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Jane Doe, Instructor 

Jane.doe@gmail.com 

Office: (501) 682-1535 

Office Hours: Monday - Friday, 1:00 to  

3:00 p.m., by appointment    

 

 
 
     COURSE DESCRIPTION: 
     The WAGE™ Level I Certificate is designed to prepare adult learners with the essential soft skills needed in today's workforce. This 

course will assist adult learners with exploring careers and developing the skills necessary to make meaningful decisions about their 
career choices. Learners will also gain digital literacy, financial literacy, and customer service skills. Completing the WAGE™ Level I 
Certificate gives participants the skills to attain and retain employment and help transition into post-secondary education or training.  

 
    COURSE REQUIREMENTS  

1. Students need to be able to operate and understand basic computer usage.  
2. Students need a TABE CLAS-E  C/D score in one or more of the four skill areas: Reading (389), Listening (390), Writing (415), 

and/or Speaking (403). 
 

COURSE OBJECTIVES: 

By the end of the course, participants will be able to: 

1. Demonstrate a basic knowledge of career exploration and careers that may be best for him/her. 

2. Demonstrate an understanding of basic digital skills for educational and workplace use. 

3. Demonstrate essential skills in any employment situation, including personal appearance, job-related skills, working as a team 
member, organization, and work ethic. 

4. Demonstrate an understanding of personal financial planning and money management skills and their impact on your future. 
     

 John Doe, Career Coach 

John.doe@gmail.com 

Office: (501) 682-5351 

Office Hours: Monday - Friday, 8:00 a.m. to  

1:00 p.m.by appointment 
 

mailto:Jane.doe@gmail.com
mailto:John.doe@gmail.com
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     COURSE MATERIALS: 
     Materials used throughout the course include the WAGE™ Intermediate Level Syllabus, Academic Online Software Program: Burlington 

English, and other course material. Learners will need a computer with Internet access. Your local adult education center may have 
laptops and Chromebooks for student checkout.  

 
Academic and Essential Skills Software Options 
State-sponsored academic software programs allow instructors to deliver content across all modalities that help students succeed and 
give learners the tools needed to develop employability, financial, and digital literacy skills. Academic programs may be accessed at the 
following site: 

  Burlington English: https://app.burlingtonenglish.com/account/login  
 
  Typing.com 
Keyboarding, the ability to operate a keyboard efficiently while typing, is an essential skill that allows adult learners to write fluently and 
communicate more effectively and is critical to success in school, college, and careers in the 21st Century. Learners must be able to 
type 20 words per minute (wpm) or achieve an 80% accuracy rate. Typing.com can be accessed at https://www.typing.com/ 

 
CAREER EXPLORATION MATERIALS: 
A Career Coach will work with you to explore interests through a career assessment, assess personal strengths and weaknesses, and 
apply employability skills that address competencies in applied knowledge, effective relationships, and workplace skills. 
 
O'NET 
Interests are preferences for work environments and outcomes. The O'NET assesses career interest in the following areas: Realistic, 
Investigative, Artistic, Social, Enterprising, and Conventional. Take your career assessment here:   
 https://www.mynextmove.org/explore/ip 

 
 
Real-Life Arkansas 
Learn about multiple options to help you select the right career for your spending needs. Will require access to a calculator. 
https://www.workforce.arkansas.gov/real-life/  

     

 

https://app.burlingtonenglish.com/
https://www.typing.com/
https://www.mynextmove.org/explore/ip
https://www.workforce.arkansas.gov/real-life/
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Arkansas Job Link 
Arkansas Job Link is your one-stop shop. Explore jobs, create a resume, and find education and training programs at 
https://www.arjoblink.arkansas.gov/ 

 

  CLASS PROTOCOL AND CONDUCT:  
This is a course with commensurate expectations. We expect professional conduct in the classroom. Unprofessional conduct will not be 
tolerated. Students demonstrating confrontational, disruptive, or threatening behavior will be asked to leave the classroom immediately 
and will not be allowed to return to the school for the remainder of the class period. Consequences of this behavior may include (and are 
not limited to) suspension from class for a minimum of one additional class period and report or referral to the Director.   

 

ATTENDANCE:  

Attendance is critical to maximize your success and keep you on track toward your academic and career goals. Although online and 
hybrid courses require limited time spent in class and are convenient for those with busy schedules, they require significant commitment 
from enrolled students (and the instructors). The expectations of a traditional course require students to spend 3 hours in class each 
week and, depending on work habits and the demands of the course, another 6-9 hours per week on readings and assignments.  

 

STATEMENT ON DISABILITY ACCOMMODATIONS: 
A disability is something that affects a major life activity. These life activities include, but are not limited to, learning, walking, 
breathing, hearing, and seeing, in addition to many other physical, sensory functions, and psychological disabilities. 

If you are a student with a disability or believe you might have a disability that requires accommodations, don't hesitate to contact your 
program's ADA Coordinator to discuss reasonable and appropriate accommodations and eligibility requirements. The program's goal 
is for learning experiences to be as accessible as possible. If you anticipate or experience physical or academic barriers based on 
disability, the ADA Coordinator will review your concerns and determine what academic accommodations are necessary and 
appropriate for you. For example, adaptions of teaching methods, class materials, or testing may be made on a case-by-case basis if 
warranted, as required by the Americans with Disabilities Act (ADA). All information and documentation of your disability is confidential 
and will not be released without your written permission. 

 
 

https://www.arjoblink.arkansas.gov/
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  GRADING AND ASSIGNMENTS: 

Grading the course works on a point system—every point you earn counts toward the minimum points needed for a particular letter 
grade in this course. A minimum score of 80% is required in each lesson for course completion, with the exception of the typing test, 
which requires a minimum score of 50% to pass. 

  

Assignment Points Possible Minimum Score 

Career Interest Inventory (O'NET) 100 80 

Real-Life Arkansas  100 80 

Career Exploration Modules  200 160 

Keyboarding/Typing Test  100 50 

Answering an Email  100 80 

Digital Literacy Modules  200 160 

Employability Skills Modules  200 160 

Resume 100 80 

Write a Thank-You Email 100 80 

Financial Literacy Modules  200 160 

Financial Literacy Reflection Paragraph  100 80 

Total Points Possible 1500 1200 

 

  GRADING SCALE: 

Letter Grade to Overall Percentages of Course Score Range 

A (90 -100%) 1350 -1500 

B (80 – 89%) 1200 -1349 

 
*If students score 50% on the typing test, they must achieve over 80% on other assignments to meet the minimum required score of 1200. 
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COURSE CALENDAR 

 Complete In-Class Lessons (For Teachers) 
 
Complete Lessons (For Students)  
 

Assignments  

Week 1                                                            Requirement 1:  Career Exploration 

  

Course: Careers  
Career Exploration & Soft Skills (Intermediate)  
PART A: EXPLORATION 
Module 1: About Me and My Interests    
Lesson 1: My Career Pathway 

 

Lesson 2: My Background 
 

Lesson 3: My Personality and Skills 

Lesson 4: My Work Values  
  

 

Module 2: Career Clusters    
Exploring Career Clusters  

 

**2-3 careers of interest are required 
 
PART B: SOFT SKILLS    
Module 6: Education & Training  
Lesson 1: Trade Schools and Colleges 

 

Course: EL Civics 
English in America (Intermediate)  
Module 11: Soft Skills  
Lesson 3:  Planning Your Career 

 

Course: Careers  
Career Exploration & Soft Skills (Intermediate)  
PART A: EXPLORATION 
Module 1: About Me and My Interest    
Lesson 1: My Career Pathway 

 

Lesson 2: My Background 
 

Lesson 3: My Personality and Skills 

Lesson 4: My Work Values 
  

 

Module 2: Career Clusters    
Exploring Career Clusters  

 

**2-3 careers of interest are required 
 
PART B: SOFT SKILLS    
Module 6: Education & Training 
Lesson 1: Trade Schools and Colleges 

 

Course: EL Civics 
English in America (Intermediate)  
Module 11: Soft Skills  
Lesson 3:  Planning Your Career 

 

Complete:  
• Meet with Career Coach  

 

• Career Interest Inventory 
O*NET Interest Profiler, 
123 Test, or similar career 
assessment  
 

• Real-Life Arkansas   
 

 
 
 

** Note: Complete the career assessment before exploring Module 2. Then, explore 2-3 
career clusters based on the career assessment results. 
 

https://app.burlingtonenglish.com/courses/34/icl/1609/activity/4945
https://app.burlingtonenglish.com/courses/34/icl/1610/activity/4956
https://app.burlingtonenglish.com/courses/34/icl/1611/activity/4966
https://app.burlingtonenglish.com/courses/34/icl/1612/activity/4976
https://app.burlingtonenglish.com/courses/34/icl
https://app.burlingtonenglish.com/courses/34/icl/1639/activity/5108
https://app.burlingtonenglish.com/courses/55/icl/2543
https://app.burlingtonenglish.com/courses/34/sl/1609/activity/9972
https://app.burlingtonenglish.com/courses/34/sl/1610/activity/9978
https://app.burlingtonenglish.com/courses/34/sl/1611/activity/9986
https://app.burlingtonenglish.com/courses/34/sl/1612/activity/10011
https://app.burlingtonenglish.com/courses/34/sl
https://app.burlingtonenglish.com/courses/34/sl/1639/activity/10206
https://app.burlingtonenglish.com/courses/55/sl/2543/activity/22532
https://www.onetonline.org/
https://www.123test.com/career-test/
https://www.workforce.arkansas.gov/Real-Life/
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Week 2 

                                                          
Requirement 2:  Digital Literacy                                                                                

  
Course: EL Civics 
English In America (Intermediate)  
Module 4: Digital Literacy 
Introducing the Module 
Lesson 1: Using the Internet to Communicate  
Lesson 2: Recognizing Tone & Form Online  
Lesson 3: Replying to an Email 
 
Module 5: Internet Safety 
Introducing the Module 
Lesson 1: Understanding Online Privacy 
Setting  
Lesson 2: Writing about Internet Safety  

 
Course: EL Civics 
English In America (Intermediate)  
Module 4: Digital Literacy 
Introducing the Module 
Lesson 1: Using the Internet to Communicate  
Lesson 2: Recognizing Tone & Form Online  
Lesson 3: Replying to an Email  
 
Module 5: Internet Safety 
Introducing the Module 
Lesson 1: Understanding Online Privacy 
Setting  
Lesson 2: Writing about Internet Safety 
 
 

 
Complete: 
• Keyboarding/Typing Test 

Typing.com  
     20WPM or 80% Accuracy 

  

• Replying to an Email 
(section 8)   

      Replying to an Email  

Week 3                                                             Requirement 3:  Employability Skills                                                                          

 Course: General English  
Burlington Core (Low Beginners)  
Module 3: Getting a Job  
  Lesson 8: Write: A Description of Job Skills 
Burlington Core (High Beginners)  
Module 3: Getting a Job 
  Lesson 8: Write: A Personal Statement 
Burlington Core (High Intermediate)  
Module 3: Getting a Job 
  Lesson 7: Life Skills: A Résumé 
Burlington Core (Advanced)  

Course: General English  
Burlington Core (Low Beginners)  
Module 3: Getting a Job  
  Lesson 8: Write: A Description of Job Skills 
Burlington Core (High Beginners)  
Module 3: Getting a Job 
  Lesson 8: Write: A Personal Statement 
Burlington Core (High Intermediate)  
Module 3: Getting a Job 
  Lesson 7: Life Skills: A Résumé 
Burlington Core (Advanced)  

Complete: 
• Create a Resume 

 

• Write a Thank-You Email 
in section 7  
Write: A Thank-You Email 
after  a Job Interview 
 

• Create an Arkansas Job 
Link Account, and upload 
your resume: (Optional)  

https://app.burlingtonenglish.com/courses/55/icl/3157/activity/13303
https://app.burlingtonenglish.com/courses/55/icl/2553/activity/11408
https://app.burlingtonenglish.com/courses/55/icl/2559/activity/11508
https://app.burlingtonenglish.com/courses/55/icl/2541/activity/11210
https://app.burlingtonenglish.com/courses/55/icl/3158/activity/13305
https://app.burlingtonenglish.com/courses/55/icl/2549/activity/11341
https://app.burlingtonenglish.com/courses/55/icl/2549/activity/11341
https://app.burlingtonenglish.com/courses/55/icl/2582/activity/14633
https://app.burlingtonenglish.com/courses/55/sl/3157/activity/25118
https://app.burlingtonenglish.com/courses/55/sl/2553/activity/22496
https://app.burlingtonenglish.com/courses/55/sl/2559/activity/22498
https://app.burlingtonenglish.com/courses/55/sl/2541/activity/22501
https://app.burlingtonenglish.com/courses/55/sl/3158/activity/25119
https://app.burlingtonenglish.com/courses/55/sl/2549/activity/22502
https://app.burlingtonenglish.com/courses/55/sl/2549/activity/22502
https://app.burlingtonenglish.com/courses/55/sl/2582/activity/22504
https://www.typing.com/
https://app.burlingtonenglish.com/courses/55/sl/2541/activity/23511
https://app.burlingtonenglish.com/courses/26/icl/1064/activity/2624
https://app.burlingtonenglish.com/courses/28/icl/1245/activity/5485
https://app.burlingtonenglish.com/courses/59/icl/2734/activity/14020
https://app.burlingtonenglish.com/courses/26/sl/1064/activity/9755
https://app.burlingtonenglish.com/courses/28/sl/1245/activity/13093
https://app.burlingtonenglish.com/courses/59/sl/2734/activity/25543
https://app.burlingtonenglish.com/courses/30/sl/1425/activity/9496
https://app.burlingtonenglish.com/courses/30/sl/1425/activity/9496
https://www.arjoblink.arkansas.gov/
https://www.arjoblink.arkansas.gov/
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Module 2: Careers  
  Lesson 5: Write: A Skills-Based Résumé 
 
Course: Careers 
Career Exploration & Soft Skills (Intermediate)  
 Module 3: Getting a Job  
 Lesson 1: Searching for a Job 
 Lesson 2: Applying for a Job 
 Lesson 3: Preparing for a Job Interview 

 
Course: General English  
Burlington Core (Low Intermediate)  
Module 3: Getting a Job  
  Lesson 5: Watch & Speak: A Job Interview  
 

Course: General English  
Burlington Core (Low Intermediate) 
Module 3: Getting a Job  
  Lesson 8: Write: A Thank-You Email after   a 
Job Interview  
 

Course: Careers 
Career Exploration & Soft Skills (Intermediate) 
Module 4: Effective Relationships at Work 
 Lesson 1: Communicating with Customers 
 Lesson 2: Teamwork and Professionalism 
 Lesson 3: Responsibility and Integrity 
 Lesson 4: Resolving Conflicts and Respecting 
Differences 
 

Module 2: Careers 
  Lesson 5: Write: A Skills-Based Résumé 

 
Course: Careers     
Career Exploration & Soft Skills (Intermediate)  
 Module 3: Getting a Job  
 Lesson 1: Searching for a Job 
 Lesson 2: Applying for a Job 
 Lesson 3: Preparing for a Job Interview  
 

Course: General English  
Burlington Core (Low Intermediate)  
Module 3: Getting a Job  
  Lesson 5: Watch & Speak: A Job Interview 

 
Course: General English  
Burlington Core (Low Intermediate) 
Module 3: Getting a Job  
  Lesson 8: Write: A Thank-You Email after  a 
Job Interview 
 

Course: Careers 
Career Exploration & Soft Skills (Intermediate) 
Module 4: Effective Relationships at Work 
 Lesson 1: Communicating with Customers 
 Lesson 2: Teamwork and Professionalism 
 Lesson 3: Responsibility and Integrity 
 Lesson 4: Resolving Conflicts and 
Respecting Differences 
            

 

https://app.burlingtonenglish.com/courses/60/icl/2796/activity/14150
https://app.burlingtonenglish.com/courses/34/icl/1630/activity/5005
https://app.burlingtonenglish.com/courses/34/icl/1631/activity/5015
https://app.burlingtonenglish.com/courses/34/icl/1632/activity/5025
https://app.burlingtonenglish.com/courses/30/icl/1422/activity/3824
https://app.burlingtonenglish.com/courses/30/icl/1425/activity/3867
https://app.burlingtonenglish.com/courses/30/icl/1425/activity/3867
https://app.burlingtonenglish.com/courses/34/icl/1633/activity/5035
https://app.burlingtonenglish.com/courses/34/icl/1634/activity/5048
https://app.burlingtonenglish.com/courses/34/icl/1635/activity/5057
https://app.burlingtonenglish.com/courses/34/icl/1636/activity/5070
https://app.burlingtonenglish.com/courses/34/icl/1636/activity/5070
https://app.burlingtonenglish.com/courses/60/sl/2796/activity/26599
https://app.burlingtonenglish.com/courses/34/sl/1630/activity/10054
https://app.burlingtonenglish.com/courses/34/sl/1631/activity/10069
https://app.burlingtonenglish.com/courses/34/sl/1632/activity/10105
https://app.burlingtonenglish.com/courses/30/sl/1422/activity/9451
https://app.burlingtonenglish.com/courses/30/sl/1425/activity/9488
https://app.burlingtonenglish.com/courses/30/sl/1425/activity/9488
https://app.burlingtonenglish.com/courses/34/sl/1633/activity/10112
https://app.burlingtonenglish.com/courses/34/sl/1634/activity/10119
https://app.burlingtonenglish.com/courses/34/sl/1635/activity/11470
https://app.burlingtonenglish.com/courses/34/sl/1636/activity/11481
https://app.burlingtonenglish.com/courses/34/sl/1636/activity/11481
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Week 4                                                               Requirement 4:  Financial Literacy                                                                             

  
Course: EL Civics 
English In America (Intermediate)  
Module 12: Banking 
 Introducing the Module 
Lesson 1: Finding Out about Checking 
Accounts 
Lesson 2: Building a Budget 
Lesson 3: Comparing Banks 
Lesson 4: Taking Out a Loan 
 

Course: General English  
Burlington Core (High Intermediate)   
Module 4: Money Matters  
Lesson 3: Read: Building a Credit History  
 

 
Course: EL Civics 
English In America (Intermediate)  
Module 12: Banking 
 Introducing the Module 
Lesson 1: Finding Out about Checking 
Accounts 
Lesson 2: Building a Budget 
Lesson 3: Comparing Banks 
Lesson 4: Taking Out a Loan 
 

Course: General English  
Burlington Core (High Intermediate)   
Module 4: Money Matters  
Lesson 3: Read: Building a Credit History 
 

 
Complete: 

• Financial Literacy  
Reflection Paragraph  

     (Reference page 12) 
 

https://app.burlingtonenglish.com/courses/55/icl/3165/activity/13346
https://app.burlingtonenglish.com/courses/55/icl/2550/activity/11364
https://app.burlingtonenglish.com/courses/55/icl/2550/activity/11364
https://app.burlingtonenglish.com/courses/55/icl/2569/activity/14858
https://app.burlingtonenglish.com/courses/55/icl/2577/activity/14885
https://app.burlingtonenglish.com/courses/55/icl/2551/activity/11375
https://app.burlingtonenglish.com/courses/59/icl/2738/activity/14239
https://app.burlingtonenglish.com/courses/55/sl/3165/activity/25126
https://app.burlingtonenglish.com/courses/55/sl/2550/activity/22533
https://app.burlingtonenglish.com/courses/55/sl/2550/activity/22533
https://app.burlingtonenglish.com/courses/55/sl/2569/activity/22535
https://app.burlingtonenglish.com/courses/55/sl/2577/activity/22537
https://app.burlingtonenglish.com/courses/55/sl/2551/activity/22538
https://app.burlingtonenglish.com/courses/59/sl/2738/activity/26490
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Job-Industry Recognized Credentials/Certifications: (Optional) 
By earning a WAGE™ Level I Certificate, you can enroll in one of the following credentials/certifications courses based on your career 
goals: IC3, OSHA 10, Personal Care Assistant, ServSafe, First Aid, CPR, and Automated External Defibrillator (AED). Train for positions 
Arkansas employers need in as little as 1 to 4 weeks. Tuition is paid for qualified applicants. 
 
How to Apply for WAGE™ Level I Scholarship: (Optional) 
Connect with your Career Coach or Instructor to begin the application process. 
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Requirement 2: Digital Literacy  
Assignment: Typing Test  

• If students achieve an 80% accuracy rate and type 20 words per minute (wpm), they will receive a score of 100%. 

• If students achieve an 80% accuracy rate but type less than 20 wpm, they will receive a score of 50%.  

• If students type at least 20 wpm but have an accuracy rate below 80%, they will receive a score of 50%. 

*The typing test is the only assignment that requires a minimum score of 50% for passing.  
 
Assignment: Answering an Email  
Read and listen to the following activity. Then, complete the “Answering an Email” activity in Section 8 by filling in the correct information.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://app.burlingtonenglish.com/courses/54/sl/2530/activity/23136
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Requirement 3: Employability Skills  
 
 
 
 
 
 
 
 

 

Directions: Complete the following assignments related to gaining employability skills. 

 

Register with Arkansas Job Link (AJL): (Optional)  

1. Register for the Arkansas Job Link* 

https://www.arjoblink.arkansas.gov/jobseeker/registrations/new 

a. *16/17-Year-Olds should not enter their social security number. These learners 

should only check the two required section buttons for the Fair Credit Reporting 

and Data Privacy Notice statements. In addition, they should not check any boxes 

under the Authorization for Release of Information section while proceeding 

through registration. 

 

Create a Resume: 
1. Create a resume or update a previous resume to upload for this assignment. You may 

use any resume builder of your choice or use the template provided. Use Google 
Translate if needed.  

 
Write a Thank-You Email:  

1. Review the student lesson, Write: A Thank-You Email after a Job Interview in Burlington 
English. 

2. Complete section 7.   
3. See your instructor or career coach for details. 

 

https://www.arjoblink.arkansas.gov/jobseeker/registrations/new
https://translate.google.com/
https://translate.google.com/
https://app.burlingtonenglish.com/courses/30/sl/1425/activity/9496
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Requirement 4: Financial Literacy  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Overview: Being financially literate is an integral part of the journey of increasing wealth and 

reducing debt. As you pursue higher education and training or seek a better job with higher 

pay, finances will be at the center of all you do. If you decide to pursue higher education, you 

must determine how to pay for the costs associated with tuition and fees. What will you do 

with the extra money if you get a better job earning higher wages? As you can see, 

becoming financially literate means understanding and navigating the nuances of money and 

how you plan for it.  

 

Directions: Choose one question below and write a five-point reflection paragraph 
based on what you have learned from the course.  
 

Minimum requirements: introductory statement; three supporting statements; conclusion. 

Paragraphs can be written in the preferred language and translated into English using 

Google Translate.   

1. How might a budget help you with your financial goals? 

2. In your opinion, is having a new or used car better for you, and why? 

3. What reasons might there be that could cause someone to miss paying a bill? 

4. How can credit cards help you and hurt you financially? 

5. what topic(s) most benefited you after completing the financial literacy module? Why?  

 

https://translate.google.com/?sl=en&tl=fr&op=translate
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Learner Name: _________________________________________      Date: ________________________ 

 

Rubric for a Well-Written Paragraph 

NOTE:  Passing Score is 16/20 Points or (80% of 100 Total Points) 

Categories of 
Performance 

Beginner  
(1 pt) 

Basic  
(2 pts) 

Intermediate 
(3 pts) 

Advanced  
(4 pts) 

Score 

Topic Sentence; 
Main Idea 

No evidence of a 
main idea. The 
paragraph lacks 
clarity and 
cohesion. 

The topic 
sentence is 
present but 
poorly written. 
The main idea is 
clearly stated. 

The topic 
sentence is 
complete. The 
main idea is 
clearly stated. 

The topic sentence 
is strong and clearly 
states the main 
idea. Stimulates 
interest. 

 

Body; Supporting 
Sentences (3-5 
related sentences) 

The writer does 
not include any 
supporting 
details from the 
text. Random 
ideas are hard to 
follow. Less than 
3 complete 
sentences 

The writer 
includes 1 
supporting detail 
from the text. 
Limited details to 
establish interest 
in the topic. 
Short, choppy 
sentences that 
lack flow. 

The writer 
includes at 
least 2 
supporting 
details from 
the text. The 
body contains 
3+ sentences. 
Mostly related 
details. Not all 
sentences are 
complete and 
focused. 

The writer includes 
at least 3 supporting 
details from the 
text. Consistent 
development of the 
main idea. Creates 
interest through 
details and varied 
sentence structure. 

 

Concluding 
Sentence 

There is no 
concluding 
sentence that 
connects to the 
main idea. 

The sentence is 
incomplete and 
does not sum up 
the paragraph. 

The sentence is 
complete and 
adequately 
sums up the 
paragraph. 

The sentence is 
complete and 
restates the main 
idea effectively. 

 

Organization; 
Fluency 

Paragraph lacks 
a clear focus. 
Confusing order 
of ideas. 

Limited details. 
Shows effort to 
create order 
using simple 
language to 
express ideas. 

Appropriate 
choice of 
words. More 
care is needed 
to create 
fluency. 

Well-organized with 
clear topic, body, 
and conclusion. 
Flows logically. 
Consistent focus on 
the topic. 

 

Mechanics; Word 
Choice; 
Presentation 

Many errors in 
grammar and 
spelling. Run-ons 
and need for 
punctuation. 
Limited new 
vocabulary. 
Disorganized. 

More than 5 
errors in spelling 
and grammar. 
Words are only 
sometimes used 
correctly. Needs 
revision. 

Less than 5 
errors in 
spelling and 
grammar. 
Shows a variety 
of words. 

Accurate spelling, 
grammar, and 
punctuation. Uses 
descriptive 
language. Neat final 
draft. 

 

     Read rubrics row by row from left to right, rather than in columns.  

Total Points:    _________ 
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   To translate into another language using Google Translate, follow the steps below:  

1. Open Google Translate to translate into a different language on your computer. 

2. On the left side, enter the text you want to translate.  

3. On the right, select a language. 

 

  To translate O*NET Interest Profiler, Real-Life Arkansas, Arkansas Job Link & Typing.com to a        
different language:  

1. Right-click, and a tool menu will appear on the right side of the screen. 

https://translate.google.com/
https://www.onetonline.org/
https://www.workforce.arkansas.gov/Real-Life/
https://www.arjoblink.arkansas.gov/
https://www.typing.com/
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2. When you choose the language, the “Input tool menu” will appear in the toolbar..  

 

 
 

3. Click translate.  


