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Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to evaluate personal skills, strengths, values, and beliefs to inform decisions?
This means thinking about what you are good at, what is important to you, and what you believe in before making choices. It’s about knowing yourself and using that knowledge to make good decisions about work, school, and life.
[image: ]Why are these skills important?
Employers want workers who understand their own strengths and values. This helps people choose the right career path, make good decisions, and set realistic goals. It also helps people notice things that cause stress and find ways to adjust when needed.
When you use your strengths and values to make decisions, you can improve your skills, build confidence, and make choices that lead to success. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Think about what you are good at and what you believe in.
· Notice what is important to you.
· Identify challenges and ways to improve.
· Are open to learning new things.
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Skill Practice
[image: ]Directions: Read about Maria. Try one or more activities to practice your evaluation skills. 
Meet Maria
Maria is 20 years old and has one daughter. She left school after 11th grade and does not always have childcare available. She works part-time as a nursing assistant in a hospital. She likes helping patients and wants a better job in healthcare. She wants a job where she can earn enough money to support herself and her daughter. She also needs a job that has health insurance and paid time off.
She must use a computer to enter patient information, but sometimes it’s hard for her. Sometimes her supervisor must remind her how to do this. She wants to do well at her job and keep learning so she can move into a better healthcare job in the future. It can be hard to balance work, childcare, and learning new technology. She doesn’t have childcare all the time, so she needs a work schedule that fits her family’s needs.
She notices different healthcare workers with patients. For example, she sees physical therapy assistants helping patients move and get stronger. She also sees nurses checking on patients and taking care of them throughout the day. 
Maria wonders if she could do one of those jobs, but she doesn’t know enough about them. A coworker suggests that she thinks about skills she’s good at and what is important to her in a job.
Activity 1: Identify Work Values
· Step 1: Read the work values listed below (numbers 1-10).
· Step 2: Look back at the Meet Maria reading. Underline or highlight information in the reading that shows 2-3 work values that are important to her.
· Step 3: Put an X next to Maria’s 2-3 important work values on the list below.

1. Good salary
2. Good benefits (e.g., health insurance, tuition reimbursement, retirement)
3. Steady employment
4. A work schedule that fits her family’s needs
5. Satisfactory location
6. Opportunities to learn and develop skills
7. Challenging and satisfying work
8. Good working conditions/environment
9. Opportunities for job promotion
10. Prestige and respect


Activity 2: Challenges
Look back at the Meet Maria reading and answer the questions.


1. Identify two challenges for Maria. Underline or highlight the information that helped you decide that these were challenges.







2. Choose one of Maria’s challenges. What are 1-2 solutions you could suggest?


















	


Skill Application
Directions: Try one or more activities to learn about work qualities that are important to you.
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Activity 1: Work Qualities
· Step 1: Go to CareerOneStop’s Work Values Matcher.
· Step 2: Click the “Get Started” button at the bottom of the page.
· Step 3: Read each sentence about one work quality. Decide how important it is to you. Sort each sentence into one of five groups based on importance. 

[image: ]

Review your results from the Work Values Matcher and then fill in the table below with the four work values that are most important to you and the four work values that are least important to you.
	Work Values That Are Most Important to Me
	Work Values That Are Least Important to Me

	
	

	
	

	
	

	
	



Reflection Question: 
· What 1-2 results from the Work Values Matcher surprised you?



Activity 2: Personal Skills and Strengths
Use the Transferable Skills checklist to learn more about your personal skills and strengths. Then complete the table below.


Step 1: Review Your Skills
· Open the Transferable Skills checklist for Transition Skills.
· Read through the list of Transition Skills.
· Check the boxes for or write down the skills you already have.

Step 2: Choose Your Strengths
· Pick 3-4 skills that are your strongest.
· Think about where you use these skills (e.g., work, home, school, or in your community).

Step 3: Complete the Table
· Look at the Hopes and Dreams Force Field Analysis table below. 
· Fill in your hopes and dreams for your career.
· In the Strength column, list the strengths you have that can help you achieve your hopes and dreams.
· In the Challenge column, list challenges that get in the way of achieving your hopes and dreams.
· In the Identify column, explain how you can use your strengths to overcome your challenges.
Step 4: Reflect
· How can you use your strengths to overcome your challenges?


Hopes and Dreams Force Field Analysis
My hopes and dreams for my career are:	
	Strength
	Challenge
	Identify

	
	
	

	
	
	

	
	
	

	
	
	


Activity 3: Strengths and Motivation
Think about what you are good at and what motivates you. Doing this can help you understand yourself better and find a job you would enjoy. Complete the table below about yourself.


	What are some of your strengths as a learner, parent, community member, volunteer, or worker?
	What motivates you?
	How might others describe you?

	
	
	




Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to use problem-solving skills to evaluate and eliminate options?
This means looking at different choices, thinking about the positive parts (pros) and negative parts (cons) of each one, and deciding which option is best. It involves using logic and reasoning to solve problems and remove options that won’t work. You can use problem solving at work, home, school, or in your community.
[image: ]Why are these skills important?
Employers want workers who can think through problems and make good decisions. These skills are also important when evaluating everyday choices. 
When you do this, you can:
· Save time.
· Make smart decisions.
· Avoid mistakes.
· Choose the best solution.
· Solve problems more easily.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Ask questions to understand each option.
· Look at the positive and negative parts of each option.
· Use “if this happens, then that might happen” thinking to understand what might happen.
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· Think about what matters most to you.
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Skill Practice
Directions: Read about Maria. Try one or more activities to practice your problem-solving skills.
[image: ] Maria’s Job Choices
Maria has thought about her strengths, skills, and what is important to her in a job. She knows she wants a job where she can support her family, have work hours that fit with her childcare, and opportunities to keep learning. She also needs good benefits.
She is now thinking about two careers she has seen at work: physical therapist assistant (PTA) and registered nurse (RN). She is interested in both roles for different reasons. She enjoys watching PTAs help patients exercise so they can move better. She also likes how nurses teach patients and families about illnesses and injuries. They also work closely with doctors to help people get better.
Maria is starting to think about which job might be a better fit for her, but she knows she needs to learn more about each one before deciding.

Activity 1: Similarities and Differences
Look back at the reading about Maria. Underline or highlight what Maria notices about the physical therapist assistant and registered nurse jobs.
Complete the activity using the CareerOneStop website.

Last revised: 06/11/26
Sources: Adapted from Transferable Skills Help Sheet, PA Adult Education Resources, 2025.	1
Step 1: Physical Therapist Assistant 
· Go to CareerOneStop.
· [image: Magnifying glass with solid fill]In the “Search” box, type physical therapy assistants.
· Click the magnifying glass. 
· Click “Learn more about this career.”
· Scroll down to “Activities: what you might do in a day.”
· Read about the job activities.

Step 2: Registered Nurse 
· Complete the same steps as Step 1, using registered nurses in the “Search” instead.
Step 3: Complete Table
· Use the information you learned to complete the table below.
· Write 2-3 ways the jobs are the same.
· Write 2-3 ways the jobs are different.

	Similarities
	Differences

	
	


Activity 2: Career Options
Read about Maria’s goals and the two career options below. Think about how each career fits Maria’s needs and then answer the questions using details from the information.

Maria’s Goals
Maria wants a career that:
· Supports her family.
· Fits her schedule.
· Allows her to continue learning.
· Has good benefits.

Career Options:

Physical Therapist Assistant
· Usually works during the day.
· Requires college and training.
· Helps patients exercise and recover from injuries.
· Usually works under the direction of a physical therapist.
Registered Nurse
· May work nights, weekends, or long shifts.
· Requires college and training.
· Provides medical care to patients.
· May have more job and career opportunities.


Questions:
1. Which career is a better fit for Maria right now? Explain your answer using at least two details from the reading.


2. Which career option might Maria eliminate for now? Explain why.


3. What other information would help Maria decide?



Skill Application
Directions: Complete both activities below.

Activity 1: Eliminating Options
Read the scenario below and then answer the questions.

Oscar wants to improve his job skills. He looks at three class options he can attend after work.
	Class 1
	Class 2
	Class 3

	· Free
· Close to home
· Meets once a week
· Certificate earned after 12 weeks
	· Costs $500
· 30 minutes from home
· Meets twice a week
· Certificate earned after 6 weeks
	· Costs $300
· 45 minutes from home
· Meets online once a week and in person once a week
· Certificate earned after 8 weeks



Questions:
1. Which class do you think Oscar should choose? Why?


2. Which class would you remove as an option first? Why?


3. What other information would help you decide?




Activity 2: Comparing Two Jobs
Think about two jobs you might like to do. Complete the activity using the CareerOneStop website.

Job 1:	
Job 2:	


Step 1: Job 1
· Go to CareerOneStop.
· [image: Magnifying glass with solid fill]In the “Search” box, type your Job 1.
· Click the magnifying glass. 
· Click “Learn more about this career.”
· Scroll down to “Activities: what you might do in a day.”
· Read about the job activities.

Step 2: Job 2
· Complete the same steps as Step 1, using your Job 2 in the “Search” instead.
Step 3: Complete Table
· Use the information you learned to complete the table below.
· Write 2-3 ways the jobs are the same.
· Write 2-3 ways the jobs are different.

	Similarities
	Differences

	
	



Questions:
1. Which job is better for you right now? Why?


2. Which job would you eliminate? Why?



Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to apply skills in new contexts?
This means using what you have learned in one situation to help you in a different situation. It is about using skills you already have in new jobs, tasks, or challenges.
[image: ]Why are these skills important?
Employers want workers who can adapt and use their skills in different ways. These skills can help you learn new tasks, work with different people, and prepare for changes at work, home, school, or in your community.
When you apply skills in new contexts, you can:
· Learn new things faster.
· Adapt to change.
· Try different jobs or roles.
· Solve problems in new ways.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Work with others to learn new skills.
· Think about how your skills could be used in new situations.
· Identify new skills you need to learn.
· Accept new tasks and challenges.
· Ask questions when you do not understand.
· Make good choices about how to learn new information.
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Skill Practice
[image: ]Directions: Read about Maria. Complete the activities to practice applying skills in new contexts. 
Maria’s Skills
Maria thinks more about physical therapy assistants (PTA) and registered nurses (RN) and the activities they do. She wants to understand how her skills could be used in those jobs.
At work, Maria communicates with patients and families, assists with hygiene needs, and is good at staying calm when things are busy. Which class would you eliminate first? Why? She also answers phone calls, helps patients eat, responds to patient call buttons, and adds vital signs (e.g., body temperature, heart rate, blood pressure, and respiratory rate) to the patient records on the computer. 
She also thinks about skills she needs to improve. She needs to improve her technology skills so that she feels confident doing her work. She also needs to improve her reading and math skills because those subjects were difficult for her in school. These skills are important for understanding medical information and completing training for healthcare jobs.
Activity 1: Identifying Skills
Look back at Maria’s Skills reading and complete the items below.

1. Underline or highlight 2-3 skills Maria uses at work.
2. What is one skill Maria needs to improve?

Activity 2: Using Skills

Maria uses many skills at work and wants to make a good decision about her future. Think about the skills you underlined or highlighted in Activity 1 and what you learned about the PTA and RN jobs. Check the boxes in the table below to show which job might use each skill more often. Be ready to discuss your answers.

	Maria’s Skills
	PTA
	RN
	Both

	Communicate with patients.
	☐	☐	☐
	Assist with hygiene needs.
	☐	☐	☐
	Stay calm when things are busy.
	☐	☐	☐
	Answer phone calls.
	☐	☐	☐
	Help patients eat.
	☐	☐	☐
	Respond to patient call buttons.
	☐	☐	☐
	Add vital signs to the patient record.
	☐	☐	☐



Skill Application
Directions: Complete both activities below.
Activity 1: Your Skills
Think about the skills you use at work, home, school, and in your community. Underline or highlight 
2-3 skills from the list below.
Examples:
· 
· Using computers
· Problem solving
· Using math
· Repairing things
· Teaching or helping others
· Speaking another language
· Other:	
· Other:	



Learn More About Your Skills
· Step 1: Go to CareerOneStop’s Skill Matcher.
· [image: ]Step 2: Click the “Start Skills Matcher” button at the bottom of the page.
· Step 3: Read each workplace skill and question.
1. Think about whether you have done the example activity or something like it in your own job.
2. Click the circle that matches your skill level (Beginner to Expert). 
· Step 4: Write the names of 4-5 skills in the table below that you rated as “Skilled,” “Advanced,” or “Expert.”
· Step 5: Look at the careers that match your ratings.


	Skilled
	Advanced
	Expert

	
	
	

	
	
	

	
	
	

	
	
	


Questions:
1. What 2-3 careers match your skills?
2. Which job might you be interested in?
3. How could you use your skills in this job?

Activity 2: New Task or Challenge
Think about a new task or challenge you need to do. It can be a personal task or job-related task.
Examples:
· You know how to make minor repairs on your car but want to learn more about repair skills to help save money.
· You know how to use basic spreadsheet tools but want to learn more advanced tools to help stay organized.


Write the name of the new task or challenge:	

Questions:
1. What skills do you already have that could help you complete this task?

2. What is one new skill you may need to learn?



3. Who or what could help you learn this skill?

4. How could these skills help you in other situations in the future?




Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to develop a plan?
This means setting goals and creating steps to reach them. It’s about thinking ahead, organizing tasks, and making a clear plan to complete a project or solve a problem. It also means finding the best steps to complete a task.
[image: ]Why are these skills important?
Employers want workers who can stay organized and complete tasks, and teachers want students who complete their work on time and have plans to study for tests. A plan helps you stay organized and motivated. It also helps you:
· Stay on track.
· Use your time wisely.
· Stay motivated.
· Avoid mistakes.
· Stay flexible when things don’t go as planned.
[image: ]How can you improve these skills?
You can improve these skills when you set a clear goal and think about your next steps. One way to do this is by using the SMART goal model. The model has five parts and questions to help you develop a plan.
· Specific: The goal is clear and focused. 
What exactly will you accomplish?
· Measurable: The goal can be measured with numbers, dates, or events. 
How will you know when you have reached this goal?
· Achievable: The goal is challenging but still possible. 
Is my goal realistic? Do I have what I need to achieve it?
· Relevant: The goal is important to your life.
Why is this goal significant to your life?
· Timely: The goal has a deadline. 
When will you achieve this goal?


Skill Practice
[image: ]Directions: Read about Maria. Try one or more activities to practice your plan development skills. 
Maria’s Plan
Maria has learned more about the two jobs she is interested in and her own skills. She decides she wants to become a registered nurse. She likes that nurses care for patients in many ways and work directly with doctors.
Maria knows her goal will take time. She knows this career will require more education and training. She needs to go back to school and pass a high school equivalency (HSE) exam. She also needs to learn the best pathway to become a registered nurse. After that, she can make a plan to reach her goal.Help Box (Steps 2 and 3)
CareerOneStop uses different words than your map. Use this guide to find the right information.
Work activities
· Look at Description: what do they do?
Workforce preparation skills 
1. Transferable Skills 
· Scroll down to Skills.
2. Technology Skills
· Click Toolkit (top of page).
· Click Tools & Technology Finder.
· Scroll down to Technology.
Qualifications
· Look for Education and Experience.
· Look for Typical Education.
Salary range and benefits
· Look for Typical Wages.


Activity 1: Career Pathway Map
Use the Single-Entry Career Pathway Map and the CareerOneStop website to learn one way Maria can become a registered nurse. Start with her current job as a nursing assistant.

1. Look at the Single-Entry Career Pathway Map in this activity.
2. Write 1-2 things you notice about the steps to become a registered nurse.
Step 1: Nursing Assistants
· Find Occupation #1 on the Career Pathway Map.
· Read the information.
Step 2: Licensed Practical and Vocational Nurses
· Go to the CareerOneStop website.
· [image: Magnifying glass with solid fill]In the “Search” box, type licensed practical and vocational nurses.
· Click the magnifying glass. 
· Click “Learn more about this career.”
· Use the Help Box to the right to help you fill in:
· Work activities
· Workforce preparation skills
· Two transferable skills
· Two technology skills
· Qualifications
· Salary range and benefits
Step 3: Registered Nurses
· Complete the same steps as Step 2, using registered nurses in the “Search” instead.
· Fill in the Career Pathway Map using the same information as Step 2.

[image: Logo of PA Adult Education Resources]Single-Entry Career Pathway Map
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	Occupation #4 Information

	Occupation: 

	Work Activities: 

	Workforce Preparation Skills: 

	Qualifications: 

	Salary Range and Benefits: 


	Career Pathway

	Occupation #3 Information

	Occupation: Registered nurses

	Work Activities: 

	Workforce Preparation Skills: 

	Qualifications: 

	Salary Range and Benefits: 


	
	Occupation #2 Information

	Occupation: Licensed practical and vocational nurses

	Work Activities: 

	Workforce Preparation Skills: 

	Qualifications: 

	Salary Range and Benefits: 


	
	Occupation #1 Information

	Occupation: Nursing assistants

	Work Activities: Provide or assist with basic care or support under the direction of onsite licensed nursing staff.

	Workforce Preparation Skills: Accounting software, Microsoft Office suite software, social perceptiveness, active listening

	Qualifications: High school diploma or equivalent, post-secondary certificate

	Salary Range and Benefits: $19.01 (hour), $39,530 (annual)



Reflection Question: 
· Why might it be helpful for Maria to be trained as a licensed practical or vocational nurse before becoming a registered nurse?
Activity 2: SMART Goal
Use the information in the table below to write a SMART goal for Maria. Read the example first and then write your own goal.

Example:
Maria’s Goal: I want to become a registered nurse (RN).
	SMART Question
	Answer

	Specific: What exactly will she accomplish?
	Maria will earn her high school equivalency (HSE), finish a Licensed practical nurse (LPN) program, and then join an LPN‑to‑RN program to become a registered nurse.

	Measurable: How will she know when she has reached her goal?
	Maria will know she has reached her goal when she earns her HSE, becomes an LPN, and then completes an LPN‑to‑RN program to get her RN license.

	Achievable: Is this goal possible for her?
	Yes. Maria already works as a nursing assistant. She wants to continue learning and is willing to take the steps needed to become an RN.

	Relevant: Why is this goal important to her?
	Becoming an RN will help Maria earn more money, support her family, and learn new skills in health care.

	Timely: When will she achieve this goal?
	Maria plans to become a registered nurse within the next 3-4 years.                                                                                                                                                  



Here is an example of a SMART goal to help you understand the format. (Note: this is not about Maria.):
· I will finish my high school classes this year, join a training program for auto repair, and earn my certificate so I can work as a car mechanic in the next two years. 
Now write Maria’s SMART goal below.


Write 2-3 smaller steps Maria can take to achieve her big goal of becoming a registered nurse. The first one is already written for you.
1. Call a program to learn how to complete her high school equivalency.
2. 
3. 
4. 


Skill Application
Directions: Complete both activities below.
Activity 1: Learn About a Career
Think about a job you might be interested in. You can use what you learned from Maria to help you.

Write the name of the job:	
Step 1: Explore a Job
· Go to the CareerOneStop website.
· [image: Magnifying glass with solid fill]In the “Search” box, type your job title.
· Click the magnifying glass. 
· Click “Learn more about this career.”
· Fill in the information below.
1. Occupation:
2. Work activities:
3. Workforce preparation skills:
4. Qualifications:
5. Salary range and benefits:

Step 2: Think About a Plan
· Answer the questions about your skills training.
1. What strengths and skills do you already have?

2. What skills do you need to improve?

3. What education or training do you need?

Step 3: Develop a Plan
· Answer the questions about developing a plan.
1. What is one step you can take?

2. What is one challenge you might have?

3. Who or what can help you?



Activity 2: Make a Goal Plan
Think about a goal for your home or family. The goal could be small or big. Answer the questions to make a plan.

Choose one:
☐  Clean a room in your home.
☐  Help someone in your family.
☐  Plan a garden.
☐  Organize your basement.
☐  Other:	

Questions:
1. What is one step you can take first?

2. What is one problem you might have?

3. If that problem happens, what could you do next?

4. Who or what can help you if you need it?
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Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to implement a plan?
To implement a plan means to take action and follow the steps of a plan. You work toward a task or goal by staying focused, solving problems, and making sure each step gets done.
[image: ]Why are these skills important?
When you follow the steps in your plan, you stay organized and finish tasks on time. This shows you are responsible. 
Following the steps of a plan can help you build your skills and knowledge so you can reach your education or work goals. You can also use a daily or weekly plan to complete important tasks at home and for your family. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Stay focused on your goal.
· Try again when tasks are hard.
· Solve problems as they come up.
· Check your plan to stay on track.
· Keep your materials organized.
· To stay motivated, celebrate when you finish a task.



Skill Practice
Directions: Read about Maria. Try one or more activities to practice your plan implementation skills.
[image: ] Maria Tracks Her Plan
Maria has started her plan and is taking steps to reach her goal of becoming a registered nurse. She called a program to learn about high school equivalency classes. She registered for adult education classes and started attending reading and math classes.
Maria was scheduled to work on some of her class days, so she talked with her supervisor about changing her work schedule. She also made phone calls to set up childcare for class days. At home, she is trying to make time to practice reading and math.
Some days are hard. She can’t always find someone to watch her daughter, and sometimes she feels tired or stressed. Still, Maria keeps track of what she completes each week so she can stay on track. She keeps trying, even when things are difficult. She stays focused and celebrates when she finishes a task.
Activity 1: Maria’s Task Tracker
Maria is keeping track of what she does. Look at her goal tracker for the past two weeks.

	Task
	Completed?
	Notes

	Call a program about her high school equivalency
	Yes
	She registered for classes.

	Talk with supervisor about changing her work schedule
	Yes
	Her supervisor changed her work schedule.

	Attend three adult education classes
	No
	She attended two classes.

	Set up childcare for class days
	No
	Childcare was not available one day.

	Practice math skills at home
	Yes
	She practiced for two hours.

	Finish reading homework
	No
	She was too tired after work.



Questions:
1. What are 1-2 tasks Maria completed?

2. What are 1-2 tasks she did not complete?

3. What can Maria do better next week to complete all tasks? Write one idea or suggestion to give Maria.


Activity 2: Maria’s Hard Day	
Read about Maria’s hard day and answer the questions.

Maria’s Hard Day
Maria had a hard day and is tired. Her daughter wasn’t feeling well and cried at childcare. Maria also had reading homework she did not do. She practiced math for a short time. Then she watched TV to relax.

Questions:
1. Even though she was tired, what task did Maria finish?


2. How did Maria celebrate?


3. Why do you think Maria stayed motivated?



Skill Application
Directions: Complete both activities below.

Activity 1: Unfinished Task
Think about a task you did not finish last week. Answer the questions about the unfinished task.

Questions:
1. What was the task you did not finish?


2. Why didn’t you finish your task?


3. What is one step you will take this week to finish it?


4. Who or what could help you finish your task?


Activity 2: Strategies to Help You Finish Tasks
Think about ways that can help you finish your task this week.

Read the ideas below. Underline or highlight 1-2 ideas that could help you. Then choose an idea to answer the questions. Be prepared to explain how they help you.

Ideas:
· Staying focused on my goal
· Trying again
· Solving problems when they happen
· Checking my plan to stay on track
· Staying organized
· Celebrating when I finish a task
· Other: 	

Questions:
1. What is one idea from the list or your own idea that can help you finish your task?


2. How will this idea help you finish your task this week?
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Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to evaluate a plan?
To evaluate a plan means to look back at your plan to see what worked well and what could be improved. It means checking if the plan helped you reach your goal and deciding how to improve it next time.
[image: ]Why are these skills important?
Employers value workers who can learn from their experiences and improve their work. When you evaluate a plan, you can avoid mistakes, make better choices in the future, and work more efficiently. It also shows that you are thoughtful and willing to grow. These skills are useful not only at work but also at home, school, and in your community.
[image: ]How can you improve these skills?
After you finish part of your plan, take time to look back and think about what happened.
Sometimes you may feel upset or frustrated. Before you evaluate your plan, take a moment to stay calm and focus on what you can learn.
You can improve these skills when you:
· Look at what you completed.
· Notice what was difficult.
· Think about what helped you.
· Decide what to keep doing.
· Make small changes to your plan.
· Use what you learned to set new goals and action steps.



Skill Practice
Directions: Read about Maria. Try one or more activities to practice your plan evaluation skills.
[image: Thought outline] Maria Reflects
Maria has been working on her plan for a few weeks. Some parts of her plan are going well, but other parts are not. She realizes she may need to make changes so she can keep moving toward her goal of becoming a registered nurse.
When Maria feels frustrated, she takes a moment to calm down. Then she thinks about what she can learn from what happened. She wants to understand what worked, what didn’t work, and what she can do differently next time.
Maria plans to use what she learned to improve her plan and stay on track with her goals.
Activity 1: Evaluating Goals
Look at Maria’s goal tracker below and then answer the questions.

	Task
	Completed?
	Notes

	Attend three adult education classes
	No
	She attended for two days.

	Set up childcare for each class 
	No
	Childcare was not available one day.

	Practice math skills at home
	Yes
	She practiced for two hours.

	Finish reading homework
	No
	She was too tired after work.

	Ask her teacher a question about the steps in her plan 
	Yes
	Her teacher answered her question.



Questions:
1. Did Maria reach her goals this week? Explain your answer.

2. What is one thing that worked well for Maria?

3. What did not work?

4. What is one problem in her plan?

5. What is one change she can make next time?



Activity 2: Making Progress on Goals
Maria wants an easy way to check her progress each week. Read the ideas below. Underline or highlight 1-2 ideas that could help Maria check the progress of her goals.

Ideas:
· Use a calendar to mark the days she goes to class.
· Write completed tasks in a notebook.
· Set reminders on her phone.
· Keep all her goals in her head.
· Ask her teacher to check her progress.

Questions:
1. What is one way from the list or your own idea that Maria could use to check her progress?


2. Why do you think this idea would help Maria?


3. What is one new goal Maria can set for next week?








Skill Application
Directions: Complete both activities below.
Answer the questions to decide how well the plan worked:
Goal
· Did the person reach their goal? Explain why or why not.
Work Well
· What is one thing that worked well?
Problem
· What did not work? 
· What was one problem in the plan?
Change
· What is one change they can make next time?

Activity 1: Evaluating a Plan
Read one or both plans below.
· Use the questions in the box to the right to help you decide how well the plan worked.
· Underline or highlight the information in the reading that helps you decide.
· Write or discuss your answers using evidence from the reading.

Health Plan
You work full-time as an auto mechanic, and your boss often asks you to work overtime. Your spouse works nights, so you must get your two children ready for school every morning. At a recent checkup, you learned you have high blood pressure and are at risk of heart disease. The doctor told you to exercise, eat better, and lose some weight.

Your plan is to go to the gym every weekday morning before work. For the first two weeks, you went to the gym three times each week and had more energy; however, you were often tired from working late. On some mornings you overslept and skipped the gym so you could get your children ready on time. By the third week, you stopped going. You have not lost weight and feel frustrated.


Work Plan
You are a secretary with a busy week ahead. On Monday, you planned to finish your work by Friday. You wrote a list of your tasks on your phone. Then you chose a day for each task.

By Thursday morning, you feel stressed. You did not finish your Wednesday tasks, and two of them were urgent. You realize you planned too many tasks for one day. You also left your phone at home, so you can’t see your task list, and you have to try to remember what you need to do.

By the end of the day, you complete one urgent task but miss another deadline. Your supervisor asks if you have a plan to meet your deadlines by Friday.


Activity 2: Goal Progress
Think about one goal you are working on right now.

Read the ideas below. Underline or highlight ideas that could help you check the progress of your goal and then answer questions about your goal.


Describe a goal you are working on right now.
Ideas:
· Use a calendar to track your progress.
· Write completed tasks in a notebook.
· Set reminders on a phone or computer.
· Ask someone to check in with you.
· Make a checklist.

Questions:
1. What is one way from the list or your own idea that could help you check your progress?


2. Why do you think this idea would help you?


3. What is one goal or action step you can set for next week?


Last revised: 07/03/26
Sources: Cherry, K. (2022, November 28). How to cope when things don’t go as planned. Verywell Mind. https://www.verywellmind.com/coping-when-things-dont-go-as-planned-6833036; Adapted from Transferable Skills 
Help Sheet, PA Adult Education Resources, 2025.	1
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