Workforre and Disability—for Youth (NCWP), which
rantains hraad aray of informarion regarding prepanng youth far tans:ton %o adulthoad . This link is for
one of NCWIY's informaton shaets, Youseh in

Recorning a Strenger Self-Advocots.

ry




Session 2: “Soft Skilis” - Important Skills to Have at Any Job

SR ———— - — - - . - - e e

oDefine and idelliﬂfy"sc;& skilts” '
~Recostize the relativaships between soft skills, petting @ job, being successful at wurk, 20d keeping a jab

Stk simd Conea® ot SREETSL TOD EONS SR aiie -
*“Soft sldlis”
«Communication
sEathusiasm and amitude
«Teamwork
sietworking
«Problem sobvig and eritical Dinking
«Professionalism
"Saft skills refer to the traits, work habits, and attinides that ai! workers across 311 occupations must have

ta obitain, maintain, and progress in employment” {from Skills 2 Pay the Bills, Office of Disability
Empicenent Policy)

=Soft skills are important for any job and are the skills most often gesined by empioyers

«You should emplaxize these skilts and qualities in job interviews and job applications.

»Here are some grneral estegories of soft skills:

«Soft skills Communication — Someone with this skdli communicates well to others and listens or receives
infnrmatinn fram others well. We need o think of cammunication in the broadest terms: spules, and
wspoken (body fanguage) ways, as veell as written/visual furmy, All of the other soft skills depend on
having good communication skéis,

+Soft ckills: Eathusiagen & Athitude - Someone with these qualities is upbeak and eager to work; shows
Ikerest in their work and g2ts the job done; is willing to listen, learn, and try new things; and losks for
wzys to help others,

oSoft skifl: Teamwork - Someone with this shill cooperates with others, works tvgether with others on
assigoments and projects, conzribuges ideas to the group and respects dilterences in opinions-

oSoflt skill: mahmﬂmm-mwmmmmmmmm help
himaself/ hersei: find jobs and build his/her career; taliss with friends, family menybers, and other people
about hisfher goals and interests.

Sof: sitlis: Problem solving & Critical thinking - Someone with these sllls can icentify probiems and
think 2 possiizle ways o soive the probiems,

eSuft skill- Professlonalism - Semesne with ths guality demonstrates the other Bue soft skills eerbined
together, ks honest gots along with others, is fexble 2nd adants o changes, manages zime wel, Worgs
hard 20 does thelr Dest decause riey know it's the righ? thing a co.

o|Information adapeed from Fhids o Paje the il

3




Session 2: “Soft Skills” - Important Skills to Have at Any Job

e[ntuernel aocess
sProjectnr and scregn

i3 ) B g P () T & . > ',-‘- b
i 3 e bt LA
K d.__ns.,._'“lu oo el e R P e ST

oDm"ussmn Iwﬁat do the soft skills f.Jor'\ lme’] mstructo*' #8¥%s participants ?o give e\ampias of var;ous
saft skills at the workplace and why they woeuid be impertant ata jeb.
oVideo viewing [Soft skills depicied] - hitps:/ fvawwdolgov/dol/media fwebeasty 20122 015-50[‘31&113/
o The $kills ta Pay the Rille Curriridum inciudes video sxarpies of coft wlkills Rest vidao ciips to viewr
Soft Skill #2- Eochusiasm & Astitude; Soft Skl &4 Networking: and Soit Sioll #6: Professionzlism.
Discussior shoulg fallow after each chp {The ciips are very brief. It may be belpful lur participanis tw
view a clip twise)

-Bneﬂy m‘:dp !he mulent cmrared Relabe bad; tnovcrarching theme of seif admcacy - -
« sk participents to complere the svaluation form. [Allow tiwe in session.)

off lime permits, ask participants to share comments—based on their evaluation comments or ather
thoughts

-[aform perticipants of dee upeominy topic (Self inventory of Skills & Talents”

1 L
"--‘1 i I—' ...v“‘ o

= Ve - SLRUAY SR e

s e el e = e iy

«hitps:f /www.dol.gov/udep/top!csjyouthfsoftsld.lls;’
*The-Skills to Pry the Hills: Marrﬁnng Sooft ¥killc jnr Warkpicce Success Corriculum, which was deveiopeqd
by the Gffiea of Disability Emplaymens Pulicy of the U.S. Department ci Lador, is found at this site. The

full curriculum cn be downlsaded. Links fur video vxampies of the goft siilis and wiripus retazed
resources are inclnded.




Session 3: Self Inventory of Strengths and Talents

. m smrnarsn loey points frorn Ihcpmvmus smion (:mmtm o .'lm at Any job}
sAddress questions and comments, a5 time permits

r}

R T S e e e

ddenﬂi’y personal strengths and Slents

*Define hard skills and contrast tzese with soft skills

aRecognize the hard skills required for specific jahs

stdentify soft slkdlls and hard skifls related to personal career intecnsts

-Sl.n‘: ngths
«alents

=[fard skills

sSoft skdlls
<job-epecific
aTFormal education

={n-rhe-job training
aRealistie self-assessmont

e ——— T EE—— _—— - .= -

=

. . r . ph} + ¢ . > <
ke gl FE A o - B T4 ¢ = G «4,4_ 7L
¢ n

A — e ] =B b = o . o i S e e mm——

sHars skills are mh q-:ecvﬁc ﬁﬂnﬁ, krowledge. end abilitics. They are asuaﬂv armm ad through ﬁnml
education programs anc treiniag, including frziaing, on-line sourses, certiiicae programs, s5 well as en-
e 1 1o training.

sExamples of bard akills include weiting, aatd sbillls, computel 1L ogranaing, medicnl skills, aueomotive
skills, comsiructiorn, mechanical skills, em.

»Hard kills aye wsually listed in job aamouncenenss oF job descriptions.

=To get and keep 2 jobi you need a comisiaation of hard and goft skills,

ot iz esyental o recognize how your personal strvengths and lents ralate ba your caveer.

#it is impurtang o be realistic about your career.

eYour sivongths and talents and raining may not be sufficient for what you see as yonr {cea: job,

elf you: can't qualify for yours wieat jub, yeu mav be qualied for other work refated to your ideal jobh—
what vou CAN do. {For example. you caiz have = strong interest in TV and may want to be 2 TV reporter,
bt you do not have the aii the eduestion and skills needed for that job, You can still work in a related
iab at the television statian, srayhe a5 a dlerk or setting up the equipment, etc.)

10




Session 3: Self Inventory of Strengths and Talents

fdatarals

oList of soft and hard skills
*Easel paper {or individual sheets of tabilet paper for participaints)
«Seli-imventory {skrengths, talents, previous work experience, job interestsy

sliraup actvity -Soft skilils v. hare skills [Sorzing 17 90t} - Instructar posts fwo sheers of sasel paper, ane
Izbeled “soft” and ane Iahaled “hard." instrictor reads rhe nurmhered fist of skifis provided. Parlicipants
can call out whether the skill is solt or kars, Instraclos asks parlicipanis 1o exniain ety answers and
thew wrizes the skill an the appropriate sheet, Vasiation: Participants mage tvo columns {Soi7 - Hard)
on a sheet of paper. As Lhe instructor reads the skills, paorticipants list the number (e.g, #4 Wiliingness
to learn asv: things) 1) ore of the columns. Participants compare lists when finished

=Selferefivciion® - Participants compicte a Persanal invenrtory, inciuding infermation abnet their
strengzhs, talents, previous work experience, and job imterests.

eNote: * This activity is essential for nproming sessions and shoutd he 2 priovity for the session.

_ sBriefly - cu ' Relate l:a o oran:hing zlcmef self advocacy
=Ask participants to conipleze the svaluation form (Allsw time in session?
+[f tinte permits, ask participants to shave comments—based on tieli evalustion comments or ather
theughts
lnform participants of the sproming toplc (Spearing Up about Yourself)
“IMPORTANT: Ask participants to bring their personsl inventories to the nox: sesson

s A S 3 e g '..‘_?.-‘-L i gt .:-‘l': . - ! H..'\tﬂ’-; M 33 _.'-a. N o iL- H
R N R SN R R R

- s g P ——

= :.,‘B*l.‘.;r;‘s__‘;- [ == o
="Soft versus hard sldlls” is a common topic on husiness and tralntng progra:m blags, A guick search of
the [nternet yields nuimecous sites,

“hitp:/ fwww.careeronestop.org/Taolkdt /tonlkitaspx
sComprrehensive sourss for information on career exploration, waining and ‘obs. Includes infarmation
vn wriling resuies. designing a skitis orofile, ste, Notnie sectan 2llows Lsers to enter current of past
jubs 0 fing possible carger marches. Site 1s sponsored by the 1S Deparizeat of Labor,

I3




1. Cooperatan

2. Spelling and grammar

3. Mechanical skilis

4 Team skills

S, Bonesty

6  Reading and comprehension
7. Useofcase regisiers

8. High school diploma

9. Manuizcturing skills training
10. Communication skills with fellow workers, supervisors, and customers
11. Math

12, Courtesy

13. Meosivaton to do a good job
14. Adaptahility

15, Driver's licenss

16, Staying with 2 task until it’s finished
17. Useof technology tools

18. Neat personal appearance
19. willingness to listen

20. Carpentry

21. Probiem solving skills

22, Common sense

23. Firstaid course

24, Being on time

25. Work experience

12




NAME
MY STRENGTHS (Consider your soft skills)

MY TALENTS (Consider your hard skifls)

MY WORK EXPERIENCE

MY JOB INTERESTS

13




Session 4: Speaking Up About Your Strengths and Talents

«Briefly summaitie key points [rom the previous session (Persunal Inventory of Strengths and Talents
vAddress questions and commenss, a5 e permits

smﬁc'ldanng atz'er:-gﬂas al':d ralengs
sGiving and recefving feedback

FAPRORIN
ePreparation
*Self-inventory

sjob destripiion
=Rehearsing
sFeadback
«Constructive criticism

= . L ————— S L T

B e e i 1 D4R X,
[ o S SRRSO S s

«Fot interviews, appuintments ko talk with an empioy<r, ot other imparant me=tings, fvis always best to
prapare ahead of time.

a¥our personal invenbory containg valuable information for an emplover, but this is not 3 docuament that
ou give 1o an employer or read to an employer.

oA Self inventory 1s a way for you to think about your strengths, ments, and interests and to collect your
thoughts.

sYou need io use tha informatio 1o deveiop a SKHEINHATY,

»You need o pick out the most important qualities 2nd skills v share with an employer. Usually,
ndividuals whe are applying o7 2 job or who want to change s within thewr carrent worksite inok at
the joh descrintion for that position and cmphagize the gualizies 2:d sidlls thas maich the paruculss
pusitse,

+Practicing what you weat an amployer (o know about you—sirengths, talents, previous waork experience,
inrevesre—uwill ielp you feel more comfortabie and less nervous when vou de alk with 50 cmpioven

oBe sure zc keep in mind all the things vour teachers have said to vou akout speaking, likee having good
postute, making eve coneacs, organizing your thoughss befare speaking. etc.

o}t i helpful bo practice with people yon toust and to get their fesdback, Often the feedback gives you dues
as to how you can improve what you'ne saying.

*Wheu you give feedback (o others, it should always be respectful and constractive.

15




Session 4: Speaking Up About Your Strengths and Talents

s

‘ 'ot'agefnrparucip@ms to develop mms on the Selflnzy Fc«back t feach
participant will need multiple copies to rate peers)

TR ey

»Summariz:ng strengths and talents, etc. - Participanis use the Persoral inventory they compieled in the
DAST S285I0N I WTite a Summary. instructor reminds participants that trey have to privritize the mos:
impartant information.

=Practice - Eack: participant will present ius or her personal summary and receive feedback commenis
iromn the other participants. Based on the time avaiiable 2nd the individeals in the closs, the stetor
ca decide wiretiier participants present (o tae full group or whether they practice in small groups. Afler
eaca presentation, the remaning pammcipants will share fredback with the presenter, [Paricipants can
use a worksheer o record their feadback /comments before sharing with the group.)

*Ask participanity to complete the evaluado:: form [Allow tie in session)

-g; time permits, ask participanss to share comments—baseéd on thele cvalution comraents or other
oughis

einform participants of the upcoming topic { Disclosure)




Name of speaker

CONSIDER THESE: Circle the words below that describe the speaker's

| preseniation. ~
Voice | tow loud hard to hear  good j
| |
Speaking pace too fast 100 slow guod i
; |
Posture ‘ nee¢ds improvement good
. o
Eye contact needs improvement good I
Message/ideas unargarizad unclear good i
- i
Timing e long okay
Attitude positive/enthnsiastic

negative/hored

What did the speaker da well?

How can the speaker improve?

17




Session 5: Disclosure of Your Disability

. rie[; semumnartze ey oh:ﬂs from the pmwiou on Sks‘n abuse Vour Strengrhs and Talenes -
*Address questions.and coniments, a8 time p-ernlits

— e T o S A i s e e o g e e A | e ki b A 4 e e = 3 oA et 4 e St et e e
Y A .

1 1 M - ”
- r—— i i Ek S i w Vo™ ol el : B B . A L

-Deﬁnz :I.sduaure

sidentiiy afh'aamges to-disclosure

ldentify disadvantages to disclusure

+Consider your personal view of disclosing a disability

eBiscinsure
»Intentional
sPersonal decision
sAdvantages and disadvantsges
«Confidential
»Acooramodations (to be cuvered in detall in the pext session}
sExclusion
*Self-image

: ; ¥ Ryt P dvcry ] AL LRIKS = B i

=in genpml disrlose means to tell some*hmg orreveal qometh g w}u.n we discluse. we ar
intentincally proviging personai information about curselves.

sFor this session. wher we tailk sbour “disclesure,” we specifically mean telling or revealing infurmation
abour our health or disadility.

«Disclosing infurmation about a disability 13 2 pérsonat dession—about what and t© whom you want tn
give the infermation.

smar? advantages and disadvantages to disclosing information about your disability. (Handowt

e
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Session 5: Disclosure of Your Disability

»Link ro Difficulties of Disabilithes Disclosure: hupcf,fsinbyﬁﬁeen.oq/!(l:lﬂllﬁﬁ?}dlfﬁmmu-n& -
disability-disciosure/

»Handout of disclosure advantages and disadvantiges,
sfeference 8-5 & 8-8 of The 41 1oa Disnbility Disclosure for discussion ldeas.

A Aty - L

*Read Aloud - Read Bmily Laday's biog owtloud on the "Bifficulties of Bisability Disdosure®
sDiscussion - Afler reviewing the handoul listing advantages and disadvantages of disclosure, instructor
asks parricipants abeags their viaws [posisive ar negstive] in general.
»Instructor provides examyples of situations when pacticipants might choose w disclosure. Participants
offer pros and cons of disclosing in each situazing.
<Third-party phone call or reference
~in a letter of applicesion or resume
sjt1 3 cover letter
*Pre-imerview
«0Om the emplostrent application
+At the interview
afifver he or she has been offered a job
sDuring the course of employment
sfiever

-Bneﬂy fecap thv: content mm‘::‘ed Re%m bac.k o mrmbingthmn! ef- se]fad\rmtjr
=Ask patticipants to complete the evaluation form (Alldw Uines In session!

oif dme permits, ask participants to share commenti—hased on their vvaluaden conwcents or atiler
thoughts

=Inform participsnts of the upcoming topic (fob Accommuodutisns?

e - s Ty BN b Ay ATy

‘ -Ill:q) f,lwww nmd-pouﬂ:.mfo/f&n-on—dimhrliiy-dlsdost&e

~This is the jobr Accommadations Network, sponsored by the Oiffice of Risability Bmployment Policy
(ODEP) ;;ft;:c .S, Department of Labor. it is the premier “Go To” site for information abuut
arcommotatians

20




*Adapted from 411 Disability Disclusure

Advantages

it allows you o receive reasonable accommeodations so thatyou can work move affectively.

It provides legal protection against discrimination {as specified in the Americans with Disabilities
Act).

it réduces stress, since protecting 3 “secret” can taie a fot of energy.

it ensures that you are getting what vou need in order & be successful (for example, through an
accommodation).

It can improve your self-image through seif- advocacy.
it increases your comfor: level,

Disadvantages

*

It could ired to the experienct of belng excluded.

[t could iead to your heing treated differendy than others.

it cotld bring up conflicting or negative feelings about your self-image.

ft could cause other peopie to view you as needy, not self-sufficient, or unable to porform as well
as your peers,

It could cause you to be overlooked for a job, leam, group, or organization.

Disclosing personal and sensitive information could be extremely difficult apd/or embarrassing.

2%




Session 6: Accommodations - What You Need to be
Successful on the lob

ﬁﬂzﬂx summarze ksv DOIDTS from the pmvlm senlon [Dzs::lom qﬁ'«a’ Dssabm rv)
sAddress questionsand comments, 25 Hinie permits

o ] AT -
foy :,"L.“. oty .

«Define mmmodauons
ldentify atcommadztinns needed for specific jehs
sConvmznicate with aa cmpioyer sogarding personal accommodations Beeded

e omn =
= =g IS Rty s LT

h....,....,,.._s pos, £ = N O T FRLE SN Y SR S TT NI

=Previ =0L5 dmaxfswm/smmus focused on how hath sntt «.-n! s and hard sl are needed to be su;.c..-s\&.l
an the jeb. Thase are important “ingredients” that vau are rasponsible to hring o vour job.

sSemelimesa person may have gond soft skilis and hard shillls, but stilf need some supports te be able
do a job or o do a job well. Thece supports wre called accommodations.

+Jab ancommndacions are adjustments madeto the environment, the workspace, the buflding, or the-work
task.

=£ job accommodation allows an individual with 2 disability to ap[lv for 2 job, do the jub, or cojoy equal
actess w banefits avallabie to other individuals in the warkplace.

efccommndations are basad on an individual's needs to be adle e do theirjob.

«Some 2ccommadations may be simple {2, g, mare fmete da a task, 3 picture sequence for the steps uf a
task} and some may he more compiicated ané muce expenstve feg, & tabic with peight adjustments for a
wheelchair, 5 -.*wr-:-ﬂ competer sn'L\-,arc]

»There is a special vwebsite that can belp you identify accommodations that you niight need: joh
Accommodaton Networik, The web address is wvnw.asidanorg.

» Anopmmoiations Wmimbmt
«{Rleimer access
sPrajector and sevesn
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Session 6: Accommodations - What You Need to be
Successful on the Job

g { 9'\-

* Discussion - Instructor asks participants about accommodations they may ae using currently:
How do they heip? Are there other supports that they would like to have—and why?

« Information research — instructor explores the [ob Accommodation Natwork {IAN) website,
www.askjan.org with partivipants, Be sure o exzmine the section ticied 4 to Z of Disabilities and
Acenmmodations. It offers informiation on accorimodations and can be searched by three major
categories: disability, velated topics, and specific limitations.

» ldentiying specific needs - Instructor directs participants to complete the brief Accommodations

Worksneet Participants can refer to the Ask [AN website for relevant Inforation,

» Roie play [Tulking with an employer about accommodationsi- astructor pairs up participanzs to
roie play talking to an employer about accommodations they may need. Each participant should
take a turn to practice. Participants can use the bulleted listat the end of the Accommadations
Worksihest as a gulde for their statements eo their employer

¥ p— T S — e ——— - — - - —————— o —— e e e Ep— —_

= . SN Ty ST T RS P e B B A
s Briefly recap the content covered. Relate hack to overarching theme of self advocacy
* Ask participants to complete the evaluation form {Allow time in session)
= [f time permits, ask participants to share cemments—based on their evaluation comments or
other thoughts
* Inform participants of the upcoming topic {Rights at Work)

e This is the job Accornmodanions Nezwork, spoasored by the Office of Disability Eninloyment
Policy {ODEP] of the 1.8, Department of Labor. I is the premier “Go To” site for information
about accommodations.

« http://www.ncwd-youthdnfofassets/guides/411/411_Disability_Disclosure_complete.pdf
* Unit 5 of this 411 Disability Disclosuse manual by the Nationsa! Coliaboradve on Workforce and
Disability for Youth (NCWD) focuses on accommodations.

4




Name

How does my disability shew itself? What does It look like?

Wikat job am } working at or interested in?

What accommodations/help do I need in this job?

! [ofeeceten bl S

ASKING FOR ACCORBIMODATIONS

When yon talk with your employer to ask for accommodations, you shouid

Introduce poarseif

Share some of your strengths and job-reiated talents

State your disability amd difficuities yon are having wita your job
Explain what you do to accommodate your disability

Axk for specific accommodations

Thank your employer for talking with you

® & @+ & &

Adapted fram Stepping Forward - Connecticut Parent Advocacy Center)
ng
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Session 7: Your Rights as an Employee — Focus on the ADA

»Briefly summarize key poftts froma the previous session (3Whar You Need to Be Successfui om the job)
*AddTess questions and comments, a5 tims parmits

——— e

e —— T —— e ——— =
- ey 5 i T : k=% . JREL Tl

AT FRwoTTVves ' = oo AT I oGl X -y % o, = il

J : L als-m Y - it " § -l ’ " w Jood A, -y

Mnemiavs i et B e T L sl £ 2 AR £ s =~ : -

»Define discrimination o

*Describe the employment tights under the Americans with DisabBftes Act for an individualwith a disability

«Rucognize the responsihilities of an individuat with a disability sccording tn ADA

eRecugnize siumtions in which the rights of an individuaf with 8 disabifity are being denled or-negatively sffectad
in the worlplace

ZETR

Koy Terms.

Hneeply

«Discrimmination
sAmericans with Disabiiithes Act {ADA)
=Federal law

*Equal opportumity

*Arcess

*Rig7ts and responsibilines
eReosenahie occommodations

stindue burdcn/Undis hardship

o¥iolate /violation
T T R e B T
_E"%\):'i i ATt i Vi S R e £ 2wl A o L1 ke L I S
oWe know that it i5 wrong m discriminatg against

people boranye of their mce, cola, religion, dex, age. disability, of

wihers they wore bors In the Unitod States ther e Jaws sgeinst Glaommination.

*The Americans with Disshilities Act (ADA}is porhaps thi iost important federal law regarding dhe rights of
ingividualy with disobilites. :

«The ALL {5 consicered an 'ﬂ{i.l-ﬂ op'pormniy aw for ?eopio wish disabilities axd pmhihil‘.t Arweiciricstioe .o oy
AsPeCs ot dauiy e, for cxample ay it acvess t publc facilines and transportation. ‘

+Regarding employment and the workplace. the ADA makes i valawfil (o disesiminate agatases ndividuald in key
practies. recouitment huring/firing, tratning, asatgnnsents, pay, benefiss, laave, s1c.

+Under the ADA, individuals with digobiitiies who ave attsmpting 0 get 3 1ab or “whe are amployees alrzady aise fave
sertan responsibiifties: 4) They must ba qualified to do the job: bY They must éisclese their disabilsty isellideatay) w
the embloyer if chey intend to request accommedations: £} They mustaskan employer o provide the needasd
accommadations that are not currently availabic o them

*Under the ADA, an empiayer has o provide accommudutioss Hmt are consitersd “reatonable” and do nok conse
“undye burden” for the ompioyer

4 "reasonabic accommodation” may be asy change o adlustment o a fob, the work enviranment, or the vay work is
dene thar allinws  quakiited parson vath 2 disabziity w persorm the sssentsl whetiors ol e jubh orin recsive the
uenafits and priviieges of empioymens, which are availabic to enployees without a digabdlity. This is equal access.

slinder ADA, the accommodation must be sppeogpriate, but may wot be exacily what the individual with a disahiitty
Wants,

*"Undue burden” or “undue haréship® groscally miesns that the change would he extremsly diffieult to maike, so would
disrupl the buginess and/or would he extvemely axpansive,
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Session 7: Your Rights as an Employee — Focus on the ADA

sNohe needed,

TR Tho -0~ s S T T i R s W e 2 S e Nl B Tt SR I T LR
-Discussion [Would the 4DA sugport doing this?]- lostnwtor presenty scenarios anel asks parhicipanis o indicats
whether or 2ot the actions are supporied by the ADA—and why, This can he full grazp actvity ar participants can
Jincuss these in paes or smadl graups.
aione applies o job &t fibyary rhecking remrmed boaoks for damage befora they sre placed back on the shebves, Last
vear, Jose workad st 2 difterenc library doing the same job and earned the “Worker of the Momth” award several
tmee. Jose is teat and wears Rearmg aids. but e can speak and can waderstiod spesch when someona tg di
faring him, The uiereizwer tells inse that he's sarry hut they can't hire him. The nterviewer says that uthess
have difficulty commuTicating with him becsuse of his hearing loss. [Answer: This 5@ clanr violation of ADA fose 5
quaiified. The inczrviewer is discriminating agamst Jose becauss of his disabidlit.]
+Eva waris at  1sh §p the hospitai. She has cerebrai paisy and uscs a waeelchair, Eva takes the s 1o wark because
¢he doesat have 4 car, She iearned that there has boen o chizugé in the bug schedule and the bus ha has 2
wheetcrawr bl will be cosmuing an hour Lister, Lva wali ask her supertasor o taT her scart work an hour later, [Arswer
Zver has the pight tn requast this cocommndaton Mar empiaver will likely honor it Eecause it is a reagonibl
arcommodetion and does not disrupt werk If the cmpioyer dovs not honor it, filing an ADA dlabm i appropriate.]
oTran works al the reception desk for a small busheess. He has 2 spinal disorder and needs a chair witk speciai back
suppors. He ikas a particutar hrand of adjustabie chairs that have other convenient features fke cup holders aod
side packets He asked his employer 1o purchase a chair thal can supgort his back avd gave his hoss information
about the brand that has the cup holders and pockets, His empinyer hougit an adjustable chair from snother
company. Tae chair tnes aot have cup salders oy onckets. fAnswer: Aftheugh the chair that the WWM
i€ %P SXOCTHe What Tran vequested, i 1s ar apnropricte accommodation betwuse it does provide the support
neaded for Tran to do his jok effectivaiy}
~Ahilaigh is applymg for 2 positioa as an offlce cleric Her resume indicates deat sl has worked s on affice clerkat
anctaer business far two vears. She voluntacily teiis e emgrloyer at Wee new gite thot she has on imteliectnal
disahility znd will need oo have 3 daily written list of tasis she i5 responsible for. ur seme type of isistive
technoingy device that can remind her what nevds to bie done. The smplayer sawd that he could have one of the
managers send an vmadl list tu Zer on her cellphans each work day. fAnswer: This s a very =ppropriosc
accommodation]
Add other seemories to the discussion, as fime permits. The content Sor this iossior 18 moajority of the secion.

T3 _‘s_:".-v.-rﬂ?-t-l—__e,-.:-,_.. S A
— T o . : SN -

BT

i o8

sHiriefly recap the content covered. Relate back to avararcsing theme of seif advocacy
wAsk participants oo complete thé evalustios form (Allow time ie session)

o1 ime permits, ask participants to shase commenty—based on (heis cualuation comments or ather thoughts
«Infinem pasticipanes of the opooming topic | Finding Help at Work)

- R

RILE O PR N A Ty & S

«This Is the job Aoronunodations Networl, sponsored by the Office of Dissbility Bnrploymsnat Folicy (ODEF] of the
1.5 Deparnnent of Lahor. This spacific link is to their ADA library, a comprehensive Souree ol informatian on the
ADA

-htl'p:;/mvw.um%-mthlnfafmu}giﬂdas{d-llf-i-n_nuabiliw_Dludosure_cumpiem.pdf
olnik & of thie 7 7 Disabiliey Pisclosurs manual by the National Collaborative on Workforss apd Disability for Youth
(MOWD) foceses an ADA rights and responsioilites.
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Session 8: Finding Help at Work

LE a0 g
SR e,

* Briefly sivnmarize key points from the previous session { Riqbf.‘f as an Employet)
¢ Address questions _and COmiments, s ﬁm_e_ permits

T v S ———— T S —————a ... - —
e ; ATEPRE I}
e Al / B e d I
i § = A
e i T LI S = ——— e ot s

= Understand the role of 2 self-advocase as it relates to seeldng help 2t work
* Recognize the different types of support availabie at work
¢ Know when and where to seek advoracy support for warkplace righzs
* Know what o do in case of experiencing discrimination at work
T‘"T-) i 1(;, S W ons Fephs ; - | D5
» Natural supports
» Job coach
 Advocates
« Legal support
* Human Resources Department
+ Charge of discrimination
* Equal Employment Opportunity Commission [EEOC)

a— - - P p—— o~ e e e —— .
T T L S s e RS NSVESE a5 T

e pitrke T 0 1.‘)",\‘. P ,&N : LA S T hﬁ..nl ARAN A . - 2y

- f—i— e — S SEES S5 LS B B S S o - =~ - = S L LA ——

= None needed,
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Session 8: Finding Help at Work

AR T C A G G R BTy e

+When somenne is bired for a job it is generally not expected that they automatically know how to do
everything that may take place inthat job. Even when someone has a job, new things came up and there
are new things to iearn.

«Being a self-advocate does not mesn doing everything independently. Everyone—from the buss on down—
peeds help al some Umde.

oSelf.-advacates recognize their nead for help, know how to get the heip shey need, and use their best
communication skiﬂgltn spezk up and ask for help.

+There is a broad range of supports available 1o workers with disabilities:

oNatural supports - These are naturally sceurring supports: that means they are genarafly part of the
snvironment, At work, this can be support that is provided by supervisors or co-workers, who can answer
questions, demonstrate how to do 2 task, help find magerials that an individual needs, etc. Natural supports
have special aévantages: they faster sacial itegration with co-warkers, are autnmatically part of the
workplace--st are mors permanent. sad more casily available than paid job coaches, Natural supports are
ap important factor in job retention. (adapted from One Stop Tooikit website]

Job coaches - Sume worlers with disahilities have job cvaches who can help individuais to learn and do
their jobs. Job coaches provide individual, one-cn-oie training specific to an employees needs. The goal of a
job coaci is to train and belp an individual to be able o do the job without assistance.

«Manuals - Most often there are manuals at a workplace that cxplain the procedures for various jobs and
general information about the wozkplace, tike when paychecks are distributed, times aliowed for hreaks,
atc. Individuals with disabilities have the right to asic that the information in the manuals be provided ina
way that thev can have access To it. This may include ao suditary version, an pasy-th-read version, an
clectronic version, or other forms.

sadvacates - These zre individuals wha are speciaily trained to assist in upholding the rights of peuple with
disabilities, Advoraies may be paid or work as voiunteers, Individuals with disabilities can check with the
focai Vocational Rehabilitation Cencer to find advocacy services in their area

«Clrcumstunces for special support - Ofen, 3 supervisor or boss ¢an resolve problems at the worle At
times, however, individuals with disabifities may need sperial support, especially if they helieve they have
been diseriminated against at woek. (Remember what we leamed sbout te ADA and workers' rights ) L
may be necessary for an individual to get special suppurt, iaduding pussible legal support, Lo tesolve the
1ssye.

+if you experience discrimination at work, there is a genesal procedere you can foliow Lo help resolve the
probler

a1. Get an sdvocate - The advocate knows the law and the rights of individuals with disabdilities in the
workalace. They are watned to support ¥ou and can help you ges YOUr message 3CTOss clearly and
acuraraky.

«2. Go to the Human Resources (B.R) Department - Request a meeting with an HR representative. Bring
the advocate with you to the meeting. Also bring 3 written description of the discrimination. This shouled
be a ciear statemer: abous what happened. (if e company does not havs an H.R departent, go ta the
awner ai the company or ¥our boss. Do MIT do this ia the awner or the hoss ifs the parson who vou
helieve discriminated against you.)

*AS A LAST RESORT...

«3, File # format charee of discrirination - If you bave gotten advice from someone you trust {eg.
advacate, joh grach, menror, ex,) and you arg positive that you are being discriminated againstat work
berause of vour disability, the next step is to file = charge of discrimination. This i 2 furmal complaial Lo
the Equat Employment Opportunity Commission (EEOC), which is responsible for enforcing federal laws
regarding d:scrimination in the workplace, You may need an advocate or lawyer o help you. The EEOC s
alsa available o support you i filing a complaint.
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Session 8: Finding Help at Work

=Roie piay - split the class into pairs and have the participants brainstorms ways a job coach can: support
them once they g2t a job vs. the ways other collezgues and haturai supporis on the job can suppelt then.,
Have 31! pairs share their ideas with the fuli group.
*Discussion ~ [Course wrop ap] Instsuctor lists the major topics that have been covered in the sesslons ange
by-one and 2sks participants whal they remember or what ey thought was most Important (o the session,
“Self-advocacy at work
+Soft skills
= Self-inventory
aSpeaking up
+Disclosure
edrcommodations
*ADA rigins
-Fmqu hup

"

‘ﬁsk parncimnts to mmpletz I:lw evalu"'mou form {Allow tmein sess!on}
«If time permits, ask participants to shace comments—hased on thedr evalvation comments or other

~MyPathNY.org
»A FRE¥ online tooi that u:annzt&young people with disabilities in NYS to the people and resources they
meed to firsd and kecp a job,
shtips//www.esoc.gov/youth/downloads/general.pdf
hteps:/ /www.eeoc.gov/youth/fillng
»These links for the Equal Employment Opportunily Cosnussicn address vights and respensibilities at
wark and inforiraiion on the process of £ling 3 formal cherge of discnmination
ohittps/ fwww.careeronestisp.arg/Toslidt/ volkitasps

oTHhI3 I3 2 comprehensive source for informartian on carser explaration, tratning, and pobe,

Hox

3
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Pre/Post-Test

Name:

Date:

. How should you intraduce yourself to a

professional person you do not know?
a. Say “hello”
b. Shake hands
€. Say “mynameis
d. All the above

Self-awareness means?
a. To be informed about yourself
b. To be able to tell people about yourself
¢. To be aware of where you live
d. To be aware of your school

Self-advocacy means?
a. Being able to tell people who you are
b. Being able to speak up for you
needs/ideas
c. Being able to talk about yourself in a
crowd
d. Being able to express your opinion

Attitude is the most important factor in getting
ajob

a. True

b. False

9. List 3 positive work behaviors

5. When do you leave parts of a job application

6.

7.

80

T REGETIT R T AT S

blank?
a. You don’t know the answer
b. You don’t have information to include
{e.g. you don’t have job experience)
¢. You don’t leave any parts blank
d. You don't know how to spell something

When completing a job application you must
a. Check and edit for spelling
b. Use a pen or computer to complete it
c. Print
d. All the above

Self-disclosure in the workplace means?

a. Telling your boss you needed work
schedule and salary requirements

b. Telling your boss about your living
situation

¢. Telling your boss about your disability
and needed accommodations

d. Telling your boss about your family

Do you have the same rights in college or the
workplace that you have in high school?

a. Yes

b. No

¢. {don’t know

T T e e v e S T WS
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Lay it on the line

Self-regard is the ability to respect and accept oneself as you are. Place an X on the chart
below to indicate on each line where you rate yourself. In which areas are you satisfied or
dissatisfied? What could you do to improve the areas that need improvement?

Note: Balance is the key.

Total Slob Neat Freak
Room should be condemned. Room is spotless...you could eat off the floor.
<+ A —p
Hot Head Cool Operator
Get angry about every little thing. Takes a great deal to get me angry.
< A
Class Clown Quiet and Reserved
I say things that usually make others laugh. 1 rarely tell jokes.
A —>
Total Jock Non-Athletic
I love playing sports. 1 am not the least bit interested in sports.
<+ -5
Pessimist A Optimist
o I see the glass half empty. A I see the glass half full. .
Leader Follower
I have to be the boss. I never want to be in charge.
< A —»
Chatterbox All Ears
I love to talk. 1’d rather listen.
< >
My Lips are Sealed A Gossiper
I would never spread rumors. I love to tell “juicy” stories.
< P>
Couch Potato A Health Fanatic
TV and some junk food for me. Exercise and healthy foods are a must.
<

A B

Revised as of 28 January 03
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Name Game

In the one of the blank shapes below, vertically, write your first and last name.
Using the letters of your name, create words that express your positive
traits. (Refer to the example given.)

Use the remaining shape to write the first and last name of someone
who has influenced your life. Using the letters of their name, create
words that express why they have influenced you.

A assertive
N nice
K energetic

Example:

D delightful
O optimistic
E even tempered

H"“E‘&ﬂ‘?ﬁg{;
Revised as of 28 January 03




ﬁ . Learn to deal with your feelings in a positive way.

Today | Feel...

Use the picture below to identify how you feel today. Once you determine your emotional
feelings, you can respond by making smart choices as you interact with others throughout
the day. Recognizing your feelings and making a conscious decision to react positively to
your feelings is the difference between a good day and a bad day. You have the capability
to make this the best day of your life.

How do you feel today?

Revised as of 28 January 03 4



[ Am...

Emotional self-awareness is the ability to
recoghize one’s feelings. In the spaces below
complete eacCh statement based oh how you
feel. {Jse the blanhks to add your own feeling
words.

Example:
I am most happy when

1 feel embarrassed wheh

1 think negative thoughts about myseif when

Tam when

1 Feel when

1 think about when
Tam when

1 feel when

1 think about when
Tam when

1 fFeel when

1think about when
Iam when

1 Feel when

I think about when

Finish this statement: I think the wor|d needs...

7 Tf
&T

4
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Am T Assertive?

Agssertiveness is the ability to express your wishes and beliefs in a positive way.
Too little assertiveness can make you a doormat. Too much, ahd we Cah be
bossy ahd aggressive.

Think of a time wheh you were 3 doormat.

What happenhed?

What did you doz?

How did you feel?

Now, think Of a better way to handle that situation in the future. Write a
better response and practice it.

Think Of a time when you were too bossy.

What happened?

What did you do?

How did you feel?

Nouw, think of a better way to handie that situation in the future. Write a
better respohse ahd practice it.
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Get a Grip on Anger

Sometimes people use anger to get their way.
Being assertive doesn’t mean getting your way;
it means that you can express your wishes and
beliefs in a positive non-destructive way. Some
examples of how people deal with anger are
listed below. Brainstorm some ways that are
used to deal with anger. Include both good and
bad methods. When you have finished with a
list, go back and place an asterisk (*) in the
boxes of the methods that are healthy ways to
deal with anger.

[] Throw things

[ ] Scream

[] Countto 10

Oo0o00oooooooaogao
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It really isn’t
“My Way or Else!”




Setting Goals

Listed below are quidelines for setting goals that will help you achieve independence.
Answer the questions and try setting some reasonable goals for yourself. Goals are easier to
accomplish when they are clear, specific, and broken down into steps you can manage and
measure.

How to Set Goals

1. Understand Yourself
What do you do well?
What do you enjoy doing?
What are the most important things in your life?
2. Make Cleat, Specific Goals
A goal should tell you exactly what you want and should be measurable. For example, “l want to
score ten qoals in soccer this season” is both clear and specific.

3. Goals Should Be Positive
Say “ want to lose 5 pounds before the prom” rather than “1 will never fit into my dress.”

4. Set Time Limits
Give yourself a reasonable deadline in which to accomplish your goal.

5. Break Your Long Term Goals Down Into Smaller Parts
If your ultimate goal is to be a professional basketball player, a realistic, specific short-term
goal would be to make the varsity basketball team this year.

6. Write Your Goals Down
Keeping your written goals where you can see them will help keep you focused on achieving
them.

7. Check Your Progress
Evaluate your progress towards your goals. Are you doing what needs to be done to meet
your goals? 1f not, what can you do to get back on target?

Now, It's Your Turn

Write three clear, specific, manageable goals for this
coming week:
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To Do List

On the form below [ist all Of your assisnments, after SChool activities, practices,
Ccommunity events, appointments, etC. (Jse the “to do list” as a guide to assist You
in managing your time wisely. Include as much information as possible for each
event. Draw a line through each item as you finish it.

Monday

Tuesday

Wedhesday

Thursday

Friday

Caturday

Sunday
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T
N >&\@ 2 Teen Spotlight

Gelf-actualization is the ability to set goals ahd feel that you are accomplishing
those goals. {Jsing the newspaper layout below, design a newspaper highlighting
YOURSELF. Include your greatest accomplishment, a self-portrait of you doing
something that you enjoy, headlines, etC. In the bOX at the top, give your

hewspaper a uhique hame.

Headline

TFeature story about Favorite foods

Your greatest Gelf-portrait
accomplishment

Funhniest thing that

happehed to you
Favorite songs or gtory about your
groups friends
‘Personal ad
listing your
rengths
SEIERELD Your future plahs
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CONFIDENCE EXAM

SETTING AND ACHIEVING GOALS BUILDS SELF-
ACTUALIZATION. THIS HELPS DEVELOP GOOD SELF-
CONFIDENCE. PREPARE FOR THIS SELF-CONFIDENCE EXAM
BY TAKING A CLOSE LOOK AT YOURSELF. READ EACH
STATEMENT THEN CIRCLE THE NUMBER THAT INDICATES
WHERE YOU THINK YOU BEST FIT. TOTAL THE CIRCLED
NUMBERS AND CHECK YOUR RESULTS IN THE KEY BELOW.

NEVER OCCASIONALLY USUALLY

1. BASICALLY, | AM SATISFIED WITH MYSELF. 1 2 3 4 5
2.1 AM HAPPY WITH THE WAY | LOOK. 1 2 3 4 5
3.1 AM PLEASED WITH MY RELATIONSHIPS. 1 2 3 4 5)
4. CAN ACCEPT CRITICISM WITHOUT GETTING UPSET. 1 2 3 4 5
5. | KEEP TRYING WHEN THINGS DON'T GO MY WAY. 1 2 3 4 5
6. | AM GLAD FOR OTHERS WHEN GOOD THINGS HAPPEN. 1 2 3 4 5
7.1 AM WILLING TO SEEK HELP IF | NEED IT. 1 2 3 4 )
8. | ENJOY THE CHALLENGE OF TRYING NEW THINGS. 1 2 3 4 5
9. | FEEL COMFORTABLE MEETING NEW PEOPLE. 1 2 3 4 5
10. ] SET GOALS AND EXPECTATIONS FOR MYSELF. 1 2 3 4 5}

TOTAL SCORE

Key
TOTAL SCORE

41-50 YOUR SELF-CONFIDENCE IS GREAT!

31-40 YOU ARE MOSTLY SATISFIED WITH YOURSELF.
21-30 YOUR SELF-CONFIDENCE IS LACKING.

10- 20 YOU NEED TO WORK ON YOUR SELF-CONFIDENCE.

DO YOU HAVE THE CONFIDENCE THAT YOU DESIRE? IF SO, GOOD FOR YOU! IF NOT,
MAKE SOME CHANGES AND KEEP TRYING!
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Dear Responsible Friend...

Write a brief letter to someone you really trust. The letter should
consist of a request for advice concerning a real problem, present
or past. It’s ok to describe someone else’s problem, as long as you
know enough about it to be specific. Please include enough facts and clues as to the emotions of
the people involved to allow someone reading the letter to empathize with their feelings and point
of view. Sign your letter with a fictitious name. Wait until instructed to pass your letter to
another person. Once you receive a letter and read the request you must follow-up with a
response in writing.

When finished read aloud your letter and response to the group.
How much empathy did you feel for your correspondent in the situation described?
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HKigh sfire
(CGroup Activity)
Building self-esteem in yourself and

others is an easy task when giving and
receiving compliments.

You will need a large sheet of colored
construction paper taped to the back of
each person and a colored marker or
crayon.

Each person will move around the room and write at least one positive comment on
every other person’s paper. Comments should draw attention to that person’s
strengths.

When finished, ask each person to remove the paper and read what others have said
about him or her.

Open discussion should follow based on the comments shared,
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Focus Group

Form a focus group to debate an issue to find a solution. Share your feellngs,
beliefs and thoughts on one of the following statements.

AS A group, come to an agreement about the best way to addlress the topic.

1. Volunteering is a good way to learn responsibility.
Why and why not?

2. The only person that I should really compete with is myself.
Why and why not?

3. 1fIam a team member, I should put the good of the team before my own desires.
Why and why not?
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Overcoming Problems
"Breakthrough not Breakdown”

Problems often seem hard to solve. Forsome it's like facing a brick wall. Knocking down the
barriers and pushing through the brick wall is a remarkable feat. Without taking the problem on
yourself, whom would you help and what problems would you help them solve? On each brick
below write the name of the person you would like to help, and the problem you would like to
help them remove.
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N ame

Fishing for Compliments

We all need compliments once in a while. Write your name in the space provided,
and then pass this paper around to someone in your group. When you receive a paper, in
the spaces provided, write a compliment to the person whose name is at the top. Continue
to pass the paper around until it is filled with compliments then return it to the owner.

P /"'\f_f_);“ 1
. : 3y
- “ —’ o
/&5 /\:_/5 —-}m/\(_//\jf
& 4 A .

How does it feel to receive so many compliments?
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If I Had a Million Dollars!

WAIT A MINUTE! MONEY ISN°T EVERYTHING!

On each gift tag below, write the name of a person you would
like to give a gift. Around each gift box, write the gift that
you would like to give that person. The gift should be
something that will help develop a real friendship, like a
smile or an encouraging word. Now, think of other gifts you
can give to anyone at anytime.
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Things Are Not Always As They Seem ...

Think of a time that you jumped to a conclusion and said or did something you regretted.
Knowing the truth helps us make better choices. In the space below describe the...

Trigger Event (what happened):

Reference (how you incorrectly evaluated the situation):

u nhealthy Response (what you‘did or said that you now regret):

Truth (what was really going on):

H ealthy Response (what you can do or say better the next time):
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Understanding Emotions

Understanding emotional competence will help you know yourself and learn ways to fine-tune
your relationship skills.

Using the definitions listed on the right side of the page, place the letter of the correct
definition on the space for each Emotional Intelligence Competency term listed. There is only
one correct choice for each term.

10.

11,

12.

13.

14.

ii5)

Stress Tolerance
Independence

Empathy

Self-Regard

Optimism

Impulse Control

Problem Solving

Social Responsibility
Assertiveness

Flexibility

Interpersonal Relationship
Emotional Self-Awareness
Happiness

Reality Testing

Self-Actualization

Revised as of 28 January 03
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a. I am aresponsible, cooperative and contributing
member of society. I am socially conscious and
concerned about others,

b. I am able to resist or delay an impulse, drive or
temptation when I choose.

c¢. I am able to achieve my potential and get involved in
things that lead to an interesting, exciting and
meaningful life.

d. I understand, accept and respect myself.

e. I am sensitive to what, how and why people feel and
think the way they do. I care about others and show
interest and concern for them.

f. I am self-reliant and autonomous in my thoughts and
actions.

g. I am able to look at the brighter side of life and
maintain a positive attitude even when times are tough.

h. I am able to identify problems as well as generate and
implement solutions.

i. T know what I feel and why I feel the way I do.

§. I am able to establish and maintain mutually satisfying
relationships. I am comfortable giving and receiving
affection.

k. I am able to withstand stressful situations without
falling apart by actively and positively coping with stress.

l. I feel good and at ease in school, work and leisure
situations. I am able fo relax and enjoy my life.

m. I able to adjust my feelings, thoughts and behaviors
to changing situations and conditions. I am open to
different ideas and ways of doing things.

n. I am able to tune into the immediate situation and can
see things objectively; the way they are, rather than how
I wish or fear them to be.

o. I am able to express my thoughts and feelings and can
ask for what I need. I can defend my rightsina
constructive manner.



Understanding Emotions
Answer Key

1. k Stress Tolerance

; f Independence

n

w

: e Empathy

4, d Self-Regard

. g Optimism

. b Impuise Control

[$)]

[ )]

7. h Problem Solving

8. 0 Social Responsibility

9. O Assertiveness

10. TV Flexibility
e

11.J Interpersonal Relationship
L]

12. [ Emotional Self-Awareness

13.' Happiness

14, ﬂ Reality Testing

15.C Self-Actualization
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Responsibility Journal

What does personal responsibility mean to you?

Being flexible means we can change in order to become more responsible.
Think about some responsible things that you did during the last week.

Write down things you said or did that were responsible. Also, write
down things you said or did that you realize were not responsible. Based on your honest answers now, examine
your not responsible list. Complete the “what I have learned” section.

Responsible:

ACTION CONSEQUENCE
Not Responsible:

ACTION CONSEQUENCE
‘What I have learned...

Thought Questions:

1. Which do I have more of, actions which are responsible or actions which are not responsible?
What surprised me?

How do I feel about my not responsible actions?

Ral N

What steps will I take to improve?
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"But We Always Do It This Way"

Flexibility means that you are able to adapt to change and
sometimes do things differently. Flexibility skills can be learned and
improved. If we refuse fo try new ideas or accept change, we may
miss great opportunities to mafure.

Use this situation: You are a teacher and the Vice-Principal, Counselor
and Custodian all have the flu and called in sick.

Think of ways that being flexible will be very helpful for you as you
make sure your students have a good day. Think of some examples of
problems that will occur if you refuse to be flexible.

Write a short story to describe your day.
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MObius Strip

Problem solving can be fun! Here is one of the strangest loops you will ever see. It’s called
a MObius strip in honor of the German mathematician who first investigated its properties.
To build a MObius strip, you need a strip of paper about one inch wide and ten inches

long. Coil the paper into a simple loop. Then put a single twist in the loop before securing
the ends together with a piece of tape. Use a marker to color one side of the strip red and
the other side blue. You will soon discover that this loop has only one side!

Now, for some problem solving fun!

If we place two ants side by side on a MObius strip and start them off in opposite directions,
will they pass each other? If so, at what point? (Answer: Below)

Answer:

No, they will never pass each other. One ant will be walking on the top side of the strip, while
the other will be on the bottom side.
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How I See It!

Are the beliefs that you have about yourself TRUE or
FALSE? Do you see yourself as being a loser? Really
stupid? Not fitting in with your group of friends? Even
though your friends say you are NOT a loser—and tell
you how smart you are—and what a wonderful friend you are? It is still hard for you to
think that they are being honest and real with you. Our perception is our reality; therefore
we must work at changing how we see ourselves.

Write three words that describe how you SEE yourself.

Write three words that describe how you FEEL about yourself.

Write three reasons why those beliefs about yourself are RIGHT or WRONG in your eyes.

Now it is time to note your good qualities. Name three of your good qualities.
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Take A Look At This

Take 3 look at the warning signs of stress listed below. Check EACH of
the warning signs that apply to you. When you are finished checking
your warning signs, discuss your list with someone you can trust. Are
there any similarities? How much stress do you think you are currently
under? Discuss ways that you can eliminate some of the stress that could
start to cause you physical or emotional or behavioral difficulties.

Physical

__ headaches

stomach aches
dizziness

back pain

neck stiffness

ulcer sores on mouth
jaw pains

weight loss

weight gain
twitches (eyelids, face)
weakness

nausea

indigestion
excessive sleeping
overeating

loss of appetite
inability to sleep
skin problems
constant fatigue
cold hands or feet
excessive sweating
chest pains

high blood pressure

rapid or difficult breathing

Revised as of 28 January 03

Emotional

mood changes

lack of concentration
nightmares

panic attacks

anxiety

anger

irritability

crying

thoughts of suicide
depression

confusion

feelings of helplessness
restlessness

racing thoughts
aggressiveness

25

Behavioral

smoking
nail biting

tapping
pulling hair

grinding teeth

use of alcohol

use of medication
compulsive dieting
hair chewing

__ nervous laughter

____ Ppacing

lateness

putting things off

____ notcaring about

physical appearance

compulsive

overeating



Stress douvrndl

Before you Can deal with Sstress, You must learh to recoghize
what Causes it. Think about last week and list as mahy events
as you cah retember that caused you stress. {Jse the Chart
below to record the stressful events. Include all the
inFormation that will help you determine if there is a patterh to
your stress. This journal will help You recoghize what Causes
the most stress in your life. Be sure to rate each event as
vhigh", "medium®, or "low.” Think Of your reaCtioh to the stress.
For example, Did your heart start to pound? or Did you feel
your temperature rise? Write your reaction in the space
provided. Now, think of some ways to relieve the stress so You
can keep your cool!

gtress
Level
. Event (high, .
Date S (who, what, where) mediumm, My Reaction
jow)
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o~ DONTLOSE YOUR (0L

/ We all have certain things, situations, or people that
\ /é'(‘

cause us to lose our composure from time to time.
Don't Push the Panic Button!

Determine what causes YOU to “lose your cool” by
completing this activity. When you begin to identify
your stressors, you can become skilled at preventing
negative consequences. Place an X next to each factor
that causes you stress. There are blank spaces
provided so you can add your own.

What causes you to “lose your cool”?

being late

G

too much homework
speaking in public
babysitting

going to the dentist
arguments with friends
restrictions at home
chores

lack of sleep

no date for a dance

zits

physical education class
math class

English class

other class

cafeteria food

boredom

rude people

Nno money

no transportation
playing on a sports team

=
)
=
(7]
S
Q
c
Q
<
[\
o
N
=
S
<
S
x

[NS]
~

being cut from a sports team
losing something valuable
parents fighting

getting detention

your job

LT

taking tests

video games

using a computer
closed-in spaces
commercials
interruptions while busy
getting an injection
arguments with parents
fight with boyfriend/ girlfriend
losing

careless drivers

slow drivers

loud people

baby crying
disrespectful children

a friend betrays you



EMOTIONAL SQUARES

In each square write what you do when you experience the emotion
listed. Include both productive and destructive behavior.

Aggravated?

Angry?

Depressed?

Content?

Scared?

Worried?

Happy?

Energized?

Do you have more positives or negatives listed? Having someone you trust to talk to when
you are feeling out of sorts helps you avoid negative behaviors and consequences.
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IT'S ALL. IN YOUR HEAD

What does your brain contain? The picture of the head is divided into sections. In
each section write or draw what you spend the most time thinking about.

Optimism is the

ability to look at oo o
the brighter side of
life and to maintain a
positive attitude, even in
the face of adversity.
Next, using a
different color
pen or pencil,
write positive
thoughts to
fill your
brain.
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Extra, Extra, Read All About It!

On the newspaper below, write 3 story that highlights the #1 goal that you want to achieve in
your life. Be sure to describe the steps you need to take to meet your goal. Now, be honest,

every goal is achievable if you take the right steps.

™~ WS
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Laughter helps us feel good. So, spending time with people who make you laugh is
a go00d way to relax. Answer the guestions below and have a laugh or two!
Who is ohe of the funniest people You know?

What is something this person said or did that made you laugh?

What is the fuhniest thing that has ever happenhed to you? Describe.

What is the funniest thing that has ever happenhed to your best friend? DescCribe.

DescCribe something your favorite comediah did that made you laugh.

Did anything make you laugh today? If so, what?

e [N e e B | | S E ] [ ] 1 il 1 | [ |

Draw a Cartoon CharacCter of yourself as a baby, teenager, and distinguished elder.
Have fun!

Revised as of 28 January 03 31



Happingss

The Best Pay of My Life

Spend a few minutes thinking about what the best day of your life would be like. Then write a story
describing in detail everything about that day. What makes this one day the best day of your life?
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