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Name:

___/5marks

Planning 10 Course Planner

Complete all the following contact information that applies to you and check the one that is the best way to
contact you during the day:

1 Home Phone: O Work Phone: A Cell:

Q Email:

U other way to contact you (explain)

When is the best time for your teacher or tutor/marker to contact you? __: AM PM

Check your Grade: U Grade 9 U Grade 10 U Grade 11 O Grade 12 U Graduated QO Adult Learner

Timetable Options/Course Plan

One of the keys to being successful in anything that you do is to take the time to plan carefully. The objective of this
section is to help you create a timetable for managing your schoolwork and enable you to set goals for finishing all of
your courses by your desired completion date. Most full-time students complete 3 to 5 assignments each week.

The flexibility of our distributed learning program offers you many choices but a plan for completion is essential to
success. Most full-time students complete 8 courses in a school year (10 months). The most common timetables are
‘semestered” (4 courses at a time) or “linear” (8 courses at a time).

What is your planned schedule? 0 Semester System (22 weeks) U Linear System (44 weeks)

Q other: (explain)

What is your intended START date for this course? U Now QO other date:
What is your intended completion date for this course? (month) (year)
How many courses are you taking with us this year? How many with other schools/programs?

Planning 10 consists of 18 more send-in assignments (no tests). How many assignments per week must you do to

complete this course as planned?

%}%‘ * Ona calendar, mark the days you will send each assignment.

* Add this same information from other courses to help you create a schedule for
completing all your courses.

*  Record the actual dates you submit work so you can track your progress.
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Delivery Method

SCIDES recommends you take Planning 10 delivered online through Moodle. You may access this course once you’ve
completed registration and this assignment by going to our website (www.scides.ca) and clicking on the Moodle link.
Included in the package that will be mailed to you is a separate sheet with user name and login instructions.

% Are you able to do Planning 10 online?

Q YES Q NO If NO, why?

If needed, Planning 10 is ALSO offered as an online-supported print course. You will receive workbooks in print form and
you have the option of also accessing the online support also thorugh Moodle. If you sign up for the Planning 10 online
classroom, you may still choose to do assignments on paper and send in by regular mail.

In the online classroom, you will find:
»  assignments uploaded as templates in Word. You submit the completed assignments electronically.
»  tips & pointers for doing the course including comments from the marker/tutor and links out to websites that
clarify the concepts
» access to other Planning 10 learners and your marker/tutor

Benefits to the online classroom:

word-processing ability on assignments

clarification of concepts and/or assignment instructions

quicker turn-around time for marked assignments

improved/corrected assignments (the uploaded assignments may differ from the print versions)
participation is completely optional even once you have access

VVYVYVY

%‘ Would you like access to the online classroom for Planning 10 (print)?

Q YES Q NO THANKS

Anything else?

Is there anything else you would like us to know about you or your education plans or learning style that will help us provide
you with better service?
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Part A: Goal Setting

Personal Goal Setting

You don’t have to be a professional athlete or the CEO of a Fortune 500 company to set goals. Instead,
what you do have to be is an individual who desires success — be it in your career, within your family, or
perhaps with your personal finances.

Goal setting is simply an organized personal planning process. It is a reliable method for identifying
what you want to achieve - whether in the long- or short-term, and whether in your personal life or your
professional career. And the process of setting goals gives you the laser-sharp focus you need to achieve
real and lasting success.

So, to start setting goals, perhaps the first step should be to simply take some time to decide what
direction you want your life to take.

From there, goal setting keeps you focused on your chosen direction and can act as a reference point any
time you feel you have strayed from your determined path. In this capacity, goal setting offers yet
another benefit, which is to help you more accurately identify the distractions that are serving as road
blocks on your path to success and happiness.

Perhaps one of the most immediate effects of goal setting is the gratification you feel when you set a
goal, stick to a plan, and achieve it. You only have to do this once to know that the fulfillment and
pleasure you derive from achieving your goals is a strong catalyst for returning to, and relying on, strong
goal-setting techniques and methods again and again.

And, once you start setting goals and meeting them, you will quickly notice an improvement in your
confidence level, which will have a positive impact on every area of your life. In working to achieve
your goals, you will also soon have a better understanding of your strengths, while simultaneously
developing a stronger sense of accomplishment, one that grows with every single goal achieved. Now,
talk about a great return on your investment!

To effectively set goals, you must first understand that the process actually takes place on a variety of
levels. It is best to start with the bigger picture here, or your life-long goals. These goals are then broken
up into smaller goals, which, of course, represent your day-to-day goals (and act as stepping stones on
the path to life-long goal achievement, or success). These smaller goals oftentimes can be broken down
even further, in an effort to provide you with all the steps you need to take to achieve your goals — both
immediately and in the future.

Once you start this process (and stick to it) it won’t take long for you to see the results, which include
being able to break down even the most complex life goals into stepping stones that you can tackle every
day, until you reach the bigger picture, or have achieved your lifetime goals.

And, once you have set the large, lifetime goals, you may find that the process becomes even easier (and
more beneficial) if you break down the goals into specific categories. For instance, you may want to take
a piece of paper and write on it various columns with headers such as career, financial, family, etc.

Then, take a minute to organize your lifetime goals accordingly.
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Thankfully, there is a great deal of information and a full array of resources that you can rely on as you
work to set and achieve your goals, including tips, techniques and the methods used by some of the most
successful people in the world who, just like you, started out by obtaining some useful information and
then moved forward with a list that helped propel them to high levels of success and happiness.

Just like you can, these people simply decided what they wanted to achieve and took the time to start the
process by setting the goals needed to achieve their overall plan — a process that has created some of the

world’s most successful business people, most celebrated athletes and most recognized public figures.

Taken From James Manktelow and Kellie Fowler of http://www.mindtools.com.

Creating S.M.A.R.T. Goals

Speciﬁc
Measurable
Attainable
Reatistic
Timely

Specific - A specific goal has a much greater chance of being accomplished than a general goal. To set
a specific goal you must answer the six "W" questions:

*Who:  Who is involved?

*What:  What do I want to accomplish?

*Where: Identify a location.

*When: Establish a time frame.

*Which: Identify requirements and constraints.

*Why:  Specific reasons, purpose or benefits of accomplishing the goal.

EXAMPLE: A general goal would be, "Get in shape." But a specific goal would say, "Join a health
club and workout 3 days a week."

Measurable - Establish concrete criteria for measuring progress toward the attainment of each goal
you set. When you measure your progress, you stay on track, reach your target dates, and experience the
exhilaration of achievement that spurs you on to continued effort required to reach your goal.

To determine if your goal is measurable, ask questions such as......How much? How many? How will I
know when it is accomplished?

Attainable - When you identify goals that are most important to you, you begin to figure out ways you
can make them come true. You develop the attitudes, abilities, skills, and financial capacity to reach
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them. You begin seeing previously overlooked opportunities to bring yourself closer to the achievement
of your goals.

You can attain most any goal you set when you plan your steps wisely and establish a time frame that
allows you to carry out those steps. Goals that may have seemed far away and out of reach eventually
move closer and become attainable, not because your goals shrink, but because you grow and expand to
match them. When you list your goals you build your self-image. You see yourself as worthy of these
goals, and develop the traits and personality that allow you to possess them.

Realistic - To be realistic, a goal must represent an objective toward which you are both willing and
able to work. A goal can be both high and realistic; you are the only one who can decide just how high
your goal should be. But be sure that every goal represents substantial progress. A high goal is
frequently easier to reach than a low one because a low goal exerts low motivational force. Some of the
hardest jobs you ever accomplished actually seem easy simply because they were a labour of love.

Your goal is probably realistic if you truly believe that it can be accomplished. Additional ways to know
if your goal is realistic is to determine if you have accomplished anything similar in the past or ask
yourself what conditions would have to exist to accomplish this goal.

Timely - A goal should be grounded within a time frame. With no time frame tied to it there's no sense
of urgency. If you want to lose 10 Ibs, when do you want to lose it by? "Someday" won't work. But if
you anchor it within a timeframe, "by May 1st", then you've set your unconscious mind into motion to
begin working on the goal.

*T can also stand for Tangible - A goal is tangible when you can experience it with one of the senses,
that is, taste, touch, smell, sight or hearing. When your goal is tangible you have a better chance of
making it specific and measurable and thus attainable.

Taken From James Manktelow and Kellie Fowler of http://www.mindtools.com.
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1. Write 3 paragraphs (300 words) explaining the main points from these articles on Goal Setting:
Include information such as -What is goal setting? What are the effects? How does one go about setting
goals? Use additional paper if necessary. (15 marks)
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2. Think carefully, then make a list of 5 goals using the SMART guideline: (Specific, Measurable,
Attainable, Realistic, and Timely). Use the table on the following page. Feel free to expand the blocks
in the table if you need more room (or attach a separate paper). You might set goals around school
topics; career/job goals; personal goals like learning a skill, sport, or hobby; or family/friends goals like
showing your family members or friends you love them, or want to go on a vacation with them. (25
marks)

1 WILL ORDER THE CHICKEN SALAD AND
IT WILL BE THE GREATEST CHICKEN
SALAD MAN HAS EVER TASTED!
| WILL NOT BE DENIED!!!

GLASBERGEA)
After the goal-setting workshop,
Larry’s life was never quite the same.

questions adapted from www.cides.sd57.bc.ca
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Part B: Decision Making
Throughout the Planning 10 course you will be asked to make decisions or gather information to help
you make decisions. In your life, you will be faced with decisions on a daily basis — some will be minor

decisions — others will impact how you enjoy the rest of your life.

‘Truths’ about decision making:

* There's no way not to decide.

e IfI don't decide, someone else will.

* [ can change my mind.

* I can make more than one decision about something.

¢ I don't have to live or die with every decision.

* I don't have to decide for anyone but me.

* I candecide even if I don't have the perfect answer.

* I candecide even if I'm unable to eliminate all the risks.

* I may have to make some decisions that won't please others.

Taken from: www.smartrecovery.ca/

The following information is taken from: http://www.decision-making-confidence.com/

Decision Process

What is it?
Decision making is about choosing from several options or ideas and taking action to generate a
particular result. It is usually considered to be a rational and logical thinking process.

However, this does not explain the decision making process in every case. Sometimes you will hear
people saying things such as 'l listened to my heart' or 'I went with my gut'. Obviously, they are using a
different (intuitive) approach.

There many styles to decision making -- they may play it safe or be willing to take risks.

The stages
Firstly, it's important to be clear about what you want the decision to achieve.

Next think up alternatives that might get you what you want. The information-gathering stage involves
assessing the various alternatives and their consequences. The idea here is to work out which alternative
will give you your best outcome. The alternatives are compared rationally and logically, with the pros
and cons being listed and ranked in importance.

A decision is not complete until you take action, and then determine if the action got you your outcome.
If not, you need to review your decision.

What works?

Remember that decision making is a skill. That means it's learnable but it's not enough just to have
somebody explain the decision making process to you. It's much more useful to go through the process
and then practise, practise, practise...



How to make faster decisions:

Here are some decision making tips for you to consider before you even make a decision. By
considering these ideas, when it comes time to decide, you will know how to make faster decisions.

You are No.1

When making your decisions, put yourself first. It's important that you're better off as a result of making
the decision — not just in the result that you get, but more especially, as a person. The decision should
allow you to maintain who you are, without compromise.

Your Family
It's important not to compromise your family either. If you consider your family important to you,

demonstrate this by creating balance in your decision making. Whatever decision you make, you and
your family should benefit in the short-term and in the long-term.

Make your own decisions

If you allow others to make decisions for you instead of making your own decisions, then they are
running your life. In effect, you're giving them control and you are living the life they think you should
have. Who's life do you want to live?

Take responsibility
This is a big one. In order to take responsibility for your own decision making, it's useful to have a
strong sense of self and be comfortable in your own skin.

Of the decision-making tips, this is often the one that people are most reluctant to take on, and the one
that has the most impact!

When you take responsibility, many things are possible for you:

* If things don't go according to plan (as they sometimes don't!) you're never a victim
* You immediately consider what you can do differently and you act on it

* You are free to make a different decision at any time

* You are prepared for the consequences, whatever they are

* Other people respect you

* It makes it easier for them to take responsibility for their own decisions

How will it work out?

Most people want to know how things will work out before they make a decision. This is a decision
mistake and is usually counter-productive. The world is chaotic, unpredictable, and unexpected things
happen. It's much more useful to take things one step at a time. To make a decision, you only need to
know what the single next step is that will get you closer to your outcome. Then, having taken this step,
you make your next decision. It is important to choose steps that fit your values and long-term goals.

Assess and update

Having made your decision and started into action, it's important to continually assess what's going on.
Is what you're doing getting you to where you want to go? If it's not, you may need to make a different
decision. It seems obvious and yet it's amazing to notice the number of people who think that once
they've made a decision they have to stick to it, even if it's not getting them what they want!




Permission to change
Give yourself permission to change your mind. Always. At any time.

Changing your mind may be the first step to changing your life and learning more about personal
growth.

Change your decision reluctantly

This may seem like a contradiction of the previous decision-making tip. Those who are successful in life
are able to make decisions quickly, and are slow to change them. People who are not as successful, are
much slower in decision-making and tend to change their mind a lot.

There are lots of decision-making tips to be had from studying successful people because they know
how to make faster decisions. They generate outcomes and keep them intact. Once they decide to aim
for something they keep moving towards it, regardless of the obstacles that arise. People who fail do so
because at the first or second hurdle they give up. They change their mind, make a different decision —
then at the next hurdle they make a different decision again.

So do successful people never change their mind? Of course they do. They make a different decision

when the information in the environment shifts radically and indicates that it's appropriate to do so.
Then they commit fully to the new decision.

How To Enhance Your Decision Making Skills

Commit!

When you make a decision, you can do one of two things. You can spend a lot of time, effort and energy
considering what it would have been like if you had made a different decision or you can spend that
time, effort and energy on making your decision work. You get to decide.

Do the right thing

Many people want to do the thing right. In fact, it is one of the major reasons for delaying decisions.
They want to get it right. It is much more important to do the right thing. Most people really do know
what the right thing is but because it's difficult, disagreeable or uncomfortable, they choose not to make
that decision. They choose something different. The consequence is misery. Only the amount and
duration varies.

The best

Another barrier that may delay your decision-making: the desire to make the best decision. In truth,
there really is no way to know which is the best decision. Every decision will have consequences, so
what people end up doing is comparing the consequences. This makes for an unclear decision. It doesn't
actually get anything done. There may be several equally viable choices.

It's much more useful to consider whether a particular decision will be effective or not, within the frame
you choose. People in critical situations quickly learn this decision-making skill. Gary Klein has studied
firefighters and medical personnel, people who make decisions in life or death situations. They just don't
have time to weigh up the pros and cons. They are asking themselves about the effectiveness of a
particular option. If they think it'll work, they go for it.



If at any point along the line they realize it is not working, they choose a different route that they think
will work. Then they do that. They will cycle one option at a time, until they find one that works. They
improve their decision-making skills with experience in their area of expertise, so their first option is not
random. It is the one most likely to work.

So it's much more useful to be effective and get the job done than to spend endless hours trying to
determine the best decision.

I need to be 100% sure

Again, this delays making the decision. It's a myth that you can be 100% sure with people. Humans are
complex, dynamic creatures. Life itself is messy and unpredictable. And the future, well, that's an
unknown quantity.

Don’t give it too much thought

Most of the decision -making models and processes available are organized around assessing and
understanding the issues at hand. The idea is to build your decision-making skills so that you use critical
thinking to reason and think your way to making good decisions. Occasionally, it is suggested that you
actually use your intuition, but not at the expense of logic and rationality.

To deyelop your dqcisiop-making skills, this concept is one to pay off the mark con o vk sore
attention to. There is an 1d§a t.hat we actually make our de?01510ns WM, T NEED YoUR ASSISTANCE,
emotionally, and then justify it with reasons apd explanations, even TT'S N EMERGENCY! T'VE ALMOST
excuses! An example would be making a decision to buy something that TALKED MYSELF OUT OF BUYING
you cannot really afford, but somehow you find a reason that it would be THIS DRESS. -

useful to you.

"The stereo costs more than my budget, but it would look great in my room and
the great sound would allow me to work more effectively”.

Sound familiar? Wouldn't it make sense to know your own emotional
signals that let you know how to make good decisions? Not only would
you be able to make more effective decisions, but others would not have
the power to manipulate you!

Not making a decision

It is sometimes thought that by not making a decision, you cannot go wrong. The difficulty here, of
course, is that not making a decision is often a very poor decision. And not making a decision may
actually be a decision to not take action. A classic example is that there's a career change needed, but
nothing happens. Another example might be not making those decisions that are needed to keep yourself
organized. Delayed decisions are a primary cause of disorganization.

It's usually much more effective and useful to make a decision, act, assess as you go along, and change
the decision later if indicated.




QUESTIONS:

1. List the 3 basic stages of decision making. (3 marks)

2. Briefly explain why we can’t be absolutely sure how our decisions will ‘work out’. (2 marks)

3. Should you be quick or slow to change decisions that you have made? Why? (2 marks)

4. List 3 things that prevent us from making quick decisions (or any decision at all). (3 marks)



5. YOUR DECISIONS: Complete the tables below based on a decision that you had to make in the
past year. This could be a personal, financial, education, career, etc. decision. (10 marks)

Briefly describe a decision you needed to make in the past year (fitness, eating habits, quit smoking (not start), change style
of dress/image, get a job, change university plans, buy a car, etc.)

List others affected by your decision: List some of the issues/risks/consequences you needed to consider.

The action you took/decision you made:

Would you decide differently next time (Why/Why not?):




MORE DECISIONS: List at least 5 fairly major decisions that you think you will need to make
before you graduate from high school. These could be personal, financial, education, career,
decisions, etc. (5 marks)

off the markcom oy vk paisi
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Part C: Searching for a Job

1. It isn't easy searching for a job nowadays. Give 5 examples of places to search for jobs in your
area(hint: give websites, phone numbers, talk to family/friends for ideas etc). (5 marks)

2. Pick one job advertisement from your town (hint: your above answers will help you . List all the
details of this job, and include how you found this advertisement and how you chose it. (5 marks)

3. How would you prepare yourself to apply for this job? What additional training might you need in
order to qualify for this posting. (4 marks)




Part D: Applying for a Job

There will be a time where you will have to make a decision to apply for a job. After you apply, there is
a possibility of a job interview. Preparing for one properly will only help your chances of succeeding
for the position.

The key to successful interviewing is to do exactly what a professional candidate for employment would
do. That's the best way to make a positive impression on a prospective employer and to enhance your
chances of the getting the job. These interview guidelines will help you make just as good an
impression:

Teen Interview Attire
The most important rule for interviewing is to dress appropriately.

Applying for a part-time or summer, non-professional, job is a little different from applying for a full-
time professional position. Dress should be, at the least, neat and tidy. Business casual is usually
appropriate. For example, khakis and a neat tucked in polo shirt would work well. Your shoes should be
moderate and you should avoid extreme hairstyles or colors. Also, keep makeup and perfume to a
minimum. No jeans or shorts, no tank tops, crop tops, or anything especially low cut (shirt or pants) or
too short (skirt or blouse) - keeping everything professional is a must.

What Not to Wear on a Job Interview
Unfortunately, the clothes you might wear everyday to the mall, or out with friends, usually aren't
suitable for an interview.

It's important that when applying for jobs, one would dress professionally, to impress their potential
employers and convey themselves as mature, responsible, and ready to work. Unfortunately, the clothes
you might wear everyday to the mall, or out with friends, usually aren't suitable for an interview.

Interview Questions
Review typical interview questions and answers and practice your responses before you go. Ask a
family member or friend to ask you some questions, so you can practice your answers.

Do take the time to personalize your responses so they reflect you, as a person and as a candidate for
employment.

Why Are You Looking for a Job?

Why Are You Interested in Working for Our Company?

How Has School Prepared You For Working at Our Company?

What Do You Think It Takes to be Successful in This Position?

How Would You Describe Your Ability To Work as a Team Member?
What Has Been Your Most Rewarding Accomplishment?

Tell Me About a Major Problem you Recently Handled.

Have You Ever Had Difficulty With a Supervisor or Teacher?



Be Prepared

Don't just show up for the interview. The more information you have prepared in advance, the better
impression you will make on the interviewer. Take the time to get working papers (if you need them)
and references, before you start looking for a job. Bring the following with you to the interview:

Completed job application (if the employer doesn't have it already)
Working papers

References

Resume (if you have one)

Note pad / pen

Be Polite

It's essential to have good manners when interviewing. Shake your interviewer's hand. Don't sit until you
are invited to. Don't slouch in your chair. Don't use slang or swear. Be polite, positive, and professional
throughout the interview.

Know Your Schedule

Know what days and hours you are available to work. The employer will ask. Flexibility is definitely an
asset, because the more time you are available, the easier it is for the employer to set a work schedule.
Also know how you are going to get to and from work, if you don't drive.

Be on Time
Arrive at the interview site a few minutes early. If you're not sure where to go, get directions ahead of
time. If you don't have a driver's license, make sure you have a ride.

Go on Your Own

If your mom or dad brings for you an interview, don't bring them into the interview room with you. Go
by yourself. It's important that you speak for yourself and connect with the interviewer, without
someone else's assistance.

Send a Thank You Note

Take a few minutes to thank the person who interviewed you. If you have an email address, send an
email thank you note, otherwise send a paper note thanking the interviewer for taking the time to meet
with you.

1. List three ways you can dress appropriately for an interview (3 marks).



2. In a few sentences, describe why it is important to dress appropriately for a job interview. (3 marks)

3. Imagine that you were preparing for an upcoming job interview. What job did you apply for, and in
paragraph form (100 words), describe what you would do to prepare yourself for an interview (talk to
family, friends, use resources such as employers or the internet to gather information). (10 marks)




Part E: Getting to know you better

1. Introduce yourself. Tell me a little bit about who you are, your family, and what activities you like to
do in your spare time. (6 marks)

2. Previous work experience: to answer these questions you can also discuss with family/friends about
the answers.

a. Tell me about any previous job or volunteer experience (include jobs that you have done for

family/neighbours). (1 mark)

b. How did you find that position? (1 mark)

c. What did you like about that experience? (2 marks)

d. What didn’t you like about that experience? (2 marks)

e. What did you learn from that experience? (2 marks)

f. Explain how this experience has helped or hasn’t helped you prepare for your future career/post
secondary goals? (3 marks)



3. Tell me about your post-secondary goals. What would you like to do when you are finished high
school? Give some examples of what you would do to help you achieve those goals? Discuss with
family, friends, and members of the community on ways you can achieve your goals. (6 marks)

4. Heroes in our lives:

a. What is your definition of a hero? (2 marks)

b. How does one become a hero? (2 marks)

c. Of all the qualities a hero must possess, which do you think is most important and why? (2 marks)

d. Who is a real person you think of as a hero? (1 mark)

e. Name 3 qualities do you admire in them, and explain why each quality is important? (2 marks)



5. Imagine that you are 35. On a separate sheet, make a time-line from now (you can create a diagram,
computer generated timeline, etc), to when you are 35. Include post-secondary goals such as university,
finding a career, having a family, etc. Make notes on how you expect to get to those places in life. (10
marks)





