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your teacher for the appropriate e-mail address.





FOR TEACHER'S USE ONLY

Summary

Total

Marks

Your
Mark

Section 1

Assignment
60

Section 2

Assignment
40

100

Teacher's Comments

Career and Life Management Alberta Learning acknowledges with appreciation

Module 1 : Resource Choices Pearson Education Canada for the permission to adapt
Assignment Booklet 1 A portions of the teacher resources of the Lifechoices

Section 1 Assignment and Section 2 Assignment series © 1998.

Learning Technologies Branch

ISBN 0-7741-2233-1

Title page art: PhotoDisc Collection/Getty Images; PhotoDisc Collection/Getty Images

This document is intended for

Students

Teachers

Administrators

Home Instructors

General PubUc

Other

You may find the following Internet sites useful:

• Alberta Learning, http://www.leaming.gov.ab.ca

• Learning Technologies Branch, http://www.leaming.gov.ab.ca/ltb

• Learning Resources Centre, http://www.lrc.leaming.gov.ab.ca

The use of the Internet is optional. Exploring the electronic information superhighway can be

educational and entertaining. However, be aware that these computer networks are not censored.

Smdents may unintentionally or purposely find articles on the Internet that may be offensive or

inappropriate. As well, the sources of information are not always cited and the content may not be

accurate. Therefore, students may wish to confirm facts with a second source.

ALL RIGHTS RESERVED

Copyright © 2002, the Crown in Right of Alberta, as represented by the Minister of Learning, Alberta Learning, 10155 - 102 Street,

Edmonton, Alberta T5J 4L5. All rights reserved. Additional copies may be obtained from the Learning Resources Centre.

No part of this courseware may be reproduced in any form, including photocopying (unless otherwise indicated), without the written

permission of Alberta Learning.

Every effort has been made both to provide proper acknowledgement of the original source and to comply with copyright law. If cases

are identified where this effort has been unsuccessful, please notify Alberta Learning so that appropriate corrective action can be taken.

IT IS STRICTLY PROHIBITED TO COPY ANY PART OF THESE MATERIALS UNDER THE TERMS
OF A LICENCE FROM A COLLECTIVE OR A LICENSING BODY.



ATTENTION PARENT AND STUDENTS: THIS FORM TO BE FILLED OUT FOR
COMPLETION OF CAREER AND LIFE MANAGEMENT

In Module 3 students must complete either Part 3A: Human Sexuality or Part 3B: Culmination in order

to receive three credits for Career and Life Management. Inform your teacher of your choice now by

checking off the appropriate box.

Part 3A: Human Sexuahty

Part 3B: Culmination

The following form is to be signed by a parent or guardian of the student registered at the Alberta

Distance Learning Centre. If the student is not at the age of majority (18 years old) nor living

independently, the parents or guardians have the right to exempt him or her from school instruction in

human sexuahty education. In this CALM course human sexuality instruction is found in

Part 3A: Human Sexuahty of Module 3. Part 3B: Culmination is the alternative for those students who

are exempted from human sexuality instruction at the request of their parents or guardians. Students

must complete either Part 3A: Human Sexuality or Part 3B: Culmination in order to receive three

credits in Career and Life Management. Indicate your preference on the following form.

PARENTS DECLARATION

I hereby certify that my child, , will take

Part 3A: Human Sexuahty

or

Part 3B: Cuhnination

as part of Module 3 in Career and Life Management.

Date: Parent's Signature:

If you, the parent or guardian, have any comments, write them in the following space.

Send this form to your teacher along with Assignment Booklet lA.



Digitized by the internet Archive

in 2015

https://archive.org/details/careerlifemanage00albe_27



1

ASSIGNMENT BOOKLET 1A
CAREER AND LIFE MANAGEMENT: MODULE 1

SECTION 1 ASSIGNMENT AND SECTION 2 ASSIGNMENT

Your mark for this module will be determined in part by how well you do your assignments.

This Assignment Booklet is worth 100 marks out of the total 200 marks for the assignments m
Module 1. The value of each assignment and each question is stated in the left margin.

Work slowly and carefully. If you have difficulty, go back and review the appropriate topic.

Be sure to proofread your answers carefully.

Section 1 Assignment: Resources and Goals

Read all parts of your assignment carefully and complete your work in the appropriate

places.

In this section, you have learned that resource choices involve not only identifying your

resources, but also planning and making decisions about how you will use them. The

resources choices you make relate to the goals that you set. There is a sti'ong connection

between the management of personal resources and the achievement of personal life and

health goals.

In Section 1 of this module, you looked at the following aspects of personal resource choices

and goals:

• choices you make
• influences on choices

• needs and wants

• values

• personal resources

• combining personal resources

• use of personal resource choices to meet your needs and wants

• life cycle changes

• time management
• financial planning and goal setting

• balance and decision making

In the assignments for this section, you will focus on the creation of a goal-setting and personal

resource plan that outlines personal goals and develops strategies for implementing those goals.

These assignments will ask you to consider the ways you choose to use your personal resources

to help you meet your goals.
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1 . Read the following scenario and then answer the questions.

Oksana is completing grade 12 and works part time at an art supply store. Her

evenings during the week are for schoolwork. Saturday and Sunday nights are free.

Oksana wants to have a portfolio of twenty illustrations done for an interview at art

college. She has five illusti'ations she is happy with and she has three months left to

complete the other fifteen.

Oksana needs time to do her illustrations. Completing this artwork is an important

short-tenn goal and a stepping stone to a long term-goal, so she is willing to spend

time brainstorming her options. She comes up with the following solution. She will

talk to her supervisor at the art supply store about whether she can work on her

illustrations when the store is quiet, and she will spend one night on the weekend

working on her art at home.

a. Identify the personal resources that are available to Oksana.

b. What are other resources that would help Oksana to reach her goals?

^1
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2. Read the following scenario and then answer the questions.

Pien-e and Maya are going to be married in the summer and they are excited about it.

Their energy is high but they are also concerned about their financial future. They

know that if they put in the time now to get full-time jobs and develop financial skills,

they should be better off than most teenage couples.

They ai"e presently living with their parents, but they will be moving into an apartment

that costs $600 a month. They expect some small appliances and household items as

gifts at the wedding, but besides that, they will need some basic furniture. They plan

to save $500 and buy most of it second-hand. They will also be able to get several

pieces from their families.

Both Pierre and Maya are finishing grade 12. Maya has a part-time job at a fast-food

outlet and is looking for full-time work. Pierre is also looking for full-time work.

Pierre, an avid reader, has more time than Maya. He has taken books about finances

out of the library and has learned how to develop a budget. He has also completed a

personal career plan, and has three interviews for jobs next week.

Maya ideally wants to start her own business, but she has delayed that until she has

adequate finances. With her knowledge of woodworking developed in school and at

home in her father's garage, she feels she can get a good job as a carpenter's

apprentice. She has asked a teacher at school to help her in her search.

a. Identify the personal resources that are being used by Pierre and Maya.

b. Are the personal resources being well used? Why or why not? Are there other personal

resources that would help Pierre and Maya reach their personal goals?
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® Now, invent characters and write your own scenario, outlining the effective use of a

combination of personal resources to achieve a goal.

When you've finished responding to the preceding question, return to page 24 of Module 1

Student Module Booklet and continue working where you left off.

Often our values and lifestyle are similar to those of our friends but sometimes they are very

different. Interview four students in your grade or age range. Try to interview a variety of

students from diverse situations. Their names are not required. The purpose of this exercise is

to help you understand the personal values that relate to your lifestyle.

Complete the interview chart on the following page. You will be asking each person how

important certain things are to him or her. Have each person you interview rate each personal

value using the following scale:

5 Very Important

4 Somewhat Important

3 Important

2 Not Important

1 Irrelevant

You may add questions of your own if you wish.
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Interview Chart

Personal Values Me Person 1 Person 2 Person 3 Person 4

planning for my future,

e.g., a career

considering other

people's opinions

when making a

decision

making a good
impression on
other people

having the freedom
to do the things

1 want to do

doing new and
different things often

creating a pleasant

atmosphere at home

doing what is right

according to what
1 believe

having things neat

and well organized

getting as much
value as possible

for my money

looking for good
workmanship or doing

things well myself

spending time

with my friends

completing high

school because it

will help me in the

future
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b. Compare your peers' values to each other and to your own values. List two areas in

which your values are different from your friends' . Describe how you think they are

different.

c. Describe two values you have that you believe are similar to your friends' values.

When you've finished responding to the preceding question, return to page 34 of Module 1

Student Module Booklet and continue working where you left off.

(30)
5. In this assignment you will use the format provided to develop a personal resource plan. You

will complete some activities in preparation for its development. Use the work in the lessons

of Section 1 to complete this final assignment.
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NOTE:
Review and summarize what you have learned about resource choices, needs, wants, values,

and goals and use this as a starting point for your plan. Review the inOuences that affect your

resource choices, decisions, and goals. Review what you've learned about combining your

personal resources and balancing them to meet your needs and wants. To do this you might

underline or highlight examples from the lessons in Section 1 that reflect your present

resources, priorities, and goals as well as your future priorities and goals.

Your assignment will be graded using the following rubric.

Marks Criteria

26-30

Excellent

The personal resource plan presents statements that illustrate learning

about self; self-learning shows evidence of reflection on values and

goals and awareness of the application of self-learning to future plans.

The plan analyses ways that personal needs, wants, goals, and priorities

affect the use of personal resources.

The plan makes relevant connections between personal goals, values,

and resource choices.

The goal statements incorporate values and life circumstances

consistent with resources and stages of life; it reflects the importance of

using resources in combination.

The plan integrates personal values, goals, and life choices with the use

of resources.

19-25

Proficient

The personal resource plan identifies information that illustrates

learning about self; self-learning shows evidence of reflection on values

and goals and the identification of future plans.

The plan describes how personal needs, wants, goals, and priorities

affect the use of personal resources.

The plan makes connections between personal goals, values, and

resource choices.

The goal statements reflect values and life circumstances consistent

with resources and stages of life; it recognizes the use of resources in

combination.

The plan integrates personal values, goals, or life choices with the use

of resources.

15-18

Acceptable

• The personal resource plan identifies information that illustrates

learning about self; self-learning shows evidence of reflection on values

and goals.

• The plan demonstrates understanding of ways that personal needs,

wants, goals, and priorities affect the use of personal resources.

• The plan identifies potential connections between personal goals and

resource choices.

• The goal statements are consistent with resources and stages of life; it

recognizes that resources can be used in combination.

• The plan integrates goals with the use of resources.

^^^^^^^
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0-14

Limited

The personal resource plan identifies information about self; it shows

evidence of the identification of values and goals.

The plan describes personal needs, wants, goals, priorities, and

resources.

The plan shows some connections between personal goals and resource

choices.

The goal statements are consistent with personal resources; the plan

recognizes that there are different types of personal resources.

The plan recognizes the use of personal resources.

A personal resource plan is something that will change as you make choices and set priorities

in different stages of your life. A personal resource plan can be informal; it is something that

you think about, write about in a journal, or talk about with other people. It can also be

something that you record by identifying priorities and goals. The process involves assessing

where you are right now, categorizing the resources available to you, and, finally,

establishing your priorities and goals.

The following charts will help you to develop your personal resource plan.

a. Use the following chart to develop an overview of where you are right now. In the first

column, record the information indicated using "I" statements. In the second column,

write or illustrate your feelings about each item. For example, if under "Where I am right

now" you write "I live in a neighbourhood on the south end of Grande Prairie," then in

the second column you might write or illustrate your feelings about wanting to move to a

larger city or to a rural area.
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Where 1 Am Right Now How 1 Feel About Where 1 Am

my age

my relationships with family, friends, and community

my income, spending habits, and possessions

where 1 live

my needs and wants

my education

my values and priorities

my goals
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b. In the following chart, identify all of the personal resources you can use right now.

Consider both people resources and tangible resources. People resources can refer to the

support or expertise available to you through family, friends, teachers, or community

services. Tangible resources refer to the facilities, equipment, money, books, and material

possessions to which you have access. Then describe your feelings about how effectively

or successfully you are using those resources.

Available to Me
^Kl Feel Aboutthl^^

1 Am Using Them

people resources

tangible resources
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c. Identify the changes or improvements you would like to make regarding your personal

resources. Consider each resource listed in the chart and in the first column write goals

by using "I would like to..." statements. In the second column, describe how achieving

each goal would make you feel.

Where 1 Would Like to Be
How It Would Make Me Feel

to Be There

time management

physical and emotional energy

knowledge and information

skills and talents

technology

finances

people
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d. Select one of your goals. Your goal may relate to any of the areas from the previous

chart, such as time management, your financial wants, finding a mentor or role model.

Reword it into an "I will. .
." statement. Make a plan that will help you work towards this

goal by identifying the following:

• the resources that you will use to achieve this goal

• the steps you will have to take

• the benefits of achieving the goal

Finally, record your plan in the format of a framed certificate, similar to the one that follows.

My Plan

The Resources The Steps The Benefits

INeed 1 Will Take iWill Gain

L 1. 1.

2. 2. 2.

3. 3. 3.

4. 4. 4.

When you've finished responding to the preceding question, return to page 42 of Module 1

Student Module Booklet and start working on Section 2.
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Section 2 Assignment: IVIanaging IVIoney

Read all the parts of your assignment carefully and complete your work in the appropriate

places.

In Section 2, you have explored some of the common sources of income and expenses for

many young adults. The skills involved in earning money, taking financial responsibility, and

budgeting contribute to your ability to live independently and make effective decisions about

your financial resources. Learning to effectively manage personal financial resources

contributes to the ultimate achievement of personal life and health goals.

In Section 2 of this module, you looked at the following areas related to the management of

personal financial resources:

• choices about money
• the importance of maintaining personal documents

• sources of money and the life cycle

• sources of money, including earned income and government payments

• earning money and understanding pay slips

• meeting financial responsibilities

• taxes as a financial responsibility

• types of expenses, including fixed, flexible, discretionary, regular, irregular

• managing money with a budget

The assignments for this section will focus on applying your understanding of sources of income

and financial resources to your current circumstances, needs, wants, and goals. Your assignments

will ask you to identify sources of money and to consider your expenses and financial

responsibilities.

Common sources of income for teenagers include

allowances and part-time jobs. Although your primary

focus may be on school and social activities, it is still

important to learn to manage the money you have

effectively. You are about to take on a part-time job and

much of the paperwork that comes with it.

Read the following advertisements and select the job

which would most suit you. All of these jobs are entry-

level positions with no experience required and few

benefits provided. Fill out the income worksheet to

determine your net income.

JOBS JOBS

Waiters/
Waitresses, $7.00

per hour. Windsor

Pizza 833-3333

Child-care worker,

$8.00 per hour.

Phone 978-7444

Prep cook in central

kitchen. Evening

shift. Will train.

$7.50 per hour.

Tree farm workers

required. Some
experience
preferred. $8.00 per

hour. Drop off

applications at

18350-127 Street,

between 4:00 p.m.

and 7:30 p.m.
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INCOME WORKSHEET

Position: Hourly wage:

Estimate your gross monthly income.

a. Estimate your daily wage.

Hourly wage X 4 hours

b. Estimate your monthly wage.

Daily wage (a) X 21 days (average)

(gross monthly income)

c. Income tax deduction

15% in this wage bracket (average)

(.15) of gross monthly income (b) =

d. Employment Insurance

2.9% (.029) of gross monthly income (b) =

.

e. Canada Pension Plan

2.925% (.029) of gross monthly income (b)

f. Total deductions (Add c, d, e) =

Estimate your net (take-home) monthly income.

g. Gross monthly income (b) total deductions (f)

(net monthly income)

When you've finished responding to the preceding question, return to page 54 of Module 1

Student Module Booklet and continue working where you left off.
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2. Develop a working budget for yourself that is based on the following assumptions:

• You are working part-time at the job you selected in the first part of this assignment.

• Your net income is equal to the amount you calculated in the previous question.

• Your expenses, savings, and debt payments are the same as those you identified in the

working budget you already completed in this module.

Use only categories that are relevant to you at this time. For instance, if you are living at

home, many annual and monthly expenses for utilities and housing won't apply. However,

instead of grocery expenses, you may still have expenses for eating out. Instead of housing

expenses, you may contribute to family expenses like cable or an additional telephone line.

Clothing, transportation, recreation, and entertainment are common expenses for teenagers

whether they are living at home or not, so make sure you include them in your budget.

© a. Record your budget on the Budget Planner which follows. Do your budget first in pencil.

If it works right away, rewrite it in ink. If it does not balance with the take-home income

you have from your part-time job, then look at ways you can adjust your spending. Can

you afford the amounts you indicated for entertainment and recreation, or will you have

to cut back?

NOTE:

Keep a copy of your working budget. You will need it to complete question 5 of Section 4

Assignment.
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BUDGET PLANNER
^fyionthiy Utilities

'

power

water/sewage/waste

telephone -local

- long distance

- modem/Internet

natural gas/oil

cable TV/pay TV

utilities monthly total

Incidental supplies

dry cleaning/laundry

postage

pet items

other

other

household monthly total

Personal Expenses

haircuts

cosmetics

other grooming

tobacco/alcohol

magazines/books/tapes/CDs

recreation

other entertainment

other

personal monthly total

4. Irregular/Annual Expens

education

health care

insurance

taxes

licences/dues

upkeep/improvements - home
- vehicle

- other

clothing

gifts/contributions

travel/holidays

dues/fees/membenships, etc.

yearly total

divide by 12 to get monthly
portion

Monthly Take-Home Income
wages - net amount

other -(net)

-(net)

total monthly income

A. Monthly Savings ; t

savings

emergency fund

planned savings

other

total monthly savings

food - from grocery store

- eating out

housing ~ rent/mortgage/condo

fees

utilities (from 1)

household (from 2)

transportation -bus/taxi

-fuel

- parking

personal expenses (from 3)

other expenses

monthly portion of annual

expenses (from 4)

other

other

total living expenses

credit card payments

other debt payments

other

other

total other payments

Total

total monthly budget

(add A, B, and C)

'Note: These amounts are for a full year.

' Judith Campbell. Lifechoices: Venturing Out Teacher Resource (Scarborough: Prentice Hall Ginn Canada, 1998), BML #4.

Reproduced with permission by Pearson Education Canada.
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b. Use your budget to respond to the following scenarios:

Scenario 1

In the past year, you have been able to save the equivalent of three months of your net

take-home pay as an emergency savings fund. However, you have just been faced

with a situation in which you had to use all of it up. How would you go about

rearranging your monthly budget in order to rebuild that fund?

Scenario 2

You have an important goal to purchase something that will cost $500. How would S
you change and rearrange your budget in order to come up with the money? How
long would it take you?

Scenario 3

You are interested in joining a health and fitness club. The monthly fee for the use of

the club is $100. How would you have to change your spending habits to join this

club?
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Scenario 4

Now that you are working pait time, you have decided to save up money to buy a

used vehicle. You have looked at various advertisements in used car magazines and

on the Internet. You decide that you will need about $4,000 to purchase the vehicle,

pay for registration, and pay for the first three months of insurance. How will you

plan to save for this purchase? How will your plan affect your other spending? How
long do you think it will take you to save for this vehicle?

When you've finished responding to the preceding question, return to page 68 of Module 1

Student Module Booklet and continue working where you left off.

3. This assignment involves the development of an annual report that reflects the financial

implications of working towards your personal goals. Use the suggestions provided to create

your annual report. You will complete some steps before you actually develop the report.

NOTE:
Review and summarize what you have learned about sources of income, financial

responsibilities, expenses, and budgets. The work you completed to prepare an initial

working budget will be valuable in helping you complete this assignment.

Underline or highlight examples from the lessons you have completed in Section 2 that

reflect your sources of income, financial responsibilities, and expenses. Highlight your

current expenses from the working budget you developed earlier in Section 2 and in the

previous question. Review the priorities and goals you identified in the first lessons of this

module.

Your project will be graded using the following rubric.
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Marks Criteria

17-20

Excellent

• The annual report explicitly discusses the importance of goals and

future planning.

• The report provides a statement that reflects and is consistent with

goals and priorities; it considers priorities in setting future goals.

• The report makes relevant connections between the need for financial

planning and management (identification of income and expenses

through budgeting), and personal goals and priorities.

• The report uses and applies budgeting skills that are consistent with

goals and future plans.

13-16

Proficient

• The annual report recognizes the importance of goals and future

planning.

• The report provides a statement that is consistent with goals and

priorities; it demonstrates ability to set future goals.

• The report identifies cormections between financial planning

(identification of income and expenses through budgeting) and personal

goals and priorities.

• The report uses and applies budgeting skills that are consistent with

goals.

10-12

Acceptable

• The annual report recognizes that setting goals and planning for the

future is part of financial management.

• The report provides a statement that identifies goals and priorities for

the upcoming year.

• The report shows evidence of financial planning (identification of

income and expenses through budgeting) that addresses personal goals

and priorities.

• The report uses budgeting skills that relate to goals.

0-9

Limited

• The annual report includes information on personal goals and plans.

• The report provides a statement that reflects goals and priorities.

• The report identifies income and some expenses that relate to personal

goals and priorities.

• The report uses budgeting skills.
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Most companies produce documents every year called annual reports. An annual report

contains information about the company—its activities and goals. It also provides financial

statements about its past year and a proposed budget for the next year. The purpose of an

annual report is to inform shareholders and other interested people about the company and its

plans for the future. Some companies provide their annual reports on their websites.

Browsing though the websites of some major companies is a good way to find examples of

annual reports.

With all of this in mind, create your own personal annual report. It should provide the

following:

• a written summary in which you introduce yourself and provide a statement that

specifies your goals and priorities

• a statement for the next year with a plan and goals of what you will do and accomplish

during that time

• an estimate of your monthly and yearly income

• your estimated expenses for the year, including those needed to meet any of your goals

based on the information you used in your working budget

• a working budget sheet, customized to your own situation, that details your expenses,

spending, and saving or debt repayment priorities over the next year

(There is more room for your response on the next page.)
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(There is more room for your response on the next page.)
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(There is more room for your response on the next page.)
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When you've finished responding to the preceding question, submit Assignment Booklet 1

A

to your teacher and then start working on Section 3.
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