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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 understand and follow rules, policies, and procedures?
This means knowing the rules and following them. Schools, workplaces, and other groups have rules about attendance, safety, technology, deadlines, and how to finish tasks.
Many places give workers tools to help them do their work. These tools may include work plans, job aids, checklists, and step‑by‑step instructions.
Many workplaces also ask workers to use approved tools or technology. Workers may use these tools to find information, do math, make presentations, or write reports.
[image: ]Why are these skills important?
Following rules and instructions helps people complete tasks correctly, avoid mistakes, and stay safe. It also helps people meet deadlines and work well with others.
Paying attention to rules and deadlines can help people meet their goals. Missing a step or deadline may cause someone to miss out on a job, scholarship, or training program.
These skills are important at work, home, school, and in your community. Following rules shows responsibility and helps build trust.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Learn the rules and steps for your work, school, or activities.
· Use work plans, checklists, and instructions to finish tasks correctly.
· Follow instructions carefully and pay attention to deadlines.
· Ask questions when you are unsure.
· Use approved technology to complete your work.
· Review your work and use a checklist to make sure you have done all the steps.



Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Following Rules, Policies, Procedures, and Steps
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Choose 2-3 scenarios. For each scenario you read, answer the questions below.
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Scenario 1: 
Nadine applies for a scholarship. The application requires two recommendation letters, but Nadine only submits one. The application is incomplete and is not considered.
Scenario 2: 
Malik works at a small grocery store. The store policy says employees must check the online schedule every Friday. Malik forgets to check the schedule and misses a shift.
Scenario 3: 
Sylvia registers for a certification exam. The testing center requires a photo ID, but Sylvia brings the wrong identification and cannot take the exam that day.
Scenario 4: 
Troy works at a small machine shop. Workers must follow a safety checklist before using a piece of equipment. Troy skips the checklist because he is in a hurry. The machine stops working, and the job takes longer to complete.

Questions:
1. What rule, policy, procedure, or step was not followed in the scenario? Underline or highlight the information that helped you decide.
2. What happened because the step was not followed?
3. How could the problem have been prevented?
4. Of the scenarios you read, which could have the biggest effect on a person's future goals? Why?
5. Choose one scenario. What 2-3 resources or technology tools could have helped prevent the mistake?


Activity 2: Using Resources and Technology to Complete Tasks
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Choose 3-4 tasks. For each task, choose 1-2 resources and 1-2 technology tools from the lists below and then explain why you chose them.
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Resources: 
work plan, checklist, job aid, instruction sheet, policy or procedure manual, training guide, schedule, work calendar, website or online portal, price list or catalog, meeting notes

Technology Tools: 
calculator, spreadsheet software (e.g., Excel, Google Sheets), word processor software (e.g., Word, Google Docs), email, presentation software (e.g., PowerPoint, Google Slides), web browser, online form tool, training videos
	Task
	Resource(s)
	Technology Tool(s)
	Explanation

	1. Prepare a short update for a team meeting at a local health clinic.
	
	
	

	2. Compare prices for materials at two hardware stores.
	
	
	

	3. Complete an online form to apply for a job at a grocery store.
	
	
	

	4. Follow steps to safely clean and sanitize equipment in a restaurant.
	
	
	

	5. Write a short report about a community event you helped organize.
	
	
	

	6. You want to apply to a training program or community college. You need to find the requirements and submit the application.
	
	
	




Skill Application
Directions: Think of an upcoming task you need to complete at work, home, school, or in your community and then answer the questions.

What is the task you need to complete?	

Underline or highlight the resources or technology tools below that could help you complete your task.
· Resources: 
work plan, checklist, job aid, instruction sheet, policy or procedure manual, training guide, schedule, work calendar, website or online portal, price list or catalog, meeting notes

· Technology Tools: 
calculator, spreadsheet software (e.g., Excel, Google Sheets), word processor software (e.g., Word, Google Docs), email, presentation software (e.g., PowerPoint, Google Slides), web browser, online form tool, training videos

Questions:
1. Is there a resource or technology tool you want to learn more about?

2. What is one action step you could take to learn how to use the resource or technology tool better?
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