Vocational Training/Job Skills

Office/Clerical

· Sorting(shape size, category, color, zip code)

· Mail preparation(folding, stuffing envelopes, collating and stapling)

· Filing (match to sample. Matching numbers, and matching letters)

· Rubber banding, stapling, collating, paper clipping

· Alphabetical order

Housekeeping

· Identify and use cleaning products

· Systematic cleaning(top to bottom left to right and following certain order)

· General cleaning skills

· Public area cleaning

· General cleaning skills

· Awareness of cleaning materials and products 
Laundry
· Sorting 

· Steps to operate a washer and dryer

· Reading a label

· Identifying laundry symbols

· Completing a wash cycle
Grocery

· Distinguishing between food and nonfood items, dry and cold items, and recognizing soft/squishy foods

· Bagging groceries

· Straightening shelves

· Stocking shelves

· Customer interaction

· Personal appearance

· Identifying where an item belongs in the grocery store

Retail

· Hanging up clothing

· Unpacking merchandise

· Stocking shelves

· Trash disposal

· Inventory sheets

Miscellaneous 

· Identifying personal information (name, address, age, phone, birth date)
· Copying/writing personal information

· Identifying elapsed time

· Reading a schedule 
Work Ethic

· Follow simple routine

· Follow directions(one step and multiple steps)

· Display mannerly attitude

· Request help/communicate needs

· Recognize and correct mistakes

· Accept redirection gracefully

· Display appropriate behaviors and social skills

· Work cooperatively with co-workers

· Punctual

· Display reliability reporting to work

· Work until tasks are completed

· Making appropriate choices

· Communicating needs

· Time management skills 

· Attendance 

Functional Words

· Indoor/outdoor survival and safety signs

· Work words

· Food words

· Restaurant words

· Cleaning items vocabulary

· Identifying and obeying signs in the community

· Laundry vocabulary

· Completing  personal information forms and applications

Functional Academics

Money Skills

· Coin identification

· Counting change

· Identification of values

· Making change

· Dollar more method

· Identify and add prices

· Banking skills

· Menus

· Shopping skills

· Use of vending machines

Number Skills

· Number identification

· Number value

· Number order

· Writing numbers

· Rote counting

· Addition

· Subtraction

· Multiplication

· Calculator skills

· Skip counting(2, 5, 10)

Time Skills

· Reading analog and digital time

· Time duration and intervals

· Time to hour, half hour, fifteen minute, and one minute

· Wear a watch each day

Calendar Skills

· Identify days weeks months, seasons, schedules, holiday awareness

· Seasonal vocabulary words

Comprehension Skills

· Short stories

· Question skills

· Listening skills

· Sequencing

· Categorizing

Dictionary Skills

· Spelling

· Alphabetical order

Writing Skills

· Handwriting

· Sentence structure

· Capitalization

· punctuation

Life Skills

Personal Information

· Identifying, reading and writing personal information

· Signatures

· Job applications

Personal Management Skills

· Bathroom skills

· Personal hygiene

· Preparation for weather conditions

· Time management

· Self-help skills

· Eating skills/table manners

· Mobility

Communication Skills

· Listening and following directions

· Communicating needs

· Appropriate social skills

· Identifying emotions and proper responses

· Maintaining eye contact

· Greeting skills

Relationship Skills

· Maintaining positive relationships

· Knowledge of types and degrees of relationships

· Conflict resolution

· Getting along with others

Community Events
· Stranger awareness

· Places and people in the community

· Accessing public machines

· Identify and obey signs in the community

Current Events

· Awareness of current events, news and sports

· Using a magazine or a newspaper

Leisure Skills

· Appropriate game skills

· Socialization skills

· Age appropriate activities

· Interactions with peers

Culinary Arts
Nutrition

· Identifying fruits and vegetables

· Identifying and following healthy eating habits

·  Basic food groups

· Planning a healthy meal

· Making good lunch choices

Kitchen Safety

· Using an oven and a microwave

· Identify when appliances and utensils are hot

· Use potholders/oven mitts

· Knife safety

· Personal hygiene (i.e. hand washing) and proper dress

· Identifying hot/cold foods

· Properly storing foods

Basic Cooking Skills

· Identifying reading and following recipes

· Identifying cooking utensils  and appliances and their use and function

· Measurements

· Silverware sorting

· Setting tables

Grocery

· Distinguishing food vs. non-food

· Identify items and location in a store

· Pay for items in check out

· Make a shopping list

· Use coupons when purchasing items

Kitchen maintenance

· Identify and use cleaning products

· Systematic cleaning(top to bottom left to right and following certain order)

· Filling a sink

· Using a dishwasher

· Drying and putting away dishes

Work Ethic

· Follow simple routine

· Follow directions(one step and multiple steps)

· Display mannerly attitude

· Request help/communicate needs

· Recognize and correct mistakes

· Accept redirection gracefully

· Display appropriate behaviors and social skills

· Work cooperatively with co-workers

· Punctual

· Display reliability reporting to work

· Work until tasks are completed

· Making appropriate choices

· Communicating needs

Technology

Computer Skills

· Identifying parts of the computer

· Operating the computer and mouse

· Keyboarding skills

· Internet safety

· Appropriate computer behavior

· Saving and printing work

· Internet searches 
· Using educational websites and software 

· Word processing
· Using the Smartboard correctly
· Using the V-tree virtual reality software and Wii for educational purposes
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