
Substitute Teacher PlanClass Name: _______________________________
Class Period(s): ____________________________

	Daily Plans

	Directions
	Handouts/Materials

	Day 1: [insert date here]
*Please hand out the Daily Activity Sheet (Word | PDF | Google Doc) to students and have them complete their bell ringer; they will keep these sheets and fill them out over the next five days.

Bell Ringer: (Students will answer the following prompt on their Daily Activity Sheets.)
· Do you have a resume already? Why or why not?

Daily Activity Directions:
1. Tell the class: This week, we’re going to be learning all about resumes, their different parts and even putting our own resume together. Today, we’re going to start by reading an article on strong resumes and learning about the different parts of resumes.
2. Hand out the “Craft the Perfect Digital Resume” article and student activity sheet (Parts 1 and 2). Students will read the article and complete the following parts of the student activity sheet.
· Part 1: Students will answer questions based on the article they read.
· Part 2: Students will cut out the resume heading and definition/purpose strips and match them up correctly before gluing them onto a blank sheet of paper.

Exit Ticket: (Students will answer the following prompt on their Daily Activity Sheets.)
· Pick three headings of a typical resume and explain why each is important to include on your resume.

Students who finish early may:
· [insert options here]

Additional Notes and Instructions:
· [insert any additional notes for substitute here]

	1. Daily Activity Sheet
(Word | PDF | Google Doc)
2. Craft the Perfect Digital Resume FFA New Horizons Article
3. Craft the Perfect Digital Resume Student Activity Sheet (Parts 1 and 2)
4. Blank paper
5. Scissors
6. Glue

	Directions
	Handouts/Materials

	Day 2: [insert date here]
Bell Ringer: (Students will answer the following prompt on their Daily Activity Sheets.)
· Why is it important to start keeping a resume while you are in school?

Daily Activity Directions:
1. Tell the class: Now that we’ve spent some time learning about resumes, it’s time to start thinking about what ours could look like. Today, we’re going to brainstorm and outline information for our own resumes.
2. Hand out the “Craft the Perfect Digital Resume” student activity sheet (Parts 3 and 4). Students will complete the following parts of the activity.
· Part 3: Students will choose one of three jobs listed on the top of the sheet to apply for and brainstorm experiences they have for each category of their resumes.
· Part 4: Students will use the worksheet to begin outlining the information to include within each section of their resumes as well as think of professional references and write a practice communication asking an individual to serve as one of their references.

Exit Ticket: (Students will answer the following prompt on their Daily Activity Sheets.)
· Why is it valuable to have individuals ready to serve as references when you are conducting a job search? What kinds of people should you ask to be your references?

Students who finish early may:
· [insert options here]

Additional Notes and Instructions:
· [insert any additional notes for substitute here]

	1. Craft the Perfect Digital Resume Student Activity Sheet (Parts 3 and 4)

	Directions
	Handouts/Materials

	Day 3: [insert date here]
Bell Ringer: (Students will answer the following prompt on their Daily Activity Sheets.)
· What do you think are the top three qualities hiring managers are looking for when reviewing the resumes of job applicants?

Daily Activity Directions:
1. Tell the class: Before we get into creating your own resumes, you’re going to spend some time on the other side of the table. Today, you’ll act as a hiring manager in a given scenario and make a hiring decision based on a given job description and a set of resumes that you’ll review.
2. Hand out the “You’re the Boss” student activity sheet. For this activity, students will act as a hiring manager in a given scenario with an established job posting and will first determine what qualities they are looking for in job applicants. They will then review two resumes for the job and follow the provided rubric to evaluate the resumes. Finally, they will write a recommendation to their supervisor for whom to hire for the position and answer related questions.

Exit Ticket: (Students will answer the following prompt on their Daily Activity Sheets.)
· How does having been on the hiring side of looking at resumes impact your process for creating your own?

Students who finish early may:
· [insert options here]

Additional Notes and Instructions:
· [insert any additional notes for substitute here]

	1. You’re the Boss Student Activity Sheet

	Directions
	Handouts/Materials

	Day 4: [insert date here]
Bell Ringer: (Students will answer the following prompt on their Daily Activity Sheets.)
· What ideas do you have to make your resume stand out above others when hiring managers are looking at them?

Daily Activity Directions:
1. Tell the class: It’s finally time to create your own resumes. Take the information that you have brainstormed and outlined earlier this week and begin entering it into your resume.
2. Have students create their own resumes using the resources they have collected so far. Students should take the information from the earlier activities and create entries on their resume with it.
3. Teacher Note: You can choose to have students use the FFA Resume Generator (FFA login required) or choose a template from a word-processing software; decide which path is best for your students and leave those directions for your substitute.

Exit Ticket: (Students will answer the following prompt on their Daily Activity Sheets.)
· What is one strength you believe your resume has? What is one weakness you believe it still has? How can you fix this weakness?

Students who finish early may:
· [insert options here]

Additional Notes and Instructions:
· [insert any additional notes for substitute here]

	1. Student devices with internet access
2. Word processing software with resume templates (Microsoft Word, Google Docs, etc. OR the FFA Resume Generator)

	Directions
	Handouts/Materials

	Day 5: [insert date here]
Bell Ringer: (Students will answer the following prompt on their Daily Activity Sheets.)
· What do you think is the most effective way to share your resume with potential employers? Explain your answer in one or two sentences.

Daily Activity Directions:
1. Tell the class: The final step in the resume process is sharing it with potential employers. Today, we’re going to practice finding the contact information for hiring managers and drafting a mock email to attach your resume to.
2. Hand out the “Submitting a Resume” student activity sheet. Students will follow the directions on the student activity sheet to find a real job posting that mirrors the job they selected at the beginning of their resume process. They will then answer all of the questions regarding the company/hiring manager’s information and finally draft an example email to submit their resume as well as an example follow-up email after they’ve submitted their resume. (Note: They will not actually send these emails.)

Exit Ticket: (Students will answer the following prompt on their Daily Activity Sheets.)
· What has been the most beneficial or eye-opening part of the resume-building process for you? Explain your answer in three or four sentences.
· Additionally, students will complete the “Top Five Things I Learned This Week” section of their Daily Activity Sheets.

Students who finish early may:
· [insert options here]

Additional Notes and Instructions:
· [insert any additional notes for substitute here]
	1. Submitting a Resume Student Activity Sheet
2. Student devices with internet access
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