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Preface

This report provides the results of a comparison between the workplace basic skills defined by
the Secretary’s Commission on Achieving Necessary Skills (SCANS) and skill frameworks devel-
oped by a variety of national and international organizations. The comparison found a great
degree of commonality in the skill definitions. Therefore, the research yielded a comprehen-
sive common language for the discussion and examination of workplace basic skills. The re-
port is intended to serve as a guide for human resources personnel, trainers, educators, and
researchers who are interested in workplace basic skills training.

This research also expanded the applicability of the skill definitions by developing behaviorally-
anchored scales for each skill. These scales can serve as a common standard and reference
point for workers, employers, trainers, educators, and program administrators as they con-
sider work-related activities including the following:

• Identifying the skills and skill levels required for employment
• Approximating the skill levels of current or future workers
• Identifying the skill development that will help match workers to job requirements
• Describing individual skills as part of a job transition process
• Identifying valid assessments for measuring workplace readiness
• Using a hierarchical taxonomy of skills for facilitating the development of individual train-

ing plans, and for preparing and developing employment training programs

O*NET is currently being developed by the U.S. Department of Labor to replace the Dictionary
of Occupational Titles (DOT, U.S. Department of Labor, 1991). Because O*NET is a major frame-
work for describing workplace skills, this report provides crosswalks and links from the SCANS
skill definitions and scales to relevant O*NET skill definitions and scale anchors. The O*NET–
SCANS crosswalks facilitate an understanding of the features that are shared by the two frame-
works and that are central to current U.S. workforce-related educational and training initia-
tives.

The attainment of workplace readiness skills is a core element of the Workforce Investment
Act (WIA). States and local areas are required to provide workforce preparation and training for
adults and youth to meet the requirements of WIA Title I, Adult Education and Family Literacy,
and Perkins Vocational and Technical Education programs. They need to measure workplace
readiness, basic, academic, and technical skills in order to improve programs and support their
accountability systems for assessing participant performance. They can use this report as a
reliable reference as they develop standards and identify workplace competency assessments.

The synthesis of the workplace essential skill definitions, skill level descriptions, and associated
assessments provided in this report, represent a "roadmap" for states that are incorporating
workplace readiness skills into their vocational and technical education or adult education pro-
grams.

Local providers of workforce investment services, vocational and technical education, and adult
education will also find these frameworks and assessments useful to their local program de-
velopment and improvement goals.

Figure 1: SCANS Framework

ESSENTIAL WORKPLACE SKILLS

  Workplace Competencies

Resources
Allocates Time
Allocates Money
Allocates Materials and Facility Resources
Allocates Human Resources

Information
Acquires and Evaluates Information
Organizes and Maintains Information
Interprets and Communicates Information
Uses Computers to Process Information

Interpersonal
Participates as a Member of a Team
Teaches Others
Serves Clients/Customers
Exercises Leadership
Negotiates to Arrive at a Decision
Works with Cultural Diversity

Systems
Understands Systems
Monitors and Corrects Performance
Improves and Designs Systems

Technology
Selects Technology
Applies Technology to Task
Maintains and Troubleshoots Technology

  Foundation Skills

Basic Skills
Reading
Writing
Arithmetic and Mathematics
Listening and Speaking

Thinking Skills
Creative Thinking
Decision Making
Problem Solving
Seeing Things in the Mind’s Eye
Knowing How to Learn
Reasoning

Personal Qualities
Responsibility
Self-Esteem
Social
Self-Managemen
Integrity/Honesty                 (excerpt p. 2)
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The information on pages 1
through 10 is excerpted from:

Document: Workplace Essential
Skills: Resources Related to the
SCANS Competencies and Foun-
dation Skills, August 2000.
Presented to: U.S. Department of
Labor, Employment and Training
Administration, [and] U.S. Depart-
ment of Education, National Center
for Education Statistics, by ACT,
Inc., 2201 North Dodge Street, P.O.
Box 168, Iowa City, Iowa 52243.
<  http://wdr.doleta.gov/opr/
fulltext/00-wes.pdf >

Red highlighted numbers indicated
the page the information can be
found in the original document.

Particularly note on page 10—
”Honesty/Integrity” is listed. Based
on the description, it sounds like
this is another avenue to engage in
the “no moral absolutes” of “values
clarification” activities. And also
another way to get funding for
SCANS via “Character Education”
mandates.

————————————————

Note: an page 11 is an example
of a rubric based report card
that includes SCANS skills—of
course, they are not noted as
such.
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 Resources
Allocates Time

SCANS Definition: Selects relevant, goal-re-
lated activities, ranks them in order of im-
portance, allocates time to activities, and un-
derstands, prepares, and follows schedules.

Demonstrating competence includes prop-
erly identifying tasks to be completed; rank-
ing them in order of importance; develop-
ing and following an effective, workable
schedule based on accurate estimates of such
things as importance of tasks, time to complete
tasks, time available for completion, and task
deadline; avoiding wasting time; and accurately
evaluating and adjusting a schedule. (p. 9)

SCANS Scales:
—————————————————————————————————————————

Level 5 Coordinates timing of activities
across projects and/or processes.
Adjusts multiple schedules for orga-
nizational effectiveness and/or prof-
itability.

—————————————————————————————————————————

Level 4 Establishes deadlines and task sched-
ules for a project or process involv-
ing multiple tasks and work units.
Evaluates and adjusts schedules as
necessary.

—————————————————————————————————————————

Level 3 Establishes deadlines and task sched-
ules for others within own work unit
for group toward complex effective-
ness and/or profitability. Determines
sequence and importance of work
unit’s tasks.

—————————————————————————————————————————

Level 2 Determines sequence and impor-
tance of own tasks. Adjusts order
and length of tasks.

—————————————————————————————————————————

Level 1 Performs own tasks in a specified or-
der within time limits. Uses time ef-
ficiently to as needed to meet dead-
lines and produce desired outcomes.
Looks ahead in order to adjust time
given to specific tasks, adjusting
speed as necessary to improve per-
formance. (p. 10)

—————————————————————————————————————————

Allocates Money

SCANS Definition: Prepares budgets, makes cost
and revenue forecasts, keeps detailed records to
track budget performance, and makes appropri-
ate adjustments.

Demonstrating competence includes accurately pre-
paring and using a budget consistent with ac-
counting methods, accurately calculating future
budgetary needs based on projected costs and
revenues, accurately tracking the extent to which
actual costs and revenues differ from the esti-
mated budget, and taking appropriate and ef-
fective actions. (p. 16)

SCANS Scales:
————————————————————————————————————————————

Level 5 Develops and governs a financial plan for
an organization, including projecting orga-
nizational revenue verses costs over time,
distributing funding to departmental or
project budgets, allocating revenue to fi-
nancial investments for projected pur-
poses, and evaluating financial risks of
new products or business ventures.

————————————————————————————————————————————

Level 4 Makes cost and revenue projections for
several multiple-task projects, and de-
velops budgets within those param-
eters. Evaluates and adjusts budgets as
necessary based on revised cost and
revenue projections.

————————————————————————————————————————————

Level 3 Makes cost and revenue projections for
a single multiple-task project, and de-
velops a budget within those param-
eters. Evaluates and adjusts budget as
necessary based on revised cost and
revenue projections.

————————————————————————————————————————————

Level 2 Tracks expenditures relative to a bud-
get; makes adjustments as necessary
and/or informs superiors of potential
problems. Within a specified allocation,
estimates costs for specific activities.
Adjusts priorities based on evaluation of
costs within a specified budget.

————————————————————————————————————————————

Level 1 Performs and records a cash transaction,
including determining the amount of the
transaction, receiving payment from a cli-
ent/customer or obtaining funds from an
account, making or receiving the correct
change, and recording the transaction ei-
ther by using a cash register or filing a re-
ceipt according to procedures. (p. 17)

————————————————————————————————————————————

Allocates Materials
and Facility Resources

SCANS Definition: Acquires, stores, and dis-
tributes materials, supplies, parts, and equip-
ment, space, or final products to make the
best use of them.

Demonstrating competence includes care-
fully planning the steps involved in the ac-
quisition, storage, and distribution of re-
sources; safely and efficiently acquiring,
transporting, or storing them; maintaining
them in good condition; and distributing
them to the end user. (p. 22)

SCANS Scales:
—————————————————————————————————————————

Level 5 Defines business processes or finan-
cial rules for the allocation of mate-
rials. Designs complex workstations
involving multiple systems. Evaluates
specifications of new equipment or
materials for compatibility or inte-
gration into existing environment.

—————————————————————————————————————————

Level 4 Coordinates the acquisition and use
of materials or facilities across mul-
tiple projects, assuring that proper
storage and maintenance are avail-
able. Monitors the use of materials
and facilities to ensure that they are
being used efficiently and that
project demands are being met. Dis-
tributes materials and facilities across
projects.

—————————————————————————————————————————

Level 3 Determines the materials or facilities
needed for a multiple-task project.
Identifies the sources and costs of
materials or facilities. Designs stor-
age plans and distribution methods
for materials, and coordinates their
use within projects.

—————————————————————————————————————————

Level 2 Determines the type and quantity of
materials or facilities needed to com-
plete a work task. Follows a distribu-
tion plan. Obtains facility resources
according to a work plan. Stores and
maintains per specifications.

—————————————————————————————————————————

Level 1 Obtains, stores, and/or delivers spe-
cific materials as specified in a work
plan. (p. 24)

—————————————————————————————————————————

Allocates
Human Resources

SCANS Definition: Assesses knowledge and
skills and distributes work accordingly, evalu-
ates performance, and provides feedback.

Demonstrating competence includes accu-
rately assessing an individual's knowledge,
skills, abilities, and potential; identifying
present and future workloads; making effec-
tive matches between individual talents and
workload; and actively monitoring perfor-
mance and supplying feedback. (p. 29)

SCANS Scales:
—————————————————————————————————————————

Level 5 Determines individuals’ potential for
learning and accomplishing unfamil-
iar tasks and activities. Makes hiring
decisions based on estimates of ap-
plicants’ potential to meet job de-
mands. Assigns individuals to train-
ing programs based on estimated
potential and learning needs.

—————————————————————————————————————————

Level 4 Determines individuals’ ability to per-
form a variety of complex tasks. As-
signs people to work on multiple-
task projects that require minimal su-
pervision. Provides feedback to in-
dividuals regarding their perfor-
mance in managing projects.

—————————————————————————————————————————

Level 3 Determines individuals’ ability to per-
form specific tasks by observing
them perform the tasks or similar
tasks. Identifies areas of deficiency
to recommend further develop-
ment and training.

—————————————————————————————————————————

Level 2 Assigns or reassigns people to tasks
based upon their known skills and
abilities. Provides feedback to indi-
viduals regarding their performance
on tasks.

—————————————————————————————————————————

Level 1 Assigns individuals from a pool of
qualified workers to single tasks
based upon their availability. Assigns
oneself to tasks based on self-assess-
ment of skills, task, and workload. (p.
30)

—————————————————————————————————————————
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 Information
Acquires and
Evaluates Information

SCANS Definition: Identifies need for data,
obtains them from existing sources or cre-
ates them, and evaluates their relevance and
accuracy.

Demonstrating competence includes posing
analytic questions to determine specific need
for information, selecting possible information
and evaluating its appropriateness, and de-
termining a need for new information. (p. 34)

SCANS Scales:
—————————————————————————————————————————

Level 5 Judges the quality, importance, per-
tinence, and authenticity of informa-
tion drawn from diverse sources. Re-
organizes existing information to cre-
ate new sources if necessary sources
do not exist.

—————————————————————————————————————————

Level 4 Evaluates information that contains
specialized technical terms or has a
complex structure and composition
(such as information of a legal, scien-
tific, engineering, or academic na-
ture). Identifies tendencies and pat-
terns in data and/or comparing infor-
mation.

—————————————————————————————————————————

Level 3 Evaluates information from sources
such as reports, tabular data, forms,
maps, diagrams, and interviews for
accuracy, significance, and/or rel-
evance. Identifies and corrects dis-
crepancies and errors.

—————————————————————————————————————————

Level 2 Locates information within existing
sources by conducting searches, in-
cluding internet and library searches.
Skims and examines sources to locate
specific information.

—————————————————————————————————————————

Level 1 Retrieves information according to a
plan from existing sources such as
standard business forms, reports, in-
voices, books, etc. (p. 38)

—————————————————————————————————————————

Organizes and
Maintains Information

SCANS Definition: Organizes, processes, and
maintains written or computerized records
and other forms of information in a system-
atic fashion.

Demonstrating competence includes under-
standing and organizing information from
computer, visual, oral, and physical sources in
readily accessible formats (e.g., computerized
databases, spreadsheets, microfiche, video-
discs, paper files); and transforming data into
different formats to organize them by the ap-
plication of sorting, classifying, or more for-
mal methods. (p. 45)

SCANS Scales:
—————————————————————————————————————————

Level 5 Aligns information or data to multiple
business needs or goals. Links data
between similar or dissimilar projects
or processes.

—————————————————————————————————————————

Level 4 Transforms data into different for-
mats for the purpose of organizing
and storing it. Aligns information or
data to business needs or goals.

—————————————————————————————————————————

Level 3 Develops structures for organizing in-
formation in computer and physical
formats (e.g., for checking accuracy
of data, computerized databases,
spreadsheets, microfiche, videodiscs,
paper files).

—————————————————————————————————————————

Level 2 Classifies and/or categorizes informa-
tion. Modifies an existing information
storage structure to improve its func-
tionality. Identifies which information
needs to be secure and which does
not.

—————————————————————————————————————————

Level 1 Sorts and organizes information
within given categories. Files and lo-
cates information using simple and
direct methods such as alphabetical
and numerical codes. Maintains infor-
mation so that it is accurate and easy
to locate. (p. 47)

—————————————————————————————————————————

Interprets and
Communicates Information

SCANS Definition: Selects and analyzes infor-
mation and communicates the results to oth-
ers using oral, written, graphic, pictorial, or
multimedia methods.

Demonstrating competence includes deter-
mining the information to be communicated,
identifying the best methods to present the
information (e.g., overheads, handouts), and
converting the information to a desired for-
mat when conveying it to others (e.g., oral,
written). (p. 51)

SCANS Scales:
—————————————————————————————————————————

Level 5 Extrapolates information when it is
not immediately obvious or entirely
known.

—————————————————————————————————————————

Level 4 Communicates judgments about the
quality and uses of data. Communi-
cates data for making decisions. Ex-
plains complex information in under-
standable terms so that it can be re-
ceived and understood by different
audiences.

—————————————————————————————————————————

Level 3 Analyzes information across multiple
sources and makes an integrated pre-
sentation.

—————————————————————————————————————————

Level 2 Interprets and presents information
from multiple sources in oral or writ-
ten form. Selects the most important
issues in each and presents them in a
useful way. Selects appropriate for-
mat for communicating and display-
ing information (such as line graphs,
bar graphs, tables, pie charts, narra-
tive documents, and/or graphics).

—————————————————————————————————————————

Level 1 Interprets and presents information
from one source in oral or written
form. (p. 53)

—————————————————————————————————————————

Uses Computers to
Process Information

SCANS Definition: Employs a computer to ac-
quire, organize, analyze, and communicate
information.

Demonstrating competence includes enter-
ing, modifying, retrieving, storing, and veri-
fying data and other information; choosing a
format for displaying information (e.g., line
graph, bar graph, tables, pie charts, narrative);
and ensuring the accurate conversion of in-
formation into a chosen format. (p. 58)

SCANS Scales:
—————————————————————————————————————————

The panel recommends this competency be
embedded in other SCANS competencies
where appropriate. The behaviors of “acquir-
ing, organizing, analyzing, and communicat-
ing information” in this competency are cov-
ered in the other information competencies,
as well as the technology competencies,
whether or not a computer is used to per-
form the tasks. Since there are not special cat-
egories for other specific tools or technology,
this appears to be a reasonable action. How-
ever, the panel does acknowledge that famil-
iarity with computer operations and keyboard-
ing are important skills in the workplace.

On the recommendation of the panel, a scale
was not developed for this competency. (p.
59)
—————————————————————————————————————————
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 Interpersonal
Participates as a
Member of a Team

SCANS Definition: Works cooperatively
with others and contributes to group with
ideas, suggestions, and effort. (p. 64)

Demonstrating competence in partici-
pating as a member of a team includes
doing own share of work necessary to
complete a project; encouraging team
members by listening and responding
appropriately to their contributions;
building on individual team members’
strengths; resolving differences for the
benefit of the team; taking personal re-
sponsibility for accomplishing goals; and
responsibly challenging existing proce-
dures, policies, or authorities. (p. 64)

SCANS Scales:
————————————————————————————————————

Level 5 Establishes and maintains
teams. Links team with man-
agement and with the overall
goals of the organization.

————————————————————————————————————

Level 4 Acts as a facilitator and works
to maintain the team. Builds on
individual team members’
strengths. Eases tension and
builds cooperation. Resolves
differences for the benefit of
the team.

————————————————————————————————————

Level 3 Acts as a team-builder and con-
sensus-builder. Helps identify
the mission and goals of the
team. Encourages team mem-
bers by listening and respond-
ing appropriately to their con-
tributions.

————————————————————————————————————

Level 2 Operates as an active member
of the team. Contributes to the
team with ideas, suggestions, and
effort. Participates in team de-
cision-making. Follows rules
and procedures set by team.
Supports actions taken by team.

————————————————————————————————————

Level 1 Works cooperatively with oth-
ers on a team. Takes responsi-
bility for doing own share of
work necessary to complete a
project. (p. 68)

————————————————————————————————————

Teaches Others

SCANS Definition: Helps others
learn.

Demonstrating competence in
teaching others includes helping
others to apply related concepts
and theories to tasks through
coaching or other means; identify-
ing training needs; conveying job
information to allow others to see
its applicability and relevance to
tasks; and assessing performance
and providing constructive feedback/
reinforcement. (p. 71)

SCANS Scales:
———————————————————————————————

Level 5 Acts as a mentor and works
to further others’ careers
by promoting their profes-
sional and personal devel-
opment.

———————————————————————————————

Level 4 Coaches co-workers and/
or subordinates on all parts
of their jobs. Helps others
to apply related concepts
and theories to tasks. De-
termines learning needs of
others and recommends
appropriate training pro-
grams.

———————————————————————————————

Level 3 Teaches others in multiple-
step tasks. Assesses over-
all job performance and
offers constructive feed-
back.

———————————————————————————————

Level 2 Conveys job information to
allow others to see its ap-
plicability and relevance to
tasks. Assesses perfor-
mance on a series of tasks
and offers feedback.

———————————————————————————————

Level 1 Teaches a familiar task to
inexperienced co-workers
through methods such as
demonstration and expla-
nation. Assesses perfor-
mance on a specific task
and offers immediate
feedback. (p. 72)

———————————————————————————————

Negotiates to
Arrive at a Decision

SCANS Definition: Works toward
an agreement that may involve ex-
changing specific resources or re-
solving divergent interests.

Demonstrating competence in ne-
gotiating to arrive at a decision in-
volves researching opposition and
the history of the conflict; setting
realistic and attainable goals; pre-
senting facts and arguments; lis-
tening to and reflecting on what has
been said; clarifying problems and
resolving conflicts; adjusting quickly
to new facts/ideas; proposing and
examining possible options; and
making reasonable compromises.

SCANS Scales:
———————————————————————————————

Level 5 Facilitates negotiation to
reach long-term goal-
achieving decisions that re-
quire consensus.

———————————————————————————————

Level 4 Performs a series of nego-
tiations with a short-term
goal in mind. “Sees
through others’ eyes” in
order to understand their
perspectives.

———————————————————————————————

Level 3 Negot ia tes  w i th in  a
group setting. Sets re-
a l i st ic  and atta inable
goals. Generates poten-
tial options for compro-
mise.

———————————————————————————————

Level 2 Negotiates with another
employee or supervisor
through discussion and
compromise to reach a de-
cision.

———————————————————————————————

Level 1 Demonstrates a willing-
ness to accept or accom-
modate another’s position
or point of view. (p. 92)

———————————————————————————————

Serves Clients/
Customers

SCANS Definition: Works and
communicates with clients and
customers to satisfy their expec-
tations.

Demonstrating competence in
serving clients and customers in-
cludes actively listening to custom-
ers to avoid misunderstandings
and identifying needs; communi-
cating in a positive manner espe-
cially when handling complaints or
conflict; efficiently obtaining addi-
tional resources to satisfy client
needs. (p. 78)

SCANS Scales:
———————————————————————————————

Level 5 Deals with complex client
needs involving major
problems or clients with
difficult behaviors.

———————————————————————————————

Level 4 Anticipates client/cus-
tomer needs and makes
recommendations for im-
provements.

———————————————————————————————

Level 3 Analyzes and evaluates cli-
ents’/customers’ existing
and future needs. Estab-
lishes productive relation-
ships. Makes proposals in
oral or written form.

———————————————————————————————

Level 2 Exceeds client/customer
expectations of service.
Resolves client/customer
problem within corporate
or organizational culture.

———————————————————————————————

Level 1 Meets minimum client/
customer expectations.
Knows where to go for
help or where to refer cli-
ent/customer. (p. 79)

———————————————————————————————

Exercises Leadership

SCANS Definition: Communicates
thoughts, feelings, and ideas to jus-
tify a position; encourages, persuades,
convinces, or otherwise motivates
an individual or groups, including
responsibly challenging existing
procedures, policies, or authority.

Demonstrating competence in ex-
ercising leadership includes making
positive use of the rules/values fol-
lowed by others; justifying a posi-
tion logically and appropriately; es-
tablishing credibility through com-
petence and integrity; and taking mi-
nority viewpoints into consider-
ation. (p. 84)

SCANS Scales:
———————————————————————————————

Level 5 Inspires and guides the de-
velopment of organiza-
tional vision, mission, and
goals.

———————————————————————————————

Level 4 Connects group with
other groups and with the
larger mission of an orga-
nization. Creates a coop-
erative atmosphere. Over-
comes obstacles and re-
sponsibly challenges exist-
ing procedures, policies,
or authority.

———————————————————————————————

Level 3 Takes responsibility for a
group of people to ac-
complish goals. Inspires
and guides others and del-
egates as necessary. Inspires
confidence and trust.

———————————————————————————————

Level 2 Persuades, convinces, or
motivates an individual to
adopt a point of view, make
changes, or take action.
Logically communicates
thoughts, feelings, and
ideas to justify a position.

———————————————————————————————

Level 1 Serves as a role model by
accepting responsibility
for own actions. (p. 87)

———————————————————————————————
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Monitors and
Corrects Performance

SCANS Definition:  Distinguishes trends and pre-
dicts the impact of actions on system opera-
tions, diagnoses deviations in the function of
the system/organization, and takes the nec-
essary action to correct performance.

Demonstrating competence includes identifying
trends and gathering needed information
about how the system is intended to func-
tion, detecting deviations from the system’s
intended purpose, troubleshooting the system,
and making changes to rectify the system
function and to ensure product quality. (p. 108)

SCANS  Scales:
—————————————————————————————————————————

Level 5 Identifies trends in performance and
determines actions to prevent po-
tential systems problems. Predicts ef-
fects of performance in other sys-
tems.

—————————————————————————————————————————

Level 4 Implements corrective action.
—————————————————————————————————————————

Level 3 Determines whether system prob-
lems are caused by internal or exter-
nal factors. Recommends solutions
once causes are identified.

—————————————————————————————————————————

Level 2 Performs simple diagnostics to iden-
tify the primary or most likely cause
of a problem in the system. Docu-
ments or reports findings.

—————————————————————————————————————————

Level 1 Monitors work activities or work sta-
tion. Identifies an obvious system
problem and reports it to the appro-
priate person. (p. 109)

—————————————————————————————————————————

Improves and
Designs Systems

SCANS Definition: Makes suggestions to modify
existing systems to improve products and
services and develops new or alternative sys-
tems.

Demonstrating competence includes making
suggestions and recommending alternative
system designs based on relevant feedback,
and responsibly challenging the status quo to
benefit the larger system. (p. 113)

SCANS  Scales:
—————————————————————————————————————————

Level 5 Designs and implements new sys-
tems. Tests systems and recom-
mends alternative designs based on
feedback.

—————————————————————————————————————————

Level 4 Makes recommendations for improv-
ing the overall system or the relation-
ship between its components. De-
signs new components.

—————————————————————————————————————————

Level 3 Implements improvements and
evaluates their effectiveness.

—————————————————————————————————————————

Level 2 Evaluates options and makes a rec-
ommendation for modifying and im-
proving a major component or part
in an existing system.

—————————————————————————————————————————

Level 1 Identifies a need for improvement in
a major component or part of a sys-
tem. (p. 114)

—————————————————————————————————————————

Works with
Cultural Diversity

SCANS Definition: Works well with men and
women and with a variety of ethnic, social, or
educational backgrounds.

Demonstrating competence in working with
cultural diversity involves understanding one’s
own culture and those of others and how they
differ; respecting the rights of others while
helping them make cultural adjustments
where necessary; basing impressions on indi-
vidual performance, not on stereotypes; and
understanding concerns of members of other
ethnic and gender groups.

SCANS Scales:
—————————————————————————————————————————

Level 5 Promotes universal acceptance of all
groups.

—————————————————————————————————————————

Level 4 Appreciates across-group similarities.
Promotes acceptance of other
groups within own group.

—————————————————————————————————————————

Level 3 Understands and respects the con-
cerns of members of other groups.
Makes a conscientious effort to adapt
own behavior to accommodate
people from other groups.

—————————————————————————————————————————

Level 2 Accepts differences between self and
other groups with which one inter-
acts. Demonstrates courtesy in inter-
actions with people from other cul-
tures.

—————————————————————————————————————————

Level 1 Works with others from different
backgrounds and points of view to
achieve workplace goals. (p. 99)

—————————————————————————————————————————

 Systems
Understands
Systems

SCANS Definition: Knows how social, organiza-
tional, and technological systems work and op-
erates effectively within them.

Demonstrating competence in understand-
ing systems involves knowing how a system’s
structures relate to goals; responding to the
demands of the system/organization; know-
ing the right people to ask for information
and where to get resources; and functioning
within the formal and informal codes of the
social/organizational system. (p. 100)

SCANS Scales:
—————————————————————————————————————————

Level 5 Can explain the relationship of one
system to other systems. Demon-
strates an understanding of the rules
and procedures of other systems.
Can link and use different systems to-
gether to reach a goal.

—————————————————————————————————————————

Level 4 Can explain logic behind system ar-
rangement in other work areas or
components. Demonstrates an un-
derstanding of system-wide rules
and procedures.

—————————————————————————————————————————

Level 3 Relates one system’s components to
another’s, applying appropriate rules
and procedures from one part of a
system to another. Can provide de-
tails about major components, input,
and output.

—————————————————————————————————————————

Level 2 Follows rules and procedures for in-
teracting in an organization. For ex-
ample, knows how to get questions
answered.

—————————————————————————————————————————

Level 1 Identifies a system and one’s place
within a system. Knows where to get
information or help when necessary.
(p. 104)

—————————————————————————————————————————

 Interpersonal (continued)



6
1.2006

 Technology
Selects Technology

SCANS Definition: Judges which set of pro-
cedures, tools, or machines, including com-
puters and their programs, will produce the
desired results.

Demonstrating competence in selecting tech-
nology includes determining desired out-
comes and applicable constraints; visualizing
the necessary methods and applicable tech-
nology; evaluating specifications; and judging
which machine or tool will produce the de-
sired results. (p. 118)

SCANS  Scales:
—————————————————————————————————————————

Level 5 Conducts needs analyses and devel-
ops specifications for new technol-
ogy based on the current project,
desired outcome, costs, and personnel.

—————————————————————————————————————————

Level 4 Identifies and learns about innova-
tions in technology to select technol-
ogy that meets current and future re-
quirements for several projects in the
work area.

—————————————————————————————————————————

Level 3 Evaluates project specifications and
determines which machines/tools will
produce the desired results.

—————————————————————————————————————————

Level 2 Evaluates similar tools and machinery
to select the best one(s) for a spe-
cific task.

—————————————————————————————————————————

Level 1 Selects the appropriate basic tools or
simple machinery as directed based
on instructions for a specific task. (p. 119)

—————————————————————————————————————————

Applies Technology to Task

SCANS Definition:: Understands the overall in-
tent and the proper procedures for setting
up and operating machines, including com-
puters and their programming systems.

Demonstrating competence in how to apply
technology to task includes understanding
how different parts of machines interact and
how machines interact with broader production
systems; on occasion installing machines includ-
ing computers; setting up machines or systems
of machines efficiently to get desired results;
accurately interpreting machine output; and
detecting errors from program output. (p. 123)

SCANS  Scales:
—————————————————————————————————————————

Level 5 Conceptualizes and designs high-
level technology. Anticipates growth
and the need for new and improved
technology to meet needs.

—————————————————————————————————————————

Level 4 Modifies or makes a recommendation
for modifying tools and/or machines
to improve efficiency and perfor-
mance.

—————————————————————————————————————————

Level 3 Adjusts and calibrates machines to im-
prove output and to detect and/or
eliminate errors.

—————————————————————————————————————————

Level 2 Uses multiple tools and/or machines
to accomplish more than one task.
Uses different common technologies.
For example, uses a computer, voice
mail, and electronic mail.

—————————————————————————————————————————

Level 1 Uses a single tool or machine to com-
plete a single task. (p. 125)

—————————————————————————————————————————

Maintains and
Troubleshoots Technology

SCANS Definition: Prevents, identifies, or solves
problems in machines, computers, and other
technologies.

Demonstrating competence in maintaining
and troubleshooting technology includes
identifying, understanding, and performing
routine preventative maintenance and service
on technology; detecting more serious prob-
lems; generating workable solutions to cor-
rect deviations; and recognizing when to get
additional help. (p. 131)

SCANS  Scales:
—————————————————————————————————————————

Level 5 Anticipates future problems, and de-
velops and implements plans for pre-
venting them. Determines major
overhauls for equipment and/or sup-
plies.

—————————————————————————————————————————

Level 4 Diagnoses problems and recom-
mends solutions.

—————————————————————————————————————————

Level 3 Carries out repairs in correct se-
quence. Inspects and maintains ma-
jor components. Detects defects in
parts.

—————————————————————————————————————————

Level 2 Performs scheduled preventative
maintenance on technology and cor-
rects basic problems.

—————————————————————————————————————————

Level 1 Operates equipment properly and
monitors for problems. Identifies ob-
vious signs of malfunction, and noti-
fies appropriate contact person. (p. 132)

—————————————————————————————————————————
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 Basic Skills
Reading

SCANS Definition: Locates, understands,
and interprets written information in
prose and documents—including
manuals, graphs, and schedules—to
perform tasks; learns from text by de-
termining the main idea or essential
message; identifies relevant details,
facts and specifications; infers or lo-
cates the meaning of unknown or
technical vocabulary; and judges the
accuracy, appropriateness, style, and
plausibility of reports, proposals, or
theories of other writers. (p. 134)

SCANS Scales:
——————————————————————————————————

Level 5 Synthesizes specialized or
highly technical documents in
order to solve problems or
perform analysis or evaluation.

——————————————————————————————————

Level 4 Simplifies and translates infor-
mation from a complex docu-
ment.

——————————————————————————————————

Level 3 Reads work-related docu-
ments such as technical
manuals, budgeting reports,
blueprints, schematics, and
school-related documents
such as textbooks and news-
papers. Comprehends and
identifies trends, patterns, or
themes in information.

——————————————————————————————————

Level 2 Reads materials such as maps,
work orders, sets of instruc-
tions, and memoranda needed
to complete a task.

——————————————————————————————————

Level 1 Reads simple material such as
basic instructions, directories,
product labels, menus, phone
messages, and signs to be in-
formed or to learn. (p. 138)

——————————————————————————————————

Arithmetic and Mathematics

SCANS Definition:

Arithmetic: Performs basic computations;
uses basic numerical concepts such as whole
numbers and percentages in practical situa-
tions; makes reasonable estimates of arith-
metic results without a calculator; and uses
tables, graphs, diagrams, and charts to ob-
tain or convey quantitative information.

Mathematics: Approaches practical prob-
lems by choosing appropriately from a vari-
ety of mathematical techniques; uses quan-
titative data to construct logical explanations
for real world situations; expresses mathemati-
cal ideas and concepts orally and in writing;
and understands the role of chance in the oc-
currence and prediction of events. (p. 154)

SCANS Scales:
—————————————————————————————————————————

Level 5 Uses calculus, probability, and/or sta-
tistics to solve workplace or organi-
zational problems.

—————————————————————————————————————————

Level 4 Uses algebraic and/or geometric for-
mulas or equations to solve work-
place problems. Calculates measure-
ments of complex or irregular geo-
metric shapes.

—————————————————————————————————————————

Level 3 Converts familiar forms of fractions,
decimals, or percentages from one
form to another. Calculates units of
measurement and perimeters and
areas of basic geometric shapes. Cal-
culates averages, simple ratios, pro-
portions, and rates using large num-
bers that may contain decimals or
fractions. Applies formulas to con-
vert within or between systems of
measurement. For example, con-
verts hours to minutes or miles to
kilometers.

—————————————————————————————————————————

Level 2 Uses positive and negative values.
Performs multiplication and division.
Uses tables, graphs, and diagrams to
obtain quantitative information.

—————————————————————————————————————————

Level 1 Performs counting and simple addi-
tion and subtraction. (p. 160)

—————————————————————————————————————————

Listening and Speaking

SCANS Definition:

Listening: Receives, attends to, interprets, and re-
sponds to verbal messages and other cues such as body
language in ways that are appropriate to the purpose
(e.g., comprehend, learn, critically evaluate, appreciate,
or support a speaker).

Speaking: Organizes ideas and communicates oral mes-
sages appropriate to listeners and situations; participates in
conversation, discussion, and group presentations; se-
lects an appropriate medium for conveying a message;
uses verbal language and other cues such as body lan-
guage appropriate in style, tone, and level of complex-
ity to the audience and occasion; speaks clearly and com-
municates a message; understands and responds to lis-
tener feedback; and asks questions as necessary. (p. 167)

SCANS Scales:
—————————————————————————————————————————————————

Level 5 Chooses and organizes related ideas and pre-
sents them in an articulate and compelling
fashion. Responds to vague or deceptive ques-
tions with diplomacy and differentiates be-
tween fictitious or emotional factors and the
real facts. Detects and uses very subtle non-
verbal cues. Uses vocabulary suitable to audi-
ence or communicant.

—————————————————————————————————————————————————

Level 4 Convinces by means of verbal and nonverbal strat-
egies. Presents a specific subject to an audience
and responds to questions. Expresses oneself us-
ing subtleties, humor, and nonverbal signs to
communicate more effectively. Responds to
negative or incomplete questions appropriately.

—————————————————————————————————————————————————

Level 3 Formulates questions and comments that may
complement or add to the verbal information
received in both interpersonal and group dis-
cussions. Interprets and responds to verbal
communication, considering subtleties such as
humor, tone of voice, and nonverbal signs. Enun-
ciates correctly and uses inflection effectively.

—————————————————————————————————————————————————

Level 2 Verbalizes one’s understanding of a series of
instructions, expressing pertinent details and
the general tone of a verbal message clearly.
Makes routine oral reports according to pre-
established instructions.

—————————————————————————————————————————————————

Level 1 Follows simple sequential instructions. Asks
pertinent questions for clarification. Listens
and reacts tactfully to communication. Inter-
prets simple nonverbal    cues such as tone of
voice and facial expressions. (p. 174)

—————————————————————————————————————————————————

Writing

SCANS Definition: Communicates thoughts,
ideas, information, and messages in writing;
records information completely and accu-
rately; composes and creates documents
such as letters, directions, manuals, reports,
proposals, graphs, flow-charts; uses lan-
guage, style, organization, and format appro-
priate to the subject matter, purpose, and au-
dience; includes supporting documentation
and attends to level of detail; and checks, ed-
its, and revises for correct information, ap-
propriate emphasis, form, grammar, spelling,
and punctuation. (p. 143)

SCANS Scales:
—————————————————————————————————————————

Level 5 Creates documents, articles, and/or
books involving complex subject
matter, synthesizing information
from multiple sources. Compares
contrasting information. Incorpo-
rates technical information. Creates
proposals and presentations. Per-
forms content editing on complex
documents.

—————————————————————————————————————————

Level 4 Writes reports on complex topics.
Uses correct professional vocabulary
and provides supporting documen-
tation and notations.

—————————————————————————————————————————

Level 3 Composes and formats basic work-
place documents such as letters,
memoranda, informative reports,
and school-related reports such as
essays. Uses vocabulary, style, and
tone that are appropriate for the au-
dience. Copyedits others’ writing.

—————————————————————————————————————————

Level 2 Records information accurately and
completely. Writes standard English
sentences using familiar workplace
vocabulary. Communicates general
meaning clearly.

—————————————————————————————————————————

Level 1 Records or copies information using
simple phrases or lists of words in
order to communicate basic infor-
mation pertaining to work. For ex-
ample, records a personal message
or fills out a simple job application
or time sheet. (p. 147)

—————————————————————————————————————————
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 Thinking Skills
Creative Thinking

SCANS Definition: Uses imagination freely,
combines ideas or information in new ways,
makes connections between seemingly un-
related ideas, and reshapes goals in ways
that reveal new possibilities. (p. 179)

SCANS  Scales:
——————————————————————————————————————

Level 5 Creates original applications or so-
lutions that address overreaching
problems or goals. Leads col-
leagues in generating ideas that
bring about ideas from unrelated
fields or applications.

——————————————————————————————————————

Level 4 Creates original applications or so-
lutions for a specific problem
from the manipulation or trans-
formation of ideas or objects. Leads
others in generating ideas by ini-
tiating a string of thought or
guiding a discussion.

——————————————————————————————————————

Level 3 Connects or combines ideas or
objects from unrelated fields or
applications. Generates multiple
ideas around a specific outcome
or topic. Generates ideas indepen-
dently and without censor.

——————————————————————————————————————

Level 2 Manipulates or transforms ideas
or objects from related fields or
applications in new ways dismiss-
ing previous assumptions about
their intended use and purpose.
Participates with others in gener-
ating ideas. Delays judgement on
the feasibility of ideas presented.

——————————————————————————————————————

Level 1 Connects ideas or objects from
related fields or applications to ad-
dress an immediate problem or
bring about a specific outcome.
Follows only recognized guide-
lines for use and purpose. (p. 182)

——————————————————————————————————————

Decision Making

SCANS Definition: Specifies goals and con-
straints, generates alternatives, considers
risks, and evaluates and chooses best al-
ternative. (p. 187)

SCANS  Scales:
——————————————————————————————————————

Level 5 Identifies all sound alternatives.
Defines complex consequences.
For example, a decision that re-
solves one problem may have
consequences in another area.

——————————————————————————————————————

Level 4 Identifies multiple sound alterna-
tives for making a decision. De-
fines consequences in terms of
time, costs, outcomes, and effects
on the work process.

——————————————————————————————————————

Level 3 Makes a decision in a timely man-
ner. Identifies multiple alternatives
for making a decision, and identi-
fies more than one consequence
for each alternative. Makes a de-
cision that affects a group of
workers or a work process.

——————————————————————————————————————

Level 2 Makes a decision that considers
pre-established criteria with mul-
tiple alternatives. Makes a decision
that affects another worker.

——————————————————————————————————————

Level 1 Makes an “A or B” decision that af-
fects only one’s own work and ac-
tivities. Identifies at least one con-
sequence for each alternative. (p.
189)

——————————————————————————————————————

Problem Solving

SCANS Definition: Recognizes that a
problem exists, identifies possible reasons
for the discrepancy, devises and imple-
ments a plan of action to resolve it, evalu-
ates and monitors progress, and revises
plans as revealed by findings. (p. 192)

SCANS  Scales:
——————————————————————————————————————

Level 5 Identifies and resolves a problem
with causes that extend outside
the immediate system. Analyzes
current information or processes
to identify areas of future prob-
lems. Plans and executes steps
that require multiple sequences
or schedules to resolve problems.

——————————————————————————————————————

Level 4 Identifies and investigates less
perceivable abnormalities that re-
quire obtaining further informa-
tion from non-immediate
sources and takes appropriates
steps to resolve the problem. Ad-
justs actions during the resolu-
tion of a problem based on feed-
back.

——————————————————————————————————————

Level 3 Identifies a sequence of events
that causes a problem. Prioritizes
and implements the steps nec-
essary to resolve the problem
events. Identifies and investigates
easily perceived abnormalities
that indicate something is likely
to be wrong and takes actions to
resolve the problems. Monitors
actions taken to resolve a prob-
lem.

——————————————————————————————————————

Level 2 Identifies the main source of a
problem and follows set guide-
lines or procedures to resolve the
problem. Follows up on the prob-
lem to assure that it is resolved
correctly.

——————————————————————————————————————

Level 1 Recognizes that a problem exists
and informs appropriate contact
person. (p. 196)

——————————————————————————————————————

Seeing Things in the Mind’s Eye

SCANS Definition: Organizes and processes symbols, pic-
tures, graphs, objects, or other information (e.g., sees a
building from a blueprint, a system's operation from
schematics, and the flow of work activities from narra-
tive descriptions). (p. 204)

SCANS  Scales:
———————————————————————————————————————————————————

Level 5 Visualizes objects or processes from mathemati-
cal or scientific concepts and prepares a visual
or verbal representation. From output data/in-
formation, visualizes processes or systems and
identifies potential problems or malfunctions.

———————————————————————————————————————————————————

Level 4 Combines visual or verbal representations of an
object or process obtained from different
sources to create a three-dimensional mental
picture. Visualizes yet-to-be-realized objects or
processes and prepares a visual or verbal repre-
sentation. Visualizes internal components and
operations of machines or systems and predicts
outcomes. Completes a mental picture from in-
complete information.

———————————————————————————————————————————————————

Level 3 From a two-dimensional representation or a ver-
bal description of an object or arrangement of
objects, or a process or sequences of activities, cre-
ates a three-dimensional mental picture. Mentally
operates or manipulates components of an ob-
ject. Visualizes exact details of a specific object to
distinguish from others. Mentally coordinates ob-
jects in a space with regards to size, color, func-
tion, and visual presentation.

———————————————————————————————————————————————————

Level 2 From a two-dimensional representation of an
object or arrangement of objects, creates a two-
dimensional mental picture with regards to ob-
vious features that distinguish objects from one
another, and the spatial relationship between ob-
jects. Uses mental picture to recognize the ex-
act object in the future or to create the spatial
arrangement of the objects. Manipulates a men-
tal picture two dimensionally to make alterations
to the spatial relationship of objects.

———————————————————————————————————————————————————

Level 1 By seeing a basic or familiar object, create a two-
dimensional mental picture of the object with
regards to basic shape and color. Uses mental
picture to recognize similar objects in the fu-
ture. (p. 205)

———————————————————————————————————————————————————
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Knowing How to Learn

SCANS Definition: Recognizes and can use
learning techniques to apply and adapt new
knowledge and skills in both familiar and
changing situations, and is aware of learning
tools such as personal learning styles (e.g., vi-
sual, aural) and formal and informal learning
strategies. (p. 210)

SCANS  Scales:
—————————————————————————————————————————

Level 5 Applies knowledge from past experi-
ences to understand new tasks. Ap-
plies multiple learning styles to a
learning situation.

—————————————————————————————————————————

Level 4 Identifies general rules or patterns
that govern a task or procedure and
applies them to understand different,
yet similar tasks or procedures. De-
termines among learning styles a
style to suit a learning situation.

—————————————————————————————————————————

Level 3 Uses tools or aids, such as note tak-
ing, to learn a series of tasks or mul-
tiple-step procedure. Identifies an al-
ternate learning style and organizes
information to suit style.

—————————————————————————————————————————

Level 2 Uses active listening (listening and
asking questions) to understand in-
formation or a task. Uses memoriza-
tion and repetition to learn a series
of tasks or multiple-step procedure.
Identifies preferred learning style and
organizes information to suit style.

—————————————————————————————————————————

Level 1 Uses memorization and repetition to
learn a task. Applies knowledge from
outcomes to revise or change behav-
ior. (p. 213)

—————————————————————————————————————————

Reasoning

SCANS Definition: Discovers rules or prin-
ciples underlying the relationship between
two or more objects and applies it in solving a
problem, uses logic to draw conclusions from
available information, extracts rules or prin-
ciples from a set of objects or written text,
applies rules and principles to a new situation
or determines which conclusions are correct
when given a set of facts and a set of conclu-
sions. (p. 214)

SCANS  Scales:
—————————————————————————————————————————

Level 5 Deconstructs other positions in order
to respond to them.

—————————————————————————————————————————

Level 4 Identifies weaknesses in own position.
Anticipates opponents’ positions.

—————————————————————————————————————————

Level 3 Uses conclusions from facts and prin-
ciples to construct a position.

—————————————————————————————————————————

Level 2 After drawing conclusions from mul-
tiple observations, identifies a prin-
ciple

—————————————————————————————————————————

Level 1 Draws a conclusion from a set of
facts. (p. 217)

—————————————————————————————————————————

Self-Esteem

SCANS Definition: Believes in own self-worth
and maintains a positive view of self, demon-
strates knowledge of own skills and abilities,
is aware of impact on others, and knows own
emotional capacity and needs and how to ad-
dress them. (p. 231)

SCANS Scales:
—————————————————————————————————————————

Level 4 Presents ideas even if they contra-
dict the ideas of peers. Can separate
constructive criticism of work from
personal criticism. Seeks to improve
oneself based on awareness of short-
comings.

—————————————————————————————————————————

Level 3 Presents own ideas to peers with
confidence. Demonstrates full aware-
ness of impact on others. Shows
positive attitude at work. Has realis-
tic knowledge of own shortcomings.

—————————————————————————————————————————

Level 2 Demonstrates minimum awareness
of one’s impact on others. Has real-
istic knowledge of own skills and abili-
ties. Takes pride in level of effort and
quality of accomplishments.

—————————————————————————————————————————

Level 1 Demonstrates a minimum awareness
of own skills and abilities. (p. 232)

—————————————————————————————————————————

 Personal Qualities
Responsibility

SCANS Definition: Exerts a high level of ef-
fort and perseverance toward goal attain-
ment; works hard to become excellent at do-
ing tasks by setting high standards, paying
attention to details, working well, and display-
ing a high level of concentration even when
assigned an unpleasant task; displays high
standards of attendance, punctuality, enthu-
siasm, vitality, and optimism in approaching
and completing tasks. (p. 224)

SCANS Scales:
—————————————————————————————————————————

Level 4 Exerts a high and consistent level of
effort and perseverance toward goal
attainment. Works to become excel-
lent at doing tasks by setting high
standards, paying attention to details,
and displaying a high level of concen-
tration even when assigned an un-
pleasant task.

—————————————————————————————————————————

Level 3 Accepts responsibility and conse-
quences across work unit or level.
Shows initiative for achieving goals.
Applies the extra effort necessary for
accomplishing a task.

—————————————————————————————————————————

Level 2 Acknowledges and accepts responsi-
bility and consequences for self.
Shows initiative and applies a consis-
tent level of effort to achieve organi-
zational goals. Keeps supervisor in-
formed.

—————————————————————————————————————————

Level 1 Displays the minimum standards of
the workplace for attendance, punc-
tuality, proper attitude, and focus on
task. Knows which responsibilities or
problems should be referred to su-
pervisor. (p. 228)

—————————————————————————————————————————

 Thinking Skills (continued)
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Social

SCANS Definition: Demonstrates understand-
ing, friendliness, adaptability, empathy, and po-
liteness in new and on-going group settings;
asserts self in familiar and unfamiliar social situ-
ations; relates well to others; responds appro-
priately as the situation requires; and takes an
interest in what others say and do. (p. 235)

SCANS Scales:
—————————————————————————————————————————

Level 4 Fosters social interaction between
others. Demonstrates understand-
ing, friendliness, adaptability, empa-
thy, humor, and poise in unfamiliar
situations. Embraces diverse settings
and individuals. Operates either within
or outside formal organizational role.

—————————————————————————————————————————

Level 3 Demonstrates understanding, friend-
liness, adaptability, empathy, humor,
and politeness in familiar situations,
responding appropriately to diverse
individuals from inside and outside
the organization. Initiates conversa-
tion with unfamiliar people. Takes an
interest in what others say and do.

—————————————————————————————————————————

Level 2 Interacts with others in the work en-
vironment who are equal to, below,
and above them in status. Responds
in an acceptable manner to invitations
for interaction. Tolerates the humor
of others and differences of opinion
and ideas. Resolves disagreement
through rational discussions.

—————————————————————————————————————————

Level 1 Participates in a group setting with-
out disrupting. Interacts with, listens
to, and tolerates differences in oth-
ers. Responds in an acceptable man-
ner to social greetings and to the
humor of others. [Emphasis added]
(p. 239)

—————————————————————————————————————————

Self-Management

SCANS Definition: Assesses own knowledge,
skills, and abilities accurately; sets well-defined
and realistic personal goals; monitors progress
toward goal attainment and motivates self
through goal achievement; exhibits self-con-
trol and responds to feedback unemotionally
and non-defensively; and is a self-starter. (p. 241)

SCANS Scales:
—————————————————————————————————————————

Level 4 Sets priorities and works with multiple
responsibilities. Shows initiative and
is a self-starter. Develops realistic and
measurable work and career goals. Mo-
tivates self through continuous goal-
setting and monitors progress toward
goals. Exhibits self-control and re-
sponds to positive and negative feed-
back unemotionally.

—————————————————————————————————————————

Level 3 Plans and schedules own work activi-
ties in order to complete assignments
on time. Demonstrates self-control
and self-discipline in the face of work-
place conflicts. Monitors own knowl-
edge, skills, and abilities accurately to
continue career growth.

—————————————————————————————————————————

Level 2 Conducts work activities with an un-
derstanding of workplace goals and
culture. For example, completes as-
signed work. Demonstrates self-con-
trol in workplace interactions.

—————————————————————————————————————————

Level 1 Responds appropriately to supervi-
sion. Self-monitors and knows when
to seek help. Demonstrates self-con-
trol in familiar, nonconflicting work-
place situations. [Emphasis added] (p.
245)

—————————————————————————————————————————

Integrity/Honesty

SCANS Definition: Can be trusted, recognizes
when faced with making a decision or exhib-
iting behavior that may break with commonly
held personal or societal values, understands
the impact of violating these beliefs and codes
on an organization, self, and others, and
chooses the ethical course of action. (p. 247)

SCANS Scales:
—————————————————————————————————————————

Level 4 Exhibits behaviors of honesty and in-
tegrity out of commitment to so-
cial ideals. Mentors others in issues
of ethics and ethical behaviors. Oper-
ates in the spirit of the greater so-
cial good when fulfilling work and
organizational responsibilities.

—————————————————————————————————————————

Level 3 Acts in accordance with the principles
of civil law. Promotes ethical behav-
iors in others. Accepts and completes
work responsibilities out of duty to
the organization and its goals. Un-
derstands the consequences of so-
cial and personal issues (i.e., con-
fidentiality) and chooses a course of
action to the benefit and welfare
of others.

—————————————————————————————————————————

Level 2 Abides by the rules of the workplace
without being asked or directly super-
vised. Exhibits behaviors of honesty
and integrity from personal sense
of right and wrong. Completes per-
sonal work responsibilities out of per-
sonal sense of duty and pride in one’s
work.

—————————————————————————————————————————

Level 1 Conforms work behaviors to super-
visory and peer culture expecta-
tions. Simulates behaviors of hon-
esty and integrity in employment
practices from observing the atti-
tudes and behaviors of people with
whom they have direct contact. Com-
pletes work responsibilities out of
personal sense of duty to immedi-
ate co-workers or supervisor. [Em-
phasis added](p. 249)

—————————————————————————————————————————

 Personal Qualities (continued)
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Below is a sample (reduced) of a report card
used for fourth graders in Tucson Unifed
School District, Tucson, Arizona.

The U.S. Department of Labor’s SCANS (Secretary’s Commission on Achieveing Necessary Skills)
standards are listed below under “Social & Emotional Growth and Learner Qualities” and
“Technology.” According to Arizona Workplace Skills Rationale, workplace skills “are de-
signed to be integrated into the traditional curriculum taught in schools at all levels...”

2002-2003 Report card — page 1 of 2 2002-2003 Report card — page 2 of 2


