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The purpose of this programis to provide
(as opposed to “teacher-

centered”) selected occupational skills through enploynent rel ated
i nstruction and paid, on-the-job training supervised by an

enpl oyer and a teacher/coordinator. This nmethod of delivery
enabl es students to develop a variety of workplace conpetencies
and transferable skills as well as devel op students who will be
noti vated, self-disciplined individuals; caring, responsible,
life-long learners; flexible and cormitted to technica

conpetence; and skillful at social interactions, |eadership, and
probl em sol vi ng.

Enmpl oynment related instruction is in-school instruction which
devel ops conpetencies in health, safety, and environnmental issues;
prof essional, legal, and ethical issues; finance; |eadership
conmuni cati on; | abor and human resources; economi cs

ent repreneurshi p; career planning; technol ogy; managenent; and
techni cal and production skills.

Supervi sed on-the-job training provides opportunities for planned
instructional activities and student evaluations in a specified
job setting. A student may not enroll in DCT-QJT (8300410)

wi t hout previous conpletion of or concurrent enrollment in either
DCT Principles or DCT Applications. DCT Principles does not
require enrollment in a concurrent QJT course. However, at |east



one credit in OJT nust be conpleted to enable the student to reach
the first OCP. The student must be paid for work perforned.

Li sted below is the sequence of courses and three occupationa
conpl eti on points that conprise this program when offered at the
secondary | evel
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8303010 Diversified Career Technol ogy Principles
8300410 Diversified Career Technology — AIT

OCCUPATI ONAL COMPLETI ON PO NTS - DATA CODE: A through Y

Amusenent and Recreation Attendant O 68014A
Aut onobi | e Detail er, Basic T 915. 687-034
Aut onobi | e Servi ces Assi stor T 620. 684- 014
Bus Person I I ndustry Title
Cashi er, Retail (@] 49023A
Child Care Provider (@] 68038
Combi ned Food Preparation and
Servi ce Wrker (@] 65041
Conput er Oper at or 0] 56011
Cook, Restaurant (@] 65026
Counter & Rental Cerk (@] 49017
Custoner Service Cerk T 299. 367-010
Gardener and Groundskeeper 0] 79030B
CGeneral O fice Cerk (@] 55347
Mai nt enance Repairer, Ceneral 0] 85132
Medi cal Assistants (@] 66005
Sal esperson, Retail 0] 49011
Stock Clerk, Retail (@] 49021
Wai t ers/ Wai tresses (@] 65008A
War ehouse Stock Clerk (@] 58023
First Line Supervisor, Cerical 0] 51002A
First Line Supervisor, Hospitality O 61099C
First Line Supervisor, Sales 0] 41002

|

Ot her Cccupati ons I ndustry Title
8303020 Diversified Career Technol ogy Applications

OCCUPATI ONAL COMPLETI ON PO NT - DATA CODE: A through Y (see
list)

8303030 Diversified Career Technol ogy Managenent
OCCUPATI ONAL COMPLETI ON PO NT - DATA CODE: A through Y (see
list)

LABORATORY ACTIVITIES: In school |aboratory activities are

an integral part of this program Equi prment and supplies
shoul d be provided to enhance hands-on experiences for the
students. Those |aboratory activities provided through on-
the-job training are an integral part of this program The
supervi sed experience is to be governed by a training
agreenent and an individualized training plan signed by the
enpl oyer, teacher/coordi nator, student, and parent/guardi an.
The training plan shall include a diverse list of

i nstructional objectives, on-the-job skills, and in-schoo



| earni ng experiences. The workstation should reflect

equi pnent, skills, and tasks relevant to the occupation the
student has chosen as a career goal. The enpl oyer will

eval uate the student’s job performance of the instructional
obj ectives and conpetenci es each gradi ng period.

It is highly recommended that for every 20 students (or portion
thereof) enrolled in DCT-QJT, the teacher/coordi nator be given a
m ni mum of one hour of QJT-coordination release time per day for
the purposes of visiting students on the job and managi ng the
cooperative nmethod of instruction.

The teacher/coordinator should visit each training site for the
pur pose of observation a m ni mum of once each gradi ng peri od,
preferably while the student is actually working. A second
contact each grading period for the purpose of evaluating the
student’s progress in attaining the conpetencies listed in the
training plan is highly recommended.

SPECI AL NOTES: Cooperative Education Clubs of Floridal/Business

Pr of essi onal s of Anmerica (CECF/ BPA) is the appropriate career and
techni cal student organi zation for providing | eadership training
and reinforcing specific career and technical skills. Career and
techni cal student organi zati ons, when provided, shall be an
integral part of the career and technical instructional program
and the activities of such organizations are defined as part of
the curriculumin accordance with Rule 6A-6.065 (8), FAC.

In accordance with Rule 6A-10.040, FAC, the m ni mum basic-skills
grade levels required for adult vocational students to conplete
this programare: Mthematics 9.0, Language 9.0, Reading 9.0.
These grade-| evel nunbers correspond to grade-equival ent scores
obt ai ned on one of the state-designated basic-skills exam nati ons.
If a student does not neet the basic-skills |level required for
conpl etion of the program renediation should be provided
concurrently through Vocational Preparatory Instruction (VPI).

Pl ease refer to the Rule for exenptions.

When a secondary student with a disability is enrolled in a career
and technical class with nodifications to curriculum framework,
the particul ar outcones and student performance standards which
the student nust master to earn credit nust be specified on an

i ndi vidual basis. The job or jobs for which the student is being
trai ned should be reflected in the student’s desired outcone
statement on the Transition |ndividual Educational Plan
(Transition | EP).

SCANS Conpet enci es: Instructional strategies for this program nust
i nclude methods that require students to identify, organize, and
use resources appropriately; to work with each other cooperatively
and productively; to acquire and use information; to understand
soci al, organizational, and technol ogi cal systenms; and to work
with a variety of tools and equipnment. Instructional strategies
nmust al so i ncorporate nmethods to i nprove students' persona




qualities, higher-order critical thinking skills, and problem
solving, technical, and literacy skills.

To be transferabl e statew de between institutions, this

progranf course nust have been reviewed, and a "transfer val ue"
assigned the curriculumcontent by the appropriate Statew de
Course Nunbering System discipline comrittee. This does not
preclude institutions from devel opi ng specific program or course
articul ati on agreenents with each ot her

When offered at the postsecondary adult vocational level, this
program may be offered in courses. Vocational credit shall be
awarded to the student on a transcript in accordance with Section
230.643 F. S

Equi pment List: A generic equipnent list is available for this
program upon request.

I V. | NTENDED OUTCOMES: After successfully conpleting this program
the student will be able to performthe foll ow ng:

OCCUPATI ONAL COMPLETI ON PO NT - DATA CODE: A through Y (See list in
MAJOR CONCEPTS/ CONTENT)

01.0 Denonstrate know edge and application of workpl ace
enployability skills. [Student Performance Standards: 01.01
t hrough 01. 16]

02.0 Denonstrate, apply, and inplenment know edge of
environnental , health, and safety issues. [Student
Performance Standards: 02.01 through 02.12]

03.0 Denonstrate, apply, and inplenment an understandi ng of
prof essional, legal, and ethical responsibilities. [Student
Performance Standards: 03.01 through 03. 12]

04.0 Denonstrate, apply, and inplenment know edge of financia
skills and planning. [Student Perfornance Standards: 04.01
t hrough 04. 10]

05.0 Denonstrate, apply, and inplenment |eadership skills.

[ Student Perfornmance Standards: 05.01 through 05.09]

06.0 Denonstrate, apply, and inplenment proficiency in
comuni cation skills. [Student Performance Standards: 06.01
t hrough 06. 13]

07.0 Denonstrate know edge of human resources and | abor issues as

wel |l as the social, legal, and econom c aspects of
enpl oynment. [ Student Perfornmance Standards: 07.01 through
07.07]

08.0 Denpnstrate an understandi ng of national and internationa
econonmi ¢ principles. [Student Performance Standards: 08.01
t hrough 08. 08]

09.0 Assess personal strengths and weaknesses as they relate to
j ob objectives, career exploration, personal devel opnment,
and life goals. [Student Performance Standards: 09.01
t hrough 09. 10]



10.0 Dempnstrate an understandi ng and application of technol ogy
in the workplace. |[Student Performance Standards: 10.01
t hrough 10. 06]

11.0 Denmpnstrate an understandi ng of the role of management and
mar keting in the decision making process for different work
situations. [Student Performance Standards: 11.01 through
11.12]

13.0 Dempnstrate conpetencies in a specific career. [Student
Performance Standards: 13.01 through 13. 10]

14.0 Dempnstrate |legal and ethical behavior within the role and
scope of specific job responsibilities. [Student
Performance Standards: 14.01 through 14.07]

15.0 Perform desi gnated recordkeeping skills. [Student
Performance Standards: 15.01 through 15.04]

OCCUPATI ONAL COMPLETI ON PO NT - DATA CODES: A through Y (See list in
MAJOR CONCEPTS/ CONTENT)

I nt ended outconmes of the first OCP nust be conpleted previously or
concurrently. After conpleting the follow ng additional conpetencies,
the student will have achi eved a second occupati onal conpletion point
and be able to:

01.0 Denonstrate know edge and application of workpl ace
enployability skills. [Student Performance Standards: 01.17
t hrough 01. 21]

02.0 Denonstrate, apply, and inplenment know edge of
environnental , health, and safety issues. [Student
Performance Standards: 02.13 through 02. 17]

03.0 Denonstrate, apply, and inplenment an understandi ng of
prof essional, legal, and ethical responsibilities. [Student
Performance Standards: 03.13 through 03. 20]

04.0 Denonstrate, apply, and inplenment know edge of financia
skills and planning. [Student Perfornance Standards: 04.11
t hrough 04. 18]

05.0 Denonstrate, apply, and inplenment |eadership skills.

[ Student Perfornmance Standards: 05.10 through 05.15]

06.0 Denonstrate, apply, and inplenment proficiency in
comuni cation skills. [Student Performance Standards: 06.14
t hrough 06. 20]

07.0 Denonstrate know edge of human resources and | abor issues as
wel |l as the social, legal, and econom c aspects of
enpl oynment. [ Student Perfornmance Standards: 07.08 through
07. 17]

08.0 Denpnstrate an understandi ng of national and internationa
econonmi c principles. [Student Performance Standards: 08.09
t hrough 08. 15]

09.0 Assess personal strengths and weaknesses as they relate to
j ob objectives, career exploration, personal devel opnment,
and life goals. [Student Performance Standards: 09.11
t hrough 09. 16]

10.0 Dempnstrate an understandi ng and application of technol ogy
in the workplace. [Student Performance Standards: 10.07
t hrough 10. 11]



11.

12.

Denonstrate an understandi ng of the role of management and
mar keting in the decision making process for different work
situations. [Student Performance Standards: 11.13 through
11. 25]

Denmonstrate and apply an understandi ng of entrepreneurship
principles. [Student Performance Standards: 12.01 through
12.12]

OCCUPATI ONAL COMPLETI ON PO NT - DATA CODES: A through Y (See list in
MAJOR CONCEPTS/ CONTENT)

I nt ended outcones of the first and second OCPs must be conpl eted
previously or concurrently. After conpleting the follow ng additiona
conpet enci es, the student will have achieved a third occupationa
conpl eti on point and be able to:

01.

02.

03.

04.

05.

06.

07.

08.

10.

11.

12.

0

Denmonstrate knowl edge and application of workpl ace
enployability skills. [Student Performance Standards:

01.22 through 01. 30]

Denonstrate, apply, and inplement know edge of
environnental , health, and safety issues. [ Student
Performance Standards: 02.18 and 02. 19]

Denmonstrate, apply, and inplement an understandi ng of

prof essional, legal, and ethical responsibilities. [Student
Performance Standards: 03.21 and 03. 22]

Denonstrate, apply, and inplenment know edge of financia
skills and planning. [Student Performance Standards: 04.19
t hrough 04. 23]

Denonstrate, apply, and inplement |eadership skills.

[ Student Performance Standards: 05.16 and 05. 17]
Denmonstrate, apply, and inplenment proficiency in

comuni cation skills. [Student Performance Standards:

06. 21 through 06. 23]

Denonstrate knowl edge of human resources and | abor issues as
wel |l as the social, legal, and econom c aspects of

enpl oynment. [ Student Perfornmance Standards: 07.18 through
07. 21]

Denonstrate an understandi ng of national and internationa
econonmi c principles. [Student Performance Standards: 08.16
t hrough 08. 20]

Denonstrate an understandi ng and application of technol ogy
in the workplace. |[Student Performance Standards: 10.12

t hrough 10. 22]

Denonstrate an understandi ng of the role of management and
mar keting in the decision making process for different work
situations. [Student Performance Standards: 11.26 through
11. 45]

Denonstrate and apply an understandi ng of entrepreneurship
principles. [Student Performance Standard: 12.13]



The following diagramillustrates the program

DI VERSI| FI ED CAREER TECHNOLOGY
8303000/ D886100/ 1098. 8610CP

DI VERSI FI ED CAREER —  DATA CODE A -
TECHNOLOGY MANAGEMENT
8303030

(4 Credits/ 600 Hours)

|

Dl VERSI FI ED CAREER —» DATA CODE A -
TECHNOLOGY a
APPL| CATI ONS 8303020
(3 Oredits/ 450 Hours)

!

Dl VERS| FI ED CAREER TECHNOLOGY DATA CODE A -
QJT 8300410 —>

DI VERSI FI ED CAREER TECHNOLOGY
PRI NCl PLES 8303010

(2 Oredits/ 300 Hours)
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STUDENT PERFORMANCE STANDARDS

Program Titl e: Di versified Career Technol ogy
Secondary Number: 8303000
Post secondary Nunber : D886100

01.0 DEMONSTRATE KNOW.EDGE AND APPLI CATI ON OF WORKPLACE EMPLOYABI LI TY
SKI LLS--The student will be able to:

01.01 Identify resources used in a job search (e.g., newspaper
Internet, networking). LA A 1.4.3, LA A2 4.1, LA A2 4.4,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,

LA.C.3.4.4, LA C.3.4.5

01. 02 Discuss inportance of drug tests and crim nal background
checks in identifying possible enploynment opportunities.
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
SS.C.2.4.3

01.03 ldentify steps of the job application process including
arrangi ng for references and proper docunentation (e.gqg.
green card). LA A 1.4.3, LAA2.4.4 LA B1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB242 L
LA.B.2.4.4, LAC3.4.1, LA C3.4.2, LAC3.4.3, L
LA.C. 3.4.5

A B. 2. 4.
A C 3. 4.

01.04 lIdentify procedures and docunents required when applying for
a job (e.g., application, W4, 1-9). LA A 1. 4.3,
LA A 2.4.4, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,

LA.C.3.4.3, LA C3.4.4, LAC3.4.5

01.05 Prepare a resune (electronic and traditional), letter of
application, followup letter, acceptance/rejection letter
letter of resignation, and letter of recomendati on
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB2.4.3, LAB2.4.4

01. 06 Denobnstrate appropriate dress and groom ng for enpl oyment.
LA.B.2.4.1

01. 07 Denonstrate effective interview ng skills (behavioral).
LA B.2.4.1, LAC3.4.2, LAC3.4.4, LAD1.4.2, LAD24.1

01. 08 Describe nmethods for handling illegal interview and

application questions. LA A 1.4.3, LAA24.7, LAA1L1l43,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C.3.4.5
01. 09 Discuss state and federal |abor |aws regulating the
wor kpl ace (e.g., Child Labor Law, sexual harassnment, EECC
ADA, FMLA). LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB.1.4.3,
LA B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 SS A5
01.10 Identify positive work attitudes and behavi ors such as
honesty, conpassion, respect, responsibility, fairness,
trustworthiness, and caring. LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,

4.1
4.3



01.

01.

01.

01.

01.

01.

01.

01.

01.

01.

01.

01.

01.

11

12

13

14

15

16

17

18

19

20

21

22

23

LA.B.2.4.4, LA C2.4.1, LA C 3.4.
LA.C.3.4.4, LA C.3.4.5

Descri be i nmportance of producing
performance standards. LA A 1.4.
LA B.1.4.2, LAB1.4.3, LAB2 4.
LA.B.2.4.4, LA C2.4.1, LA C3.4.
LA.C.3.4.4, LA C.3.4.5
Identify qualities typically
productivity, dependability,
LA B.1.4.1, LAB1.4.2, LAB
LA.B.2.4.3, LAB2.4.4, LAC2.4.1, LAC3.4.1, L
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Identify how to prepare for job separation and re-
employment. LA A 1.4.3, LAB.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Wite a job description that includes the responsibilities
of an entry-level position. LA A 1.4.3, LA B.1.4.1,

LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA.B.2.4.4

Prepare a classified ad for an entry-1level position.

LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4

Create a list of interview questions for an entry-1leve
position. LA A 1.4.3, LAB.1.4.1, LAB1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LAD.1.4.2,
LA.D2.4.1

Devel op a detailed strategy for applying for a job in a
specific career. LA A 1.4.3, LA B1.4.1, LAB 1.4 2,
LA.B.1.4.3, LAB2.4.1, LAB2.4.2, LAB24.3, LAB
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC
Create a portfolio of enploynent opportunities for a
specific career (e.g., newspaper, |nternet, magazines).
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24.

1, LAC.3.4.2, LA C3.4.3,

3, LA

wnN
el

required for pronotion (e.g.
responsi bility).
1.4.3, LA B.2.4.1, L

> >

»

2. 4.
3.4

o

LA. B. 2. 4.

Create a
resune,

portfolio
letters of

2, LA B.2.

4.3, LA.B.2.4. 4

of docunents for job placenent (e.g.

recomendati on,

enpl oyer

eval uati ons,

awar ds, evidences of participation in school, comunity,
vol unteer activities). LA A 1.4.3, LA B.1.4.1, LA B.1.4.
LA B.1.4.3, LAB.2.4.1, LAB2.4.2, LAB2.4.3, LAB24.
Expl ai n i nportance of understandi ng corporate policy.
LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB14.3, LAB
LA.B.2.4.2, LAB2.4.3, LAB2.4.4, LAC3.4.1 LAC
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 SS5.D2.4.3
Expl ai n i nportance of staying up-to-date on socia
techni cal, and econonic changes. LA A 1. LA
LA B.1.4.2, LAB1.4.3, LAB24.1, LAB
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC
LA.C.3.4.5, SCH1.4.3, SCH1.4.6, SC.H
Network with individuals in a specific career field and
report findings. LA B.2.4.3

Wite a job description that includes the responsibilities
of a managerial position. LA A 1.4.3, LA B.1.4.1,

LS

=

2. 4.
3.4
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02.

01. 24

01. 25

01. 26

01. 27

01. 28

01. 29

01. 30

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4

Prepare a classified ad for a managerial |evel position.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB2.4.3, LAB2.4.4

Develop a list of criteria to evaluate applicant resunes.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB2.4.3, LAB2.4.4

Prepare a formletter for a specific business listing
application procedures for enploynment. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB2.4.4

Create a list of interview questions for a managerial -1eve
position. LA A 1.4.3, LAB.1.4.1, LAB1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4

Create an eval uati on measurenent tool to be used to rate
applicants. LA A 1.4.3, LAB.1.4.1, LA B.1.4.2, LA B.1.4.3,

LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, MA A1l 4.3,
MA.A5.4.1, MAB.1.4.3, MAB241 MAB442 ME1l4.1
Devel op a conpany policy outlining dress and groom ng
standards. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4

Create an evaluation formto rate enpl oyee perfornmance.
LAA1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, VAA1.4.3, MAAJS. 4.1,
MA.B.1.4.3, MAB.2.4.1, MVAB.4.4.2 ME1l4.1

DEMONSTRATE, APPLY, AND | MPLEMENT KNOW.EDGE OF ENVI RONMENTAL,

HEALTH, AND SAFETY | SSUES--The student will

be able to:

02.01

02.02

02.03

02.04

02. 05

Identify health and safety regul atory agenci es responsible
for overseeing the work environnent and the functions they
perform(e.g., OSHA EPA). LA A 1.4.3, LA B.1.4.1,

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4.,
LA.C.3.4.5, HEEA 1.4.7, SC.H. 3.4.3

Descri be inmportance of conplying with federal, state, and

| ocal agency regulations. LA A 1.4.3, LA A2 4.4,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5 SS.D.2.4.4, HEEA 1.4.7

Expl ai n purpose of Wbrkers’ Conpensation. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3,
LA.C.3.4.4, LA C.3.4.5 SS.D.2.4.3

Identify types of hazards in the workplace. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C3.4.5, HEEA 1.4.5, SCF.1.4.1, SC F.1.4.7,
SC.H1.4.7, SC.H 3.4.3

Descri be types of personal protective equiprment.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.4, SCH3.4.3
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02.

02.

02.

02.

02.

02.

02.

02.

02.

02.

02.

02.

06

07

08

09

10

11

12

13

14

15

16

17

Descri be necessary energency evacuati on procedures.

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5

I dentify hazardous chemicals and their characteristics.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5  HEEA 1.4.5 SCF.1.4.1,
SC.F.1.4.7, SC.H1.4.7, SC.H 3.4.6

Define neaning of “drug-free workplace." LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5, HEA 1.4.7

Identify causes of accidents on the job (e.g., human error).
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5

Identify routine security procedures in the workplace
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5

Report on violence in the workplace. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C. 3.4.5 HEB.3.4.7

Identify basic safety training techniques to deal with

nmedi cal energencies in the workpl ace LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C3.4.5, HEEB.1.4.5, SCH1.4.6
Denonstrate know edge of types of industrial wastestreans
and treatnents (e.g., air em ssions, hazardous wastes,

recycling programs). LA A 1.4.3, LA B.1.4.1, LA B.1.4. 2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C3.4.2, LA C.3.4.3, LA C3.4.4, LA C 3.4.5,
HE.B.1.4.5, SC.F.1.4.1, SCF.1.4.7, SC.H 1.4.3, SCH.3.4.1,
SC.H 3.4.3

Anal yze safety and heal th precautions of a business.

LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LAB.2.4.3, LA B.2.4.4, LA C2.4.1, LA C 3.4.1,
LA.C.3.4.2, LA C.3.4.3, LA C.3.4.4, LA C3.4.5 HEB.1.4.5
Identify potentially hazardous situations and apply
appropriate solutions. LA A 1.4.3, LAB1.4.1, LAB 1.4 2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C3.4.2, LA C.3.4.3, LA C3.4.4, LA C 3.4.5,
HE.B.1.4.5, SCH1.4.1, SCH1.4.2, SCH1.4.5 SCH1l.4.6
SCH1.4.7, SCH2.4.2, SCH3.4.1, SCH3.4.3, SCH3.4.6
Devel op an action plan for participating in a health and
recreation program LA A 1.4.3, LA B.1.4.1, LAB. 1.4 2,

LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3, LA B.2. 4.4,
PE.B.1.4.2

Expl ai n i nportance of CPR and emergency first aid training.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,

11



03.

02.

02.

18

19

LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5

Prepare a safety plan and checklist for a small business.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5

Create a nmap desighating energency exits and evacuation
routes for a small business. LA A 1.4.3, LA B.1.4.1,

LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, MVAB.2.4.1, MVAB.1.4.2, MVAB.1.4.3, MAB. 3.4.1,
SS.B.1.4.1, HE.B.1.4.5

DEMONSTRATE, APPLY, AND | MPLEMENT AN UNDERSTANDI NG OF

PROFESSI ONAL, LEGAL, AND ETHI CAL RESPONSI Bl LI TI ES- - The st udent

wi | |

03. 01 Descri be

03.

03.

03.

03.

03.

03.

03.

03.

02

03

04

05

06

07

08

09

be able to:

wor kpl ace codes of professional/business conduct.

LA A1.4.3, LAA2 4.4 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Identify ways to work cooperatively in various settings with
di verse populations. LA A 1.4.3, LAAl1l.4.4, LAB 141,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, LAD1.4.2, HEB.2.4.2

Expl ai n i nportance of self-managenment and initiative when

m ni mum di recti on and supervision are given. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C. 3.4.4, LA C. 3. 4 5

Expl ai n concepts of integrity, credibility, and reliability.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Denmonstrate such interpersonal skills as courtesy, l|loyalty,
and being a teamplayer. LA B.2.4.1, HE.B.3.4.2, PE. B.2.4.5

Define and di scuss issues involving gender equity,
disability, age, and sexual harassment. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5 LAD1l.4.2

Denonstrate i nportance of adhering to schedul es and
deadlines. LA.B.2.4.1

Define ethics and descri be severa
could arise within a schoo

HE.B.1.4.1

LA A1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3,
LA.B.2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5 LAD24.1,
Identify and define friendliness, adaptability,
politeness as relates to group settings. LA A 1.
LA B1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.3, LAB2.4.4, LA C24.1, LACS3.4.1,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB.3.4.2

et hi cal
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or workpl ace setting.



03.

03.

03.

03.

03.

03.

03.

03.

03.

03.

03.

03.

03.

10

11

12

13

14

15

16

17

18

19

20

21

22

Identify key ways a conpany can benefit its c
LAA1.4.3, LAB1.4.1, LAB1.4.2, LABL1
LA.B.2.4.2, LAB2.4.3, LAB24.4, LAC 2.
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC.3.
Descri be inmportance of volunteerism LA A
LA B1.4.1, LAB1.4.2, LAB1.4.3, B. 2
LA.B.2.4.3, LAB.2.4.4, LA C3.4.1, C.3
LA.C.3.4.4, LA C.3.4.5

Descri be inportance of providing access for the physically
chall enged. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,

LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Anal yze and di scuss codes of ethics for a workpl ace.

LA A1.4.3, LAA246, LAB1.4.1, LAB1.4.2, LAB.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 SS.C2.4..3,
HE.B.1.4.1

Descri be sel f-managenent techniques in both work and life
roles. LA A1.4.3 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 SS.C2.4..3,
HE.C. 1.4.1

Descri be net hods used to encourage both ethical and socia
responsibility in an organization. LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, LA D241 SS.C24.3, HEA1.4.3

Descri be why the public’s perception of a conpany is
important. LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Report on a |legal issue regarding a violation of ethica
behavi or using current resources. LA A 1.4.3, LA B 1.4.1
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4

LA.C.3.4.5, SS.C.2.4.5
Identify an exanple of how a political decision can effect
standard busi ness practices. LA A 1.4.3, LA B.1. 4.
LA.B.1.4.2, LAB1.4.3, LAB2 1
LA B.2.4.4, LAC2.4.1, LAC3.4.1
LA.C.3.4.4, LA C.3.4.5 Ss.C2 3
Descri be i nmportance of an EAP (Enpl oyee Assi stance Progran.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
4.5
ney

11
, LA/B.2.4.2, LA B.2.4.3,
, LAC.3.4.2, LA C3.4.3

LA.C.3.4.3, LA C3.4.4, LA C3.4.5 HEC 2. , HE.A. 2.4.4
Describe a will, health-care power of attorney, and living
will. LA A1.4.3 LAB1.4.1, LAB1.4.2, LAB1.4.3
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB.24.4, LA
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 Ss
Devel op a code of ethics for a workplace. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB2.4.4, S5.C.2.4.3

Devel op an outline explaining the role of an EAP ( Enpl oyee
Assi stance Program) representative and |list the services

13



he/ she m ght provide. LA A 1.4.3, LA B 1.4.1, LAB1.4.2
LA.B.1.4.3, LAB241, L
LA.C.3.4.1, LAC3.4.2, L
HE.C.2.4.5

3
41

[S20F >

A B.2.4.2, LA B 2. 4. LA. B. 2. 4.
A.C.3.4.3, LA C3. 4. LA.C 3.4.5,

04.0 DEMONSTRATE, APPLY, AND | MPLEMENT KNOW.EDGE OF FI NANCI AL SKILLS
AND PLANNI NG - The student will be able to:

04. 01 Conpute and conpare gross pay, het pay, overtinme pay, and
speci fic payroll deductions. MA.B.3.4.1, MA A 1.4.3

04. 02 Compute different nethods of nonetary compensation (e.g.
annual salary, hourly wages, commi ssion, piecework).
MA.A 5 4.1, MAB1.43 MALlA4.4

04.03 Prepare a nonth’s budget based on income and expenses.
MA.A1.4.3, MAA3 41 MB3.4.1

04. 04 Describe inportance of |ong-range personal financia
planning. LA A 1.4.3, LAB.1.4.1, LAB1.4.2, LAB1.4.3
LA B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 M A3

04. 05 Eval uate various investnment opportunities for financia
growth. LA A1.4.3 LAB1.4.1, LAB1.4.2, LA B.1.4.3,
LA B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5, MADLI1

04.06 Cal cul ate exenptions, deductions, and taxable income and use
tax tables to prepare a federal inconme tax form
MA.A4.4.1, MAD142 MEI1L4.1

4.1,
4.3

4.1,
4.1

04. 07 Describe inportance of maintaining an accurate checkbook
bal ance. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 M AS5.4.1,
MA A 3.4.3

04. 08 Conpare personal insurance costs using a variety of
deducti bl es and coverages. LA A 1.4.3, LA B.1.4.1,

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, VAD1.4.1

04.09 ldentify, conpare, and contrast a variety of avail able
housi ng options. LA A 1.4.3, LAA1.4.1, LA B1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,

LA.C. 3.4.5
04. 10 Perform mat hematical cal cul ati ons appropriate to a specific
occupation (e.g., ratios, proportions, scales). MAA 3.4.3
MA.B.3.4.1, MAB.4.4.1, MVAB.4.4.2
04.11 ldentify and anal yze various financial data |ocated in
current publications. LA A 1.4.3, LAA1l.4.4, LAB1.4.1

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, MVAE 1.4.1, MAE24.1

04. 12 Conpute and di scuss a variety of business-related financia
calculations (e.g., payroll, interest rates, profit
margins). LA.A1.4.3, LA B 1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
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LA.C.3.4.2, LA C3.4.3, LA C.3.4.4, LA C3.4.5 MAE3.4.1,
MA. E. 3.4.2

04. 13 Develop a cash flow projection of personal incone and
expenses. MA.C. 3.4.1, MA.C 3.4.2

04. 14 ldentify various types of contracts (e.g., |ease agreenent,
contract for purchase of real estate, bank | oan

application). LA A 1.4.2, LAA1.4.3, LAB.1. 4.1,
LA B.1.4.2, LAB.1.4.3, LAB.2.4.1, LA B.2.4.2, LA B.2.4.3,
LA B.2.4.4, LA C.3.4.1, LA C.3.4.2, LA C.3.4.3, LA C. 3.4.4,

LA.C. 3.4.5

04. 15 Denonstrate know edge of investing via a sinulation activity
(e.g., stocks, real estate, collectibles, IRA). LA B.1.4.2,
SS.D.2.4.4

04.16 ldentify types of insurance applicable to the workpl ace.
LAA1.41 LAA1.43 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

04. 17 Describe inportance of accounting in a business.

LA.A 1.4.3, LAA2.4.4, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C 3.4.1,
LA.C.3.4.2, LA C3.4.3, LA C3.4.4, LA C3.4.5

04. 18 Descri be advantages and di sadvantages to a busi ness of
granting credit. LA A 1.4.3, LAB1.4.1, LA B 1. 4.2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C3.4.2, LA C.3.4.3, LA C3.4.4, LA C 3.4.5,
SS.D.1.4.2

04.19 Prepare an analysis of a current business utilizing its
annual report. LA A 1.4.3, LA B.1.4.1, LA B1.4. 2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C3.4.2, LA C.3.4.3, LA C3.4.4, LA C 3.4.5,
MA.E . 3.4.1, MAE 1.4.1, MAE3.4.2

04.20 ldentify sources of funding for a business. LA A 1.4.1,
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C 3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C.3.4.5

04.21 Describe how a conpany estimtes and bids for a contract.
LA.A1.4.1, LAA1.4.3, LA B 1.4.1, LA B.1.4.2, LA B1.4.3,
LA.B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C 3.4.1,
LA.C.3.4.2, LA C3.4.3, LA C3.4.4, LA C3.4.5

04.22 Describe inportance of cost containnent in a conpany.
LA.A1.4.1, LAA1.4.3, LA B 1.4.1, LA B.1.4.2, LA B1.4.3,
LA.B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C 3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5

04. 23 Eval uate insurance needs for a specific business.
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C 3.4.2,
LA.C.3.4.3, LA C.3.4.4, LA C.3.4.5,  MAD1.4.1, MAD24.1

05.0 DEMONSTRATE, APPLY, AND | MPLEMENT LEADERSHI P SKI LLS--The student
will be able to:

05.01 Describe qualities of an effective leader. LA A 1.4.3,
LAA2.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24..1,

15



05.

05.

05.

05.

05.

05.

05.

05.

05.

05.

05.

05.

05.

05.

02

03

04

05

06

07

08

09

10

11

12

13

14

15

S.

LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Descri be different nethods of |eadership LA A 1.4.3,
LAA 243, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Identify opportunities available for devel opnent of

| eadership skills in a career and technical student

organi zation. LA A 1.4.3, LA B 1.4.1, LA B.1.4.2,

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4 LAC3.4.5
Denonstrate use of workplace etiquette. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5 SS.C.1.4.4

Denmonstrate use of parlianmentary procedure. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC1.4.3, LAC3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Identify purposes and functions of professional/trade and
student organizations. LA A 1.4.3, LAA1l. 4.4, LA B1l.4.1
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Identify roles and responsibilities of organization nenber
LA A1.4.3, LAB1.4.1 LAB1.4.2 LAC1.4.2, LACS3.4.1,

LA.C.3.4.2, LA C3.4.3, LA C3.4.4, LA C3.4.5
Develop a list of qualities necessary for being an effective
teamplayer. LA A 1.4.3, LAB1.4.1, LAB1l.42

LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
HE. B. 3. 4. 2

Wor k cooperatively within a group to achi eve organi zati ona
goals. LA B.1.4.2

Create and communi cate a vision/m ssion statenent for a
student organization. LA A 1.4.3, LAB1.4.1, LAB1l.4.2
LA.B.1.4.3, LAB2.4.1, LAB2.4.2, LAB2.4.3, LAB24.
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C 3.4.
Denonstrate ability to use creative problem sol ving,
deci si on making, and critical thinking strategies.

LA A1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3,
LA.B.2.4.2, LAB2.4.3, LAB24.4 LACS3
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 MB3
MA.D.1.4.2, MAE1.4.1, MAES341 MES3
Denmonstrate effective team building skills
SS.C.2.4.6

Denonstrate respect for opinions, custons, and individua

di fferences of others. LA D.1.4.2, HEEA 1.4.5

Participate in a conmunity or school service project.

LA B1.4.1

Devel op a public relations strategy to comunicate the
positive comrunity inpact of cooperative education.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
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LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5
05.16 Plan, inplement, and evaluate a fund raising event.

LA A1.4.3, LAA2 4.4 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 M AS3.4.3,
MA.A4.4.1, MAB.2.4.1, MAB242 MAB3.4.1 MD14.1,
MA.D.1.4.2, MAE1l.4.1

05. 17 Devel op, inplenent, and evaluate a public relations project
(e.g., student organization function, school -w de project,
comunity project). LA A 1.4.3, LA A2 4.4, LAB1.4.1

LA.B.1.4.2, LA B.1.4.3, LAB.2.4.1, LA B.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LA C3.4.1, LA C3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, MAA3.4.3 MMA441 MAB 241 MAB 2.4.2
MA.B.3.4.1, MVAD.1.4.1, MA D142 MAE1l4.1

06.0 DEMONSTRATE, APPLY, AND | MPLEMENT PROFI Cl ENCY | N COVMUNI CATI ON
SKI LLS--The student will be able to:

06. 01 Explain inportance of effective witten and verba
conmuni cation. LA A 1.4.3, LA AZ24.1 LAB1.4.1,
LA.B.1.4.2, LA B 1.4.3,
LA.B.2.4.4, LA C 3.4.1,
LA.C. 3.4.5

06. 02 Read and conprehend written conmunications. LA A 1.4.1,
LA A 241, LAE24.8

06. 03 Conpare and contrast different forns of witten busines
comuni cations as utilized in the workplace. LA A 1. 4.
LA A 242 LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB2
LA B.2.4.2, LAB.2.4.3, LAB2.4.4, LAC3.4.1, LAC3.
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

06. 04 Prepare a business letter, nmenorandum fax, and e
LA A1.4.3, LAA2 4.2 LAB1.4.1, LAB1.4.2, 1L
LA.B.2.4.1, LAB2.4.2, LAB243, LAB24.4 L

4.

e

1 ’ ’
21

3
41

-

.B. 2. 4. A B.2.4.2, LA B 2. 4.
.C. 3. 4. A.C.3.4.3, LA C3. 4.

S
3
4.1

4.2,

LA E.2.4.5 LA E24.8

06.05 ldentify and utilize nmethods to inprove oral conmunication
skills. LA A 1.4.3, LAA245 LAB1l.41 LAB1l.4.2
LA.B.1.4.3, LAB24.1, L 4.3, L
LA.C2.4.1, LAC3.4.1, L 4.3, L
LA.C.3.4.5, LA D2.4.2

06. 06 Prepare and deliver an introductory speech to an audi ence.
LA A 2.4.5 LAB242 LAC3.4.1

06.07 ldentify and utilize nmethods to inprove listening
strategies. LA A 2.4.5 LA C.2.4.1, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

06. 08 ldentify means of nonverbal communication. LA
LA B1.4.1, LAB1.4.2, LAB1.43, LAB24.1
LA.B.2.4.3, LAB.2.4.4, LAC2.4.1, LAC2.4.2
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5

06. 09 Denonstrate proper businesslike nmethods of placing/receiving
t el ephone calls and recordi ng tel ephone nessages.
LA.B.2.4.1

06. 10 Denonstrate ability to listen to and foll ow directions.
LA A 2.4.8

LA. B. 2. .B.2.4.4,
LA. C. 3. .C.3.4.4

A
, L
L

1. 4.
A. B.
A C

w N w

4.2,
, 4.1,
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07.

06.

06.

06.

06.

06.

06.

06.

06.

06.

06.

06.

06.

06.

11

12

13

14

15

16

17

18

19

20

21

22

23

Di scuss i nportance
busi ness cont act s.
LA B.1.4.2, LAB1

LA.B.2.4.4, LA C 3.
LA.C.3.4.5, LA D 1.

of devel opi ng networking skills to expand

LA/A1.4.3, LAAZ2. 4.4 LAB1l4.1,
.4.3, LAB.2.4.1, LA B.2.4.2, LA B.2.4.3,
4.1, LA C.3.4.2, LA C3.4.3, LA C3.4.4,
4.2

Di scuss i nportance
descri ptions,
LA B. 1.4.1,
LA B.2.4.3,
LA.C.3.4.4, LA C.3.4.5
Denmonstrate ability to | ocate,
informati on found in contracts, trade journals, nanuals,
graphs, schedul es, charts, diagranms, tables of contents,
i ndexes, |abels, and Internet resources. LA A 1.4.3,

LA A241 LAA242, LAB1l.41 LAB1l.4.2
LA B.2.4.1, LAB2.4.2, LAB2.4.3, LA B. 2. 4.4,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Desi gn personal and business |etterhead, meno,
forms. VA B.1.4.4

Interview and prepare a vitae of a conmunity | eader or
busi ness person. LA B.2.4.3

of providing clear directions,

and explanations. LA A 1.4.3, LA A2 4.4

LA.B.1.4.2, LAB1.4.3, LAB2 4. . 2.
A C 3. 4. 3.

B 1, LA.B.2.4.2,
LA.B.2.4.4, LA C. 3.4.1, LA C 2, LA C.3.4.3

under stand, and interpret

Eval uate a speech or sales presentation, identifying

ef fective comuni cation techniques. LA A 1.4.3, LA B.1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,

LA B.2.4.4, LAC1.4.1, LAC1l.4.4, LAC 242, LAC3.4.1

LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Identify obstacles to comunication. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,

LA.B.2.4.3, LAB.2.4.4, LAC1.4.4, LA C2.4.2, LA C3.4.1,

LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Deliver a speech using visual aids. LA C 1.4.4, LA A 2.4.5
LA B.2.4.2, LAC2.4.2, LAC3.4.1 LAC3.42 VAB1l4.4

Denonstrate effective negotiation skills.
LA.C.2.4.2, LAC3.4.2
Denonstrate conflict and di spute resol ution techniques.

LA.B.2.4.1,

LA B.2.4.1, LAC3.4.1, LAC3.4.2

Create a presentation using current technology. LA A 2.4.1,
LA A2.4.2, LAA2. 4.4, LAA2 45 LAA24.6, LAA24.7,

LA A 2.4.8, LAB.2.4.2, LAB.2.4.4, LA C3.4.1, LA C 3.4.4,

LA.D.2.4.4, LA D2.4.5 LAD246, LAD24.1 LAD24..2,

LA.D.2.4.3, VAA 1l 4.4

Create a neasurenent tool for evaluating tel ephone

conmuni cations. LA B.2.4.4, MAB.1.4.3, MAAbL5. 4.1,
MA.A1.4.3, MAB.2.4.1, MAB442 ME11L4.1
Devel op a conpany policy regardi ng enpl oyee use of conpany

tel ecomruni cations (e.g., fax, e-mail, Internet).
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LAC1l.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5

DEMONSTRATE KNOALEDGE OF HUMAN RESOURCES AND LABOR | SSUES AS WELL

AS THE SOCI AL, LEGAL, AND ECONOM C ASPECTS OF EMPLOYMENT--The

student will

be able to:

18



07.

07.

07.

07.

07.

07.

07.

07.

07.

07.

07.

07.

01

02

03

04

05

06

07

08

09

10

11

12

Expl ain i nportance of a witten job descrip

LAA1.4.3, LAB1.4.1, LAB1.4.2, LABL1
LA.B.2.4.2, LA B2.4.3, LAB24.4, LAC3.
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Descri be various work schedules (e.g., flex
LA A 2.4.4, LAB1.4.1, LAB1.4.2, LAB1
LA.B.2.4.2, LA B 2.4.3, LAB24.4, LAC3.
LA.C.3.4.3, LA C3.4.4, LA C3.4.5 M A2
MA.A 3.4.1, MAAS343 M A44.1 M AS.
Descri be workpl ace usage of teans to increa
and product quality. LA A 1.4.3, LA B.1. 4.
LA.B.1.4.3, LAB2.4.1, LAB2.4.2, LAB.2.
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LACS.
PE.B.2.4.5

Identify and discuss the role of an enpl oye
menber. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.2.4.1, LAB2.4.2, LAB24.3, LAB 2.
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC.3.
Descri be enpl oyee recognition systens for
teams. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,

LA.B.2.4.1, LAB2.4.2, LAB24.3, LAB 2.
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC. 3.
Conpar e advant ages and di sadvant ages of sel
(i ndependent contractor) and enpl oynent by
LA A1.4.3, LAA2 4.4, LAB1l.4.1 LAB.1.
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB 2.
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC. 3.
Expl ain the change in the role and purpose
fromtheir inception in the early 1900's to
LA A1.4.3, LAB1.4.1, LAB1.4.2, LABL1
LA.B.2.4.2, LAB2.4.3, LAB24.4, LAC.3.
LA.C.3.4.3, LAC3.4.4, LA C3.4.5 SS A5
Descri be trai ning and devel opnment prograns
wor kpl ace. LA A . 1.4.3, LA B.1.4.1, LA B. 1.
LA.B.2.4.1, LAB.2.4.2, LAB2.4.3, LAB. 2.
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC. 3.

Denmonstrate an understandi ng of the busines
(e.g., corporate culture, goals, values).
Descri be the inportance of cultural sensit
LA A1.4.3, LAB1.4.1, LAB1.4.2, LABL1
LA.B.2.4.2, LAB2.4.3, LAB24.4, LAC.3.
LA.C.3.4.3, LA C3.4.4, LAC3.4.5 LAD1
Define, conpare, and contrast several conpa
regardi ng rai ses and promotions. LA A 1.4.
LA B.1.4.2, LAB1.4.3, LAB24.1, LAB. 2.
LA.B.2.4.4, LA C3.4.1, LAC3.4.2, LAC3.
LA.C.3.4.5, SS.D.2.4.1, MA A 3.4.1, MAA S
MA.A 5.4.1, MAB.1.4.3, MAB.3.4.1, MA D 1.
MAE1.4.1, MAE1l.4.2 MES341 MES3
Conpare and contrast roles and responsi bili
uni on- menber enpl oyee and the non-uni on man
LA A1.4.3, LAB1.4.1, LAB1.4.2, LABL1
LA.B.2.4.2, LA B2.4.3, LAB2.4.4, LA C.3.
LA.C.3.4.3, LA C3.4.4, LA C3.4.5 SS.D.2.
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07. 13 Explain inmpact of worker productivity, downsizing,
ri ghtsizing, outsourcing, contract enploynent, |ayoffs,

t.

etc., interms of recent trends in enploynent. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C 3.4.5 SS.D.2.4.3, MVAA3.4.1, MAA 3.4.3,
MA.A4.4.1, MAMAS5 4.1 MAB1.4.3 MAB341 MD14.1,
MA.D.1.4.2, MAE1.4.1, MAE1.4.2, MAES341 MES34.2
LA.E. 2.4.8

07. 14 Analyze current |abor nmarket, its structure, its
constituents, its |level of unenploynent and underenpl oynen
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 SsD241 ME1l4.1
MA.E 1.4.2, MAE3.4.1 MES34.2

07. 15 Define risk managenent in ternms of enployer liability.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C3.4.5 SS.D2.4.5

07. 16 Describe differences between today’'s typical enployee
benefit package and that of 25 years ago. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5 SS5.D.2.4.3

07.17 Discuss the collective bargaining process and the issues
negoti ated between nmanagenment and | abor. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5 S5.D.2.4.3

07. 18 Design an enpl oyee conpensati on schedul e and benefits
package. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 MAD14.1,
MA.B.2.4.1, MAB.3.4.1, MVAB.4.4.2, VAD142 ME1.4.1

07.19 Compute economic value of a conpany paid benefit package.
SS.D.1.4.1, MAD.1.4.1, MAB.2.4.1, MA A 3.4.3, MAB.3.4.1,
MA.B.4.4.2, MVAD1.4.2, MAE11l41 MES34.2

07.20 Create a job rotation schedule for a specific conpany.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA-B.2.4.2, LAB.2.4.3, LAB.2.4.4, MAAS343 MAB34.1

07.21 Develop a vision/nission statenent for a conpany
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4

08.0 DEMONSTRATE AN UNDERSTANDI NG OF NATI ONAL AND | NTERNATI ONAL

ECONOM C PRI NCl PLES- - The student will be able to:

08.01 Explain principles of Arerica’ s econonic system
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,

LA.C.3.4.3, LAC3.4.4, LAC3.4.5 Ss.D24.1
08. 02 Describe government’s involvenent in the econony.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,

20



LA.B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C3.4.2,

LA.B.2.4.2,

LA.C.3.4.5, SS.C.2.4.5
08.03 ldentify and describe econom c inpact of enploynent.

LA.C 3.4.4,

LA.C 3.4.3,

LA.B.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B24.1,

LA A 1.4.3,

LA.B.2.4.4, LA C 3.4.1, LA C.3.4.2,
MA. A 4.

LA.B. 2.4. 3,

LA.B.2.4.2,

4.1

LA.C.3.4.5, SS.D.2.4.3,

LA.C 3.4.4,

C. 3.4.3,

4.2,

MA. E. 1.

MAE 1.4.1

MA.D. 1.4.2,

08.04 Explain interaction between supply and demand and its effect

LA/A1.4.3, LAB1.4.1 LAB 142

on the econony.

LA.B.1.4.3,

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4,

LA.B.2.4.1,

LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5,

LA.C. 3.4.1,

MA.D. 1.4.2,

08. 05 Analyze and di scuss the role of Socia

Security.

LA.B.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B24.1,

LA.A 1.4.3,

LA.B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C3.4.2,

LA.B.2.4.2,

LA.C.3.4.5, SS.D.2.4.3
08. 06 Discuss inpact of the econony on the stock market and

LA.C 3.4.4,

LA.C 3.4.3,

LA.B.1.4.1, LA B.1.4.2,

LA.A 1.4.3,

private enterprise.

LA.B.1.4.3,

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4,

LA.B.2.4.1,

LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5,

LA.C. 3.4.1,

08. 07 Di scuss exanpl es of how the econony inpacts business and

LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3,

LA.A 1.4.3,

i ndustry.

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1,

LA.B.2.4.1,

LA.C.3.4.4, LA C 3.4.5, SS.B.2.4.1,

LA.C 3.4.3,

C.3.4.2,

<

MAE 1.4.1

MA.D. 1.4.2,

08. 08 Describe el enents and economc inplications of the consuner

LA.B.1.4.1, LA B.1.4.2,

LA.A 1.4.3,

price index (CPI).

LA.B.1.4.3,

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4,

LA.B.2.4.1,

LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5,

LA.C. 3.4.1,

and conpare the characteristics of selected

descri be,

08. 09 List,

LA.B.1.4.1,

LA.A 1.4.3,
LA.B.2.4.1,

econoni ¢ systens.

gl obal

LA.B.2.4. 3,

LA.B.2.4.2,

LA.B.1.4.3,

LA.B.1.4.2,

LA.C.3.4.1, LAC3.4.2, LA C.3.4.3, LA C3.4.4,

LA.B. 2. 4.4,

MA.D. 1.4.1

4.1, MA A 5.4.1

MA. A 4.

SS.B.2.4.1,

LA.C 3.4.5,

MA. E. 3.4.2

MAE 3.4.1

and conpare the characteristics of diverse

4.2

MA. E. 1.

MA.D.1.4.2, MAE 1.4.1,
descri be,

08. 10 Li st,

LA.A 1.4.3,

LA.B.2.4.1,

i mpact on busi ness.

cultures and their

LA.B.1.4.1,

LA.B.2.4.2,

LA.B.1.4.3,

LA.B.1.4.2,

LA.B.2.4.4, LA C3.4.1, LA C3.4.2, LA C3.4.3,

LA.B. 2.4. 3,

SS. A . 3.4.10
and net hods of pronoting internationa

LA.C 3.4.5,

LA. C. 3. 4.4,
08.11 ldentify reasons for

LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3,

LA.A 1.4.3,

trade.

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1,

LA.B.2.4.1,

SS.D.2.4.6

and its inpact on a

LA.C 3.4.5,
LA.B.1.4.1,

LA.C.3.4.3, LA C 3.4.4,

LA. C 3.4. 2,
08. 12 Explain term “bal ance of trade”

LA.B.1.4.2,

LA.A 1.4.3,

country’s econony.

LA.B.1.4.3,

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4,

LA.B.2.4.1,
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08.

08.

08.

08.

08.

08.

08.

08.

13

14

15

16

17

18

19

20

LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
SS.D.2.4.4, MA A 4.4.1, MAAS5.4.1, MAD1.4.1, MAD1.4.2
MAE1.4.1, MAE1.4.2, MAES3.4.1 MES34.2

Describe circular flow of economic activity. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C3.4.5 SS.D.2.4.1, VAA 441 MAAS5. 4.1,
MA.D.1.4.1, MAD1.4.2, MVAE1.4.1, MAE11l4.2 MES3.4.1,
MA E. 3.4.2

Identify environmental and social problens associated with
econom ¢ grow h LA A 1.4.3, LAB1l.41 LAB14 2,

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
SS.D.2.4.5, SC.H1.4.5, SC.H1.4.6, SC.H1.4.7, SC.H 2.4.2
SC.H 3.4.1, SC.H 3.4.3, SC.H 3.4.6

Identify, describe, and analyze role of regulatory agencies.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C3.4.5 SS.D.2.4.4

Anal yze current events concerning issues relevant to

i nternational business. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LAC3.4.2, LAC3.4.3 A.C.3.4.4, LA C3.4.5
SS.D.2.4.6

Conmput e exchange rates and buyi ng power of various foreign
currencies including the Euro. SS.D.2.4.6, MA A 4.4.1,
MA.A5.4.1, MAD1.4.1 MAD1.4.2 MAE11.41 MAE1l. 4.2
MA.E. 3.4.1, MAE3.4.2

Expl ai n i npacts of the aging popul ati ons of Western
countries and the rapidly growi ng popul ati ons of devel opi ng
countries. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 SS A3.4.10
Di scuss econonic effects of the rate of gromh in devel oped
and devel oping nations. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3, LAB2.4.1, LAB.2.4.2, LA
LA.C.3.4.1, LA C3.4.2, LAC3.4.3, LA
SS.A. 3.4.10, MA A 4.4.1, MA A5 4
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MAE1.4.1, MAE1l.4.2 MES34.1

Expl ai n movenent toward gl obalization and the reasons behind
this economic trend. LA A 1.4.3, LAB1.4.1, LA B 1.4 .2

LA B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2. 4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

SS.B.2.4.6

ASSESS PERSONAL STRENGTHS AND WEAKNESSES AS THEY RELATE TO JOB

OBJECTI VES, CAREER EXPLORATI ON, PERSONAL DEVELOPMENT, AND LI FE

GOALS--The student will be able to:

09.01 Identify job skills and personal characteristics necessary

for career success. LA A 1.4.3, LAB1.4.1, LAB1.4.2
LA.B.1.4.3, LA.B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.
A 3.4.3, LA 3.4 LA 3.

B B 3 B.2.4.4,
LA.C.3.4.1, LA C 3.4.2, LA C , . C. .4, .C.3.4.5
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09.

09.

09.

09.

09.

09.

09.

09.

09.

09.

09.

09.

02

03

04

05

06

07

08

09

10

11

12

13

Identify high skill/high wage occupations requiring

specialized training with growth potentia
LA A1.4.3 LAB1.4.1, LAB1.4.2, LAB14.3,

B B. 2. 4.
LA.C. 3.4.2, LA C. 3.4.3, .C. 3.4

enpl oynment .
LA.B.2.4.1, LA B.2.4.2, LA
3.4.3, LA
MA.E 1.4.1

Expl ain rel ationship between
rol es.

Differentiate between tradit

LA.A 1.4.3, LA B 1. 4.
LA.B.2.4.1, LA B.2.4.2, LA B.
LA.C.3.4.2, LA C 3.4.3, LA C

for future

3, LAB.2.4.4 LA C3.4.1,
.4, LA.C.3.4.5 MAB4.4.1
life roles and job and career
1, LA B.1.4.2, LA B.1.4.3,
2.4.3, LA B.2.4.4, LA C3.4.1,
3.4.4, LA.C3.4.5, HEEC 1. 4.6
onal and non-traditional career

4.4, LA.B.1.4.1, LA B.1.4.2,

options. LA A 1.4.3, LA A 2.
LA.B.1.4.3, LA B.2.4.1, LA B.
LA.C.3.4.1, LA C.3.4.2, LA C
Expl ai n how changes in one’s
af fect career decisions. LA
LA.B.1.4.2, LA B.1.4.3, LA B.
LA.B.2.4.4, LA .C.3.4.1, LA C
LA.C. 3.4.5

Expl ai n i nportance of updating occupational skills
know edge through continued education and training
use of |learning-to-learn techniques. LA A 1.4.3,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B
LA.B.2.4.3, LAB.2.4.4, LA C.3.4.1, LA C3.4.2, LAC
LA.C. 3.4.4, LA .C. 3.4.5

Descri be steps involved in planning for education, career
and |life goals. LA A 1.4.3, LA B.1.4.1, LA B1.4.2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C.3.4.2, LA C.3.4.3, LA C3.4.4, LA C3.4.5
Li st sources of career information. LA A 1.4.3, LA A 2. 4.4,
LA.B.1.4.1, LA.B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA
LA.C. 3.4.4, LA C. 3.4.5

Conpl ete and anal yze a personal traits inventory and use the
results to select a career goal. LA A 1.4.3, LA A 2. 4.4,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, MAB4.4.2, VAE1.4.1

Mat ch desires, abilities, tenperaments, and assets to a
career goal. LA A 1.4.3, LAA2.4.4 LA B1.4.1,

LA.B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3,
LA.B.2.4.4

Prepare a five-year education and career devel opnent plan.
LA.A 1.4.3, LAA2.4.4, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4

Prepare a five-paragraph essay on a specific career.
LA.A2.4.4, LA A 2.4.6, LAA2.4.7, LAA2.4.8, LA B.1.4.1,
LA.B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3,
LA.B.2.4.4
Interview and create

LA.B.2.4.3, LA B. 2. 4.
LA.C. 3.4.4, LA C 3.4.
nal and prof essi onal
1.4.1,
.2, LA B.
.3, LA C

41
5
ife

2.4.2,
3.4.3,
personal a
A 1.4.3, LA B.
2.4.1, LAB.2.4 2.
3.4.2, LA.C. 3.4 3.

-b-b

B. 2.
.C. 3

i

21
3

a report on the career
entry-level and of a managenent |evel enployee. LA A 1.4.3,
LA A 2.4.4, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA B. 2. B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C3.4.2
LA C. 3. .C.3.4.4, LA.C. 3.4.5

goal s of an

4.2,
4.3
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10.

09. 14 Analyze rel ationshi p between career
attai nment .
LA B. 1. 4.
LA. C. 3. 4.

09. 15 Shadow a
09.16 Maintain

LA A 1. 4.
LA. B. 2. 4.

DEMONSTRATE AN

pl anni ng and goa

LA A1.4.3, LAA2 4.4 LAB1l.4.1 LAB14. 2,
3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2. 4.4,
1, LA C.3.4.2, LA C.3.4.3, LA C3.4.4, LAC3.4.5
professional in a specific career. LA B.2.4.3

a journal on specific career-rel ated experiences.
3, LAB. 1.4.1, LAB1.4.2, LAB1.4.3, LAB.24.1,
2, LAB2.4.3, LAB24.4

UNDERSTANDI NG AND APPLI CATI ON OF TECHNOLOGY I N THE

WORKPLACE- - The

student will be able to:

10.01 Identify types of technol ogy used in the workpl ace.
LA A1.4.3, LAA24.6, LAA2.4.7, LAB1.4.1, LA B 1.4.2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
SC.H. 3.4.5

10. 02 Describe applications of technology in the workpl ace.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 SCH3.4.1 SCH.3.4.2,
SC.H 3.4.3, SC.H 3.4.5, SC.H 3.4.6

10.03 ldentify enmerging technol ogi es and market trend changes.
LAA1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 MAE1l.4.2, SS A3.4.1,
MA.D.1.4.1, MAD1.4.2 MAI11l41

10. 04 Discuss ethical issues involving use of technol ogy.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

10. 05 Descri be inmportance of acquiring, analyzing, and nanagi ng
information efficiently and effectively. LA A 1.4.3,
LA A 2.4.4, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 SCH3.4.1

10. 06 Discuss inportance of cross-training. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5

10. 07 Prepare a docunent using database software. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, VAA1.4.2, VA B.4.4.1, VA B.4.4.2
MA.A 1.4.4, MAAS3. 4.3

10. 08 Prepare a docunent using spreadsheet software. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB2.4.4, VAA 1l 4.2

10. 09 Produce a report that includes graphs, charts, and/or
tables. LA A 1.4.3, LAB1.4.1, LAB1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5 LA D2 4.4,
MAE 1.4.1, MAD1.4.1 VAAL1l4.2

10. 10 Evaluate a specific conpany's policy for insuring security

and protection of conputerized data.

LA.A 1.4.3,
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10.

10.

10.

10.

10.

10.

10.

10.

10.

10.

10.

11

12
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16
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19
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22

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5

Conpare and contrast energing technol ogies. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5, SCH3.4.5

Denonstrate uses of equipnment to comunicate instructions to
enpl oyees. LA.B.2.4.1, LA.C.3.4.1, LA.C 3.4.2, LA.C 3.4.3,
LA.C.3.4.4, LA C3.4.5, VAA 1l 4.2

Denonstrate uses of equipnent to process information (e.g.
10-key, electronic cash register, OCR scanner, financia
calculator, conputer). LA B.2.4.1, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 VAA11l42 MAAS343
Research and conpare currently avail abl e software packages.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 VAA1l44 VAALlA4?2
Create an enpl oyee database to be used for scheduling and
payroll. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, VA A 1l 4.4,
MA.B.4.4.1, MA B 4.4.2

Create a custoner/client database (e.g., mail nerge
labels). LA A 1.4.3 LA B1.4.1, LA B 1.4.2, LA B.1.4.3,
LA B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, VAB1.4.2
Create a project using an integrated software package.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA D244 VAB1l4.2
Create a presentation utilizing a multinedia software
package. LA A 1.4.3, LAA2.4.2, LAA2. 4.4, LA A2 45
LA A 2.4.6, LAA2.4.7, LAA2.4.8, LAB1.4.1, LAB.1.4.2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LAD2.4.4, LAD245 LAD246, LAD2.4.1,
LA D2.4.2, LAD2.4.3, VAA1l. 4.2, VAA 1l 4.4 LAA241
Denonstrate nmethods of using troubl e-shooting techni ques for
technol ogy-rel ated problems. LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,

LA.C. 3.4.5

Determ ne costs, tine, and resources needed to conplete a
task within the workplace. MA A 3.4.1, MA A 3.4.3,
MA.B.1.4.2, MAB.1.4.3, MAB.3.4.1, MAB.4.4.2, SCH24.2
SC.H 3.4.1, SC.H 3.4.2, SC.H 3.4.5, SC.H 3.4.6

Sel ect and use a variety of electronic nedia, such as the
Internet, information services, and desktop-pubnlishing
software prograns, to create, revise, retrieve, and verify
information. LA B.2.4.1, LA D.2.4.4, SC.H3.4.1,

SC.H 3.4.2, SC.H 3.4.3

Analyze a “quality inprovenent process” for |abor and/or
equi pment. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 SS.D.2.4.1,
SC.H1.4.1, SC.H1.4.3, SC.H1.4.5 SC.H 2.4.2, SC.H3.4.1,
SC.H. 3.4.6
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11.0 DEMONSTRATE AN UNDERSTANDI NG OF THE ROLE OF MANAGEMENT AND

MARKETI NG I N THE DECI SI ON MAKI NG PROCESS FOR DI FFERENT WORK

S| TUATI ONS- - The student wil |

11. 01 Descri be roles,
LA .A.1.4.3, LAA2.4.4, LA B.1.4.1, LA B.1.4.2, LA B.1.4.

11.

11.

11.

11.

11.

11.

11.

11.

11.

11.

11.

02

03

04

05

06

07

08

09

10

11

12

functions,

| evel s,

be able to:

and type

s of managers.

LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Di scuss evol ution of management fromthe Industria

Revol ution to current

phi | osophi es and theories.

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 SS A54.1

Identify a variety of managenent styles. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5

Cite exanples of how workers adjust to different nanagenent

styles. LA A 1.4.3, LAA24.4, LAB1l.4.1 LAB14. 2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Identify a variety of corporate organizational structures.
LAA1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Identify how a corporate “chain of command” works.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Descri be significance of a conmpany's “corporate culture.”
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C3.4.5 SS.D24.5

Descri be i nmportance of achieving internal and externa
customer satisfaction. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4 LAC3.4.5
Identify exanples of how cultural diversity can affect the
wor kplace. LA A 1.4.3, LA B.1.4.1, LA B 1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 LAD1.4.2,
LA.D.2.4.1, SS.B.2.4.1

Li st reasons why written policies are needed in the

wor kplace. LA A 1.4.3, LA B.1.4.1, LAB.1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C2.4.1,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Di scuss role of ethics and norality in managenent.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 LAD241 SS.C24.6
Descri be how a conpany's marketing efforts can effect

enpl oyees and customers. LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
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19
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22

23

LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, SS.D.2.4.3

Expl ai n i npact on and uses of the Internet in nmarketing
products and services. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4 LAC3.4.5
Descri be differences between horizontally and vertically

(traditionally) organi zed conpanies. LA A 1.4.3,

LA A 2.4.4, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Descri be how a conpany organi zes its departnments/divisions.
LA A1.4.3, LAA2 4.4 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Differentiate between roles and responsibilities of top
executives and those of |ower-level managers. LA A 1.4.3
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB241 LAB24.
LA.B.2.4.3, LAB2.4.4, LAC3.4.1, LA C3.4.2, LA C3.4.
LA.C.3.4.4, LA C.3.4.5

Identify and describe the four basic categories of resources
managenent is responsible for coordinating (e.g., human,

21
3

financial, material, information). LA A 1.4.3, LA.B.1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Name and define functions of managenment (e.g., planning,
organi zing, staffing, directing, controlling). LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,

LA.C.3.4.4, LA C.3.4.5

Anal yze managenent techni ques used by effective nanagers.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Identify, conpare, and contrast various enpl oyee

notivational prograns. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2. 4.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4 LAC3.4.5
Expl ai n how notivation, |eadership, and conmunication

i nfluence people within an organi zation. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5

Descri be nethods used in training and devel oprent.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Di scuss i nportance of a manager's phil osophy of managenent
in creating a positive work environment. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C.3.4.5
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11.

11.

11.

11.

24

25

26

27

28

29

30

31

32

33

34

35

Di scuss role and inportance of a performance apprai sal

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Identify key conponents of a conpany’s “m ssion statenent."
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Identify and describe steps in the planning process.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Define Managenent by Objectives (MBO. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C.3.4.5

Devel op an organization chart to illustrate Iine and staff
relationships. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LAB24.4
Identify how to plan personnel needs and how to find

enpl oyees for specific positions. LA A 1.4.3, LA B.1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4
LA.C. 3.4.5

Expl ain how a sel f-nmanaging teaminteracts in nmanufacturing
and service corporations (e.g., nmarketing, operations,

finance, and human resources). LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,

LA.C. 3.4.5

Descri be responsibilities for selecting, training, and
apprai sing enployees. LA A 1.4.3, LA A2 4.4, LA B 1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Descri be uses and effects of “job rotation”, “job

enl argenent”, “job enrichment”, and “participative
managenent.” LA A 1.4.3, LA A2 4.4, LA B 141,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Identify steps for avoiding difficulties resulting from

del egation. LA A 1.4.1, LAA1.4.3 LAB1.4.1, LAB1.42
LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3, LA B.2. 4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Define principles of "chain of command" and "span of
control.” LA A1.4.1 LAA1.43 LAB1l.41 LAB1l.4.2
LA B.1.4.3, LAB2.4.1, LAB242, L
LA.C3.4.1, LA C3.4.2, LAC3.4.3, L
Justify inportance of accountability.
LA B.1.4.1, LAB1.4.2, LAB1.4.3,
LA.B.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.4, LA C.3.4.5
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Eval uate one theory of management and discuss its

i mpl ementation in a particular workplace. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C.3.4.5

Devel op an outline explaining the role of the manager in
conflict management. LA A 1.4.3, LA B.1.4.1, LAB 1.4 2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LAB24.4
Design a potential nanagenment conflict resolution strategy
for a specific workplace problem LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4

Devel op an enpl oyee notivational programfor an

organi zation. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LAB24.4
Eval uate effect of profit and | oss on a business and how it
affects the manager's productivity rating. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB241, L
LA.B.2.4.3, LAB2.4.4, LAC3.4.1, LAC3.4.2, L
LA.C.3.4.4, LA C.3.4.5

Expl ain Total Quality Managenent (TQW and the strategy of
continuous inmprovenent. LA A 1.4.3, LA A2.4.4, LA B1.4.1,

> >

B.2.4.2,
C.3.4.3

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Di fferentiate between data processi ng and nanagenent

i nformati on systens (MS). LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,

LA.C. 3.4.5
Anal yze types of data and reports utilized by supervisors
and rmanagers. LA A 1.4.3, LA B 1.4.1, LA B1.4.2

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
MAE1.4.1, MAD1l.4.1 MAD1l.4.2 MAE1l. 4.2

Anal yze data, draw concl usions, and present reconmendati ons.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 MME1l.4.1 MAD1.4.1,
MA.D.1.4.2, MAE 1.4.2

Identify federal, state, and | ocal governnment regul ations
wi th which managenent should be famliar. LA A 1.4.3

LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA .C. 3.4.5

DEMONSTRATE AND APPLY AN UNDERSTANDI NG OF ENTREPRENEURSHI P

PRI NCI PLES- - The student will able to:

12.01 Define entrepreneurship and explain its role in the free
enterprise system LA A 1.4.3, LA B.1.4.1, LA B 1. 4.2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C.3.4.2, LA C.3.4.3, LA C3.4.4, LA C.3.4.5

SS.D.2.4.1
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Identify various types of business ownership and list the

advant ages and di sadvant ages of each. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C.3.4.5
Identify and discuss the personality traits and abilities of
a successful entrepreneur (e.g., versatility, adaptability).
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 Ss.D24.1
I nterpret neaning of achi evement notivation and the
i mportance of independence to the entrepreneur. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LA
LA.B.2.4.3, LA B2.4.4, LAC
LA.C.3.4.4, LA C.3.4.5, SS.D.
a

B.2.4.2,
LA.C.3.4.2, LA C 3.4.3

1
3.4.1
2.4.1
entre
LA B.1.4.3
3.4.1
2.4.3
ds fo

3.
Identify risks affecting the preneur. LA A 1.4.3,
LA.B.1.4.1, LA B. 1. 4.2, , LAB.2.4.1, LA.B.2.4.2
LA.B.2.4.3, LA B.2.4.4, LA C , LA.C.3.4.2, LA.C. 3.4.3,
LA.C.3.4.4, LA C.3.4.5, SS.D.

e

Identify strategi es and net ho for generating a business
idea. LA A 1.4.3, LAB1.4.1, LAB1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Identify principles of marketing, selling, financing, and
pricing pertinent to entrepreneurship. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C.3.4.5 S5.D.2.4.3

Identify steps necessary to plan and start a business (e.g.
eval uate need, site selection, marketing plan, financia

pl an, managenent plan). LA A 1.4.3, LA B 1.4.1, LA B.1.4.2,
LA B.1.4.3, LAB2.4.1, LAB24.2, LAB
LA.C3.4.1, LA C3.4.2, LAC3.4.3, L
SS.D.2.4.3, SS.D.2.4.4

Identify resources available to assist the new entrepreneur
[e.g., Small Business Adm nistration (SBA), Service Corp. of
Retired Executives(SCORE)]. LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, SS.D.2.4.3

Identify types and sources of governnment regul ations and
taxes that may affect a business. LA A 1.4.3, LAB1l.4.1

B.2.4.4,
, C. 3.4.5,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5, SS.D.2.4.3

Identify comruni cati on and technol ogy skills used in
entrepreneurship. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3, LA B.2. 4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Conpare business failure/success rates in different
industries. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,

LA.B.2.4.1, LA B.2.4.2, LAB.2.4.3, LA B.2.4.4, LA C 3.4.1,
LA.C.3.4.2, LA C3.4.3, LA C3.4.4, LA C3.4.5 SSD.2.4.5,
MA.E. 1.4.1, MAD.1.4.2
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13.

14.

12.13 Fornul ate a business plan to include a marketabl e product or

service, a marketing managenent plan, a personnel managenent
pl an, a financial managenent plan, and an executive summary.

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, SS.D.2.4.3, MAE 1. 4.1,
MA.E. 3.4.1, MAE3.4.2

DEMONSTRATE COVPETENCI ES | N A SPECI FI C CAREER- - The student will

able to:

13. 01 Dempnstrate job performance skills as outlined in the
training plan. LA B.2.4.1

13.02 Exhibit effective workpl ace safety practices including use
of protective devices. HE.C.1.4.5, SC.H 3.4.3, SCH3.4.6

13.03 Display an acceptable |l evel of productivity and quality
control. LA B.2.4.1, SCH1.4.1, SCH1.4.2, SCH1.4.3
SC.H 3.4.1, SC.H 3.4.6

13. 04 Denonstrate effective witten and oral conmunication and
listening skills when interacting with custoners, co-
wor kers, and managers. LA. C.3.4.3, LA D.1.4.2

13. 05 Denmpnstrate deci sion maki ng and probl em sol vi ng processes
and techni ques used in the workplace. LA . C 3.4.3

13. 06 Dempnstrate acceptable work habits and conduct in the
wor kpl ace as defined by conpany policy. LA C 3.4.3

13. 07 Dempnstrate an understandi ng of the conpany’s vision and
m ssion statenents. LA . C 3.4.3

13. 08 Dempnstrate an understandi ng of the conpany’s goals and
objectives. LA.C 3.4.3

13.09 Dempnstrate famliarity with the conpany’s products and
services. LA C. 3.4.3

13.10 Dempnstrate the ability to identify authority, rights, and

responsi bilities of both enployers and enpl oyees.
SS.C.2.4.3

DEMONSTRATE LEGAL AND ETHI CAL BEHAVI OR W THI N THE ROLE AND SCOPE

OF SPECI FI C JOB RESPONSI Bl LI TI ES--The student will be able to:

14.

14.

14.

14.

14.

14.

14.

01

02

03

04

05

06

07

Denonstrate | egal and ethical behavior within the scope of
job responsibilities. LA C 3.4.3, SS.C.2.4.6

Denonstrate the ability to resolve custoner, enployee, and
enpl oyee/ enpl oyer probl ens and concerns. LA C 3.4.3,
SS.C.2.4.3, HE.B.3.4.2

Fol l ow policies and procedures affecting the safety, health,
and well being of all nenbers of a workplace setting.

HE.A. 1.4.7, SCF.1.4.1, SCF.1.4.6, SCF.1.4.7

Exhi bit behavi or supporting and pronoting cultural and
ethnic diversity. LA D 2.4.1, HE B.3.4.2

Recogni ze and report signs of substance abuse. HE.B.3.4.7,
SC.F.1.4.6, SC.F.1.4.7, SC.H1.4.1

Denonstrate i nterpersonal skills that enhance team
productivity and foster positive work ethics. LA C. 3.4.3,
HE. A 1.4.1

Denonstrate appropriate dress and groom ng habits for the
wor kpl ace environnent. LA C.3.4.3, HE.B.2.4.3, SC.H 3.4.6
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15.0 PERFORM DESI GNATED RECORDKEEPI NG SKI LLS--The student will be able
to:

15.01 ldentify job tasks that presently are and will be in the
future performed in the specified occupation (training
plan). LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 M A441

15.02 Indicate on a training plan as conpetencies are mastered.

LA A1.4.2, LAA248, LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.2, LAB.2.4.4, LAD1.4.2

15.03 Maintain a record of enployment hours and wages for auditing
and budgetary purposes (e.g., tinme cards, budget sheets).
MAA1.4.4 MAAL1.4.3 MALAS3 43 M.B3.4.1

15. 04 Maintain an up-to-date, signed training agreenment.

LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, L
LA.B.2.4.2, LAB2.4.3, LAB24.4 LAC3.4.1, L
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

A B. 2.
A C. 3.
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Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Cour se Nunber: 8303010
Course Title: Di versified Career Technol ogy Principles
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to enable each student to denobnstrate
enployability skills; environmental, health, and safety skills;

prof essional, legal, and ethical responsibilities; financial skills;

| eadership skills; conmunication skills; human resources and | abor
skills; Anmerica s econom c principles; entrepreneurship principles;
relate planning nethods to |life and career goals; and use of

i ndustry/technol ogy principles in the workplace. A first Occupationa
Conpl etion Point will be met upon conpletion of DCT Principles and one
credit of DCT OQJT - Data Codes: A through Y (see Major Concepts/ Content
for list).

01.0 DEMONSTRATE KNOW.EDGE AND APPLI CATI ON OF WORKPLACE EMPLOYABI LI TY
SKI LLS--The student will be able to:

01.01 Identify resources used in a job search (e.g., newspaper
Internet, networking). LA A 1.4.3, LA A2 4.1, LA A2 4.4,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,

LA.C.3.4.4, LA C.3.4.5

01. 02 Discuss inportance of drug tests and crim nal background
checks in identifying possible enploynment opportunities.
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
SS.C.2.4.3

01.03 ldentify steps of the job application process including
arrangi ng for references and proper docunentation (e.gqg.
green card). LA A 1.4.3, LAA2.4.4 LA B1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB242 L
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, L
LA.C. 3.4.5

A B. 2. 4.
A C 3. 4.

01.04 lIdentify procedures and docunents required when applying for
a job (e.g., application, W4, 1-9). LA A 1. 4.3,
LA A 2.4.4, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,

LA.C.3.4.3, LA C3.4.4, LAC3.4.5

01.05 Prepare a resune (electronic and traditional), letter of
application, followup letter, acceptance/rejection letter
letter of resignation, and letter of recomendati on
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4

01. 06 Denobnstrate appropriate dress and groom ng for enpl oyment.
LA.B.2.4.1

01. 07 Denonstrate effective interview ng skills (behavioral).
LA B.2.4.1, LAC3.4.2, LAC3.4.4, LAD1l.4.2, LAD24.1
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01. 08 Describe nmethods for handling illegal interview and
application questions. LA A 1.4.3, LAA24.7, LAAL1l43,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C.3.4.5

01. 09 Discuss state and federal |abor |aws regulating the
wor kpl ace (e.g., Child Labor Law, sexual harassnment, EECC
ADA, FMLA). LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB.1.4.3,

LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 SS A54.3
01.10 Identify positive work attitudes and behavi ors such as
honesty, conpassion, respect, responsibility, fairness,
trustworthiness, and caring. LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC2.4.1, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5
01. 11 Describe inportance of producing quality work and neeting
performance standards. LA A 1.4.3, LA A2.4.8, LAB1.4.1,
LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA B.2.4.4, LAC2.4.1, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C.3.4.5

01.12 Identify qualities typically required for pronotion (e.qg.
productivity, dependability, responsibility). LA A 1.4.3
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB241, L
LA.B.2.4.3, LAB2.4.4, LAC2.4.1, LAC3.4.1, L
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

01.13 ldentify how to prepare for job separation and re-
employment. LA 1.4.3, LA B 1.4.1, LAB1.4.2, LA B 1. 4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

01.14 Wite a job description that includes the responsiblilities
of an entry-level position. LA A 1.4.3, LA B.1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4

01. 15 Prepare a classified ad for an entry-1level position.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB2.4.3, LAB2.4.4

01.16 Create a list of interview questions for an entry-1leve
position. LA A 1.4.3, LAB.1.4.1, LAB1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LAD.1.4.2,
LA.D2.4.1

02.0 DEMONSTRATE, APPLY, AND | MPLEMENT KNOW.EDGE OF ENVI RONMENTAL,
HEALTH, AND SAFETY | SSUES--The student will be able to:

A B.2.4.2,
A.C.3.4.2

02.01 Identify health and safety regul atory agenci es responsi bl e
for overseeing the work environnent and the functions they
perform(e.g., OSHA EPA). LA A 1.4.3, LA B1.4.1,
LA B.1.4.2, LAB1.4.3, LAB24.1, LAB242, LAB
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LAC
LA.C.3.4.5, HEEA 1.4.7, SCH. 3.4.3

02. 02 Describe inportance of conplying with federal, state, and
| ocal agency regulations. LA A 1.4.3, LA A2 4.4,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,

2.4.3
3.4.4,
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LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA C. 3.4.5, SS.D.2.4.4, HEEA 1.4.7

02. 03 Expl ain purpose of Workers’ Conpensation. LA A 1.4.3,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA C.3.4.5, SS.D.2.4.3

02.04 ldentify types of hazards in the workplace. LA A 1.4.3,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA C3.4.5 HEA1.4.5 SCF.1.4.1, SCF.1.4.7,
SC.H1.4.7, SC.H 3.4.3

02. 05 Describe types of personal protective equipnent.
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C 3.4.2,
LA.C.3.4.3, LA C.3.4.4, LA C.3.4.5 HEB.1.4.4, SCH3.4.3

02. 06 Describe necessary energency evacuati on procedures.
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C 3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C.3.4.5 HEB.1.4.5

02.07 ldentify hazardous chenicals and their characteristics.
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C 3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C.3.4.5 HE A 1.4.5 SCF.1.4.1,
SC.F.1.4.7, SCH1.4.7, SCH3.4.6

02. 08 Define nmeaning of “drug-free workplace.” LA A 1.4.3,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA C.3.4.5, HEA 1.4.7

02.09 ldentify causes of accidents on the job (e.g., human error).
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C 3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C.3.4.5 HEB.1.4.5

02.10 Identify routine security precautions in the workpl ace.
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C 3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C.3.4.5 HEB.1.4.5

02. 11 Report on violence in the workplace. LA C 1.4.3,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA C.3.4.5, HE. B.3.4.7

02.12 02.12 ldentify basic safety training techniques to deal with
nmedi cal energencies in the workplace. LA A 1.4.3,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA C3.4.5, HE.B.1.4.5, SCH1l.4.6

03.0 DEMONSTRATE, APPLY, AND | MPLEMENT AN UNDERSTANDI NG OF
PROFESSI ONAL, LEGAL, AND ETHI CAL RESPONSI BI LI Tl ES- - The student
will be able to:

03. 01 Describe workpl ace codes of professional/business conduct.
LA A1.4.3, LAA2 4.4 LAB1.4.1, LAB1l.4.2, LAB14.3,
LA.B.2.4.1, LAB.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
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04.

03.

03.

03.

03.

03.

03.

03.

03.

03.

03.

03.

02

03

04

05

06

07

08

09

10

11

12

Identify ways to work cooperatively in various settings with

di verse populations. LA A 1.4.3, LAAl.4.4, LAB 141,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, LAD1.4.2, HEB.2.4.2

Expl ai n i nportance of self-control and initiative when

m ni mum di recti on and supervision are given. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C. 3.4.4, LA C. 3. 4 5

Expl ai n concepts of integrity, credibility, and reliability.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Denmonstrate such interpersonal skills as courtesy, l|loyalty,
and being a teamplayer. LA B.2.4.1, HE.B.3.4.2, PE. B.2.4.5
Define and di scuss issues involving gender equity,
disability, age, and sexual harassment. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C. 3.4.5 LAD1l.4.2

Denonstrate i nportance of adhering to schedul es and
deadlines. LA .B.2.4.1

Defi ne ethics and describe several ethical situations that
could arise within a school or workplace setting.

LAA1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 LAD241 SS.C2.4..3,
HE.B.1.4.1

Identify and define friendliness, adaptability, enpathy, and
politeness as relates to group settings. LA A 1. 4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1 LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC2.4.1, LAC3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C. 3.435, HE.B.3.4.2

Identify key ways a company can benefit its community.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C2.4.1, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Descri be inmportance of volunteerism LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,

LA.C.3.4.4, LA C.3.4.5

Descri be inportance of providing access for the physically
challenged. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Ow

DEMONSTRATE, APPLY, AND | MPLEMENT KNOW.EDGE OF FI NANCI AL SKILLS

AND PLANNI NG - The student will be able to:

04. 01 Conpute and conpare gross pay, het pay, overtinme pay, and

speci fic payroll deductions. MA.B.3.4.1, MA A 1.4.3
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05.

04.

04.

04.

04.

04.

04.

04.

04.

04.

02

03

04

05

06

07

08

09

10

Comput e different nethods of nonetary conpensation (e.g.
annual salary, hourly wages, comni ssion, piecework).

MA.A 541, MAB1.43 MALlA4.4

Prepare a nmonth’s budget based on incone and expenses.
MA.A1.4.3, MAA3 41 MAB34.1

Descri be i nportance of |ong-term personal financia
planning. LA A 1.4.3, LAB.1.4.1, LAB1.4.2, LAB1.4.3
LA B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 M A3
Eval uate various investnment opportunities for financia
growth. LA A1.4.3 LAB1.4.1, LA B1.4.2, LAB1.4.3
LA B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 MAD1
Cal cul at e exenpti ons, deductions, and taxable income and use
tax tables to prepare a federal inconme tax form

MA.A4.4.1, MAD1l42 ME1L4.1

4.1,
4.3

4.1,
4.1

Descri be i nmportance of maintaining an accurate checkbook
bal ance. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 MAAS541
MA A 3.4.3

Conpare personal insurance costs using a variety of
deducti bl es and coverages. LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, VAD1.4.1

Identify, conpare, and contrast a variety of available
housi ng options. LA A 1.4.3, LAA1.4.1, LA B1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,

LA.C. 3.4.5

Perform mat hemati cal cal cul ati ons appropriate to a specific
occupation (e.g., ratios, proportions, scales). MAA 3.4.3
MA.B.3.4.1, MAB.4.4.1, MVAB.4.4.2

DEMONSTRATE, APPLY, AND | MPLEMENT LEADERSHI P SKILLS--The student

wi | |

05. 01 Descri be

05.

05.

05.

02

03

04

be able to:

qualities of an effective |leader. LA A 1.4.3,
LAA2.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5
Describe different nethods of |eadership. LA A 1.4.3,
LAA2.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5
Identify opportunities available for devel opnent of
| eadership skills in a career and technol ogy student
organi zation. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3, LA B.2. 4.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Denonstrate use of workplace etiquette. LA B.1.4.3,

LA.B.1.4.1, LA B.1.4.2, LAB.1.4.3, LA B.2.4.1, LA B.2.4.2,
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LA.B.2.4.3, LAB2.4
LA.C.3.4.4, LA C.3.4.5 SS.C.1.4.4
05. 05 Denpbnstrate use of parlianmentary procedure. LA A 1.4.3
1.4
2.4

4, LA.C.3.4.1, LA C.3.4.2, LA C. 3.4.3,
5
r
LA.B.1.4.1, LAB. 1.4.2, LAB 1.4.3, LAB2.4.1, L
4
4

A B.2.4.2,
LA.B.2.4.3, LA B , LA.C1.4.3, LAC.3.4.1, LA C3.4.2
LA.C.3.4.3, LA C3.4.4, LA C3.4.5

05.06 ldentify purposes and functions of professional/trade and
student organizations. LA A 1.4.3, LAA1l.4.4, LA B1.4.1,
LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4

LA.C. 3.4.5

05.07 ldentify roles and responsibilities of organization nenbers.
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LAC1.4.2, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LA C3.4.4, LA C3.4.5

05.08 Develop a list of qualities necessary for being an effective
teamplayer. LA A 1.4.3, LAB1.4.1, LAB1l.4.2
LA.B.1.4.3, L 1, L
LA.C.3.4.1, L 2, L
HE.B. 3.4.2

05. 09 Work cooperatively within a group to achi eve organi zati ona
goals. LA B.1.4.2

3
41

-

A B. 2. 4. A B.2.4.2, LA B 2. 4. A B.2.4.4,
A C 3. 4. A.C.3.4.3, LA C3. 4. A C. 3.4.5,

06. 0 DEMONSTRATE, APPLY, AND | MPLEMENT PROFI Cl ENCY | N COVMUNI CATI ON
SKI LLS--The student will be able to:

06. 01 Explain inportance of effective witten and verba
conmuni cation. LA A 1.4.3, LA A24.1 LAB1.4.1,
LA.B.1.4.2, LA B 1.4.3,
LA.B.2.4.4, LA C 3.4.1,
LA.C. 3.4.5

06. 02 Read and conprehend written conmunications. LA A 1.4.1,
LA A 241, LAE24.8

06. 03 Conpare and contrast different fornms of witten b
comuni cation as utilized in the workplace. LA A
LA A 242 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.2, LAB2.4.3, LAB24.4, LAC3.4.1,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

06. 04 Prepare a business letter, nmenorandum fax, and e
LA A1.4.3, LAA2 4.2 LAB1.4.1 LAB1.4.2 L
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB24.4, L

4

e

LA.B.2.4.1, LA B.2.4.2, LA
LA.C.3.4.2, LA C3.4.3, LA

LA E.2.4.5 LA E24.8

06.05 ldentify and utilize nmethods to inprove oral conmunication
skills. LA A 1.4.3, LAA245 LAB1l.41 LAB1l.4.2
LA.B.1.4.3, LAB24.1, L .2, L 4.3, L
LA.C2.4.1, LAC3.4 .2, L 4.3, L
LA.C.3.4.5, LAD2.4.2

06. 06 Prepare and deliver an introductory speech to an audi ence.
LA A 2.4.5 LAB242 LAC3.4.1

06.07 ldentify and utilize nmethods to inprove listening
strategies. LA A 2.4.5 LA C.2.4.1, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

06.08 ldentify nmeans of nonverbal communication. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,

A B. 2. .B.2.4.4,
A C. 3. .C.3.4.4
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07.

06.

06.

06.

06.

06.

09

10

11

12

13

LA.B.2.4.3, LAB.2.4.4, LAC2.4.1, LAC24.2, LAC3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Denonstrate proper businesslike nethods of placing/receiving
t el ephone calls and recordi ng tel ephone nessages.

LA B.2.4.1

Denonstrate ability to listen to and follow directions.

LA A 2.4.8

Di scuss i nportance of devel opi ng networking skills to expand

busi ness contacts. LA A 1.4.3, LA A 2.4.4, LA B.1.4.1,
LA.B.1.4.2, LA.B.1.4.3, LA.B.2.4.1, LA B.2.4.2, LA.B.2.4.3,
LA.B.2.4.4, LA.C.3.4.1, LA C.3.4.2, LA C.3.4.3, LA.C.3.4.4,

LA.C.3.4.5, LAD1.4.2

Di scuss inportance of providing clear directions,
descriptions, and explanations. LA A 1.4.3, LAA2 4.4
LA B.1.4.1, LAB1.4.2 LAB1.4.3, LAB24.
LA.B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C3.4.
LA.C.3.4.4, LA C.3.4.5

Denonstrate ability to | ocate, understand, and interpret
informati on found in contracts, trade journals, nmanuals,
graphs, schedul es, charts, diagranms, tables of contents,

1, L
2, L

Ow
w N

i ndexes, labels, and Internet resources. LA A 1.4.3,

LA A2.4.1, LAA2.4.2, LA B 1.4.1, LA B 1.4.2, LA B.1.4.3,
LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1,
LA.C3.4.2, LA C3.4.3, LA C.3.4.4, LA C3.4.5 MAE1l4.1

DEMONSTRATE KNOWLEDGE OF HUMAN RESOURCES AND LABOR | SSUES AS WELL

AS THE SOCI AL, LEGAL, AND ECONOM C ASPECTS OF EMPLOYMENT--The

student will be able to:

07.01 Explain inmportance of a witten job description

07.

07.

07.

07.

07.

02

03

04

05

06

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Descri be vari ous work schedules (e.g., flex scheduling).
LA A 2.4.4, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 MAA24.1, M A2 4.2,
MA.A 3.4.1, MAA3.43 MA441 MAADS 41 MAB1.4.3
Descri be workpl ace usage of teans to increase productivity
and product quality. LA A 1.4.3, LAB1.4.1, LAB 14 2,
LA B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2. 4.4,
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
PE.B.2.4.5

Identify and discuss the role of the enployee as a team
menber. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 PEB.24.5
Descri be enpl oyee recognition systens for individuals and
teams. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 HEB.3.4.2

Conpar e advant ages and di sadvant ages of sel f-enpl oynent
(i ndependent contractor) and enpl oynment by a conpany.
LA A1.4.3, LAA2 4.4 LAB1.4.1, LAB1l.4.2, LAB14.3,
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LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1,

LA.B.2.4.1,

LA.C.3.4.4, LA C.3.4.5
07.07 Explain the change in the role and purpose of

LA.C 3.4.3,

LA.C 3.4.2,

uni ons

| abor

inception in the early 1900's to the present day.

fromtheir

LA.B.1.4.1, LAB.1.4.2, LA B.1.4.3, LAB2.4.1,

LA.A 1.4.3,

LA.B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C3.4.2,

LA.B.2.4.2,

LA.C.3.4.4, LA C3.4.5 SS A5.4.1

LA.C 3.4.3,

08.0 DEMONSTRATE AN UNDERSTANDI NG OF NATI ONAL AND | NTERNATI ONAL

be able to:

ECONOM C PRI NCI PLES- - The student wil |

LA.B.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B24.1,

08.01 Explain principles of Arerica’ s econon c system
LA A 1.4.3,

LA.B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C3.4.2,

LA.B.2.4.2,

LA.C.3.4.5, SS.D.2.4.1
in the econony.

LA.C 3.4.4,

LA. C 3.4.3,
08. 02 Describe governnment’s invol venent

LA.B.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B24.1,

LA.A 1.4.3,

LA.B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C3.4.2,

LA.B.2.4.2,

LA.C.3.4.5, SS.C.2.4.5
08.03 ldentify and describe econom c inpact of enploynent.

LA.C 3.4.4,

LA.C 3.4.3,

LA.B.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B24.1,

LA.A 1.4.3,

LA.B.2.4.4, LA C 3.4.1, LA C. 3.4.2,
MA. A 4.
MA E. 1

LA.B. 2.4. 3,

LA.B.2.4.2,

4.1
4.2

SS.D. 2. 4.3,
MAE 1.4.1

MA.D. 1.4.2,

LA.C 3.4.5,

LA.C 3.4.4,

.C.3.4.3,
5
3

08.04 Explain interaction between supply and demand and its effect

LA/A1.4.3, LAB1.4.1 LAB 142

on the econony.

LA.B.1.4.3,

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4,

LA.B.2.4.1,

LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5,

LA.C. 3.4.1,

MA.D. 1.4.2,

08. 05 Analyze and di scuss the role of Socia

Security.

LA.B.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B24.1,

LA.A 1.4.3,

LA.B.2.4.3, LA B.2.4.4, LAC3.4.1, LA C3.4.2,

LA.B.2.4.2,

LA.C.3.4.5, SS.D.2.4.3
08. 06 Discuss inpact of the econony on the stock market and

LA.C 3.4.4,

LA.C 3.4.3,

LA.B.1.4.1, LA B.1.4.2,

LA.A 1.4.3,

private enterprise.

LA.B.1.4.3,

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4,

LA.B.2.4.1,

LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5,

LA.C. 3.4.1,

08. 07 Di scuss exanpl es of how the econony inpacts business and

LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3,

LA.A 1.4.3,

i ndustry.

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1,

LA.B.2.4.1,

LA.C.3.4.4, LA C 3.4.5, SS.B.2.4.1,

LA.C 3.4.3,

C.3.4.2,

<

MAE 1.4.1

MA.D. 1.4.2,

08. 08 Describe el enents and economic inplications of the consuner

LA.B.1.4.1, LA B.1.4.2,

LA.A 1.4.3,

price index (CPI).

LA.B.1.4.3,

LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4,

LA.B.2.4.1,

LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5,

LA.C. 3.4.1,
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.0

10.

ASSESS PERSONAL STRENGTHS AND WEAKNESSES AS THEY RELATE TO JOB

OBJECTI VES, CAREER EXPLORATI ON, PERSONAL DEVELOPMENT, AND LI FE

GOALS- - The student wi |

09.

09.

09.

09.

09.

09.

09.

09.

09.

09.

01

02

03

04

05

06

07

08

09

10

be able to:

Identify job skills and persona
LA A1.4.3, LAB1l.4.1 LAB1l.4.2

for career success.
LA B.1.4.3, LAB2.4.1, LA B
LA.C3.4.1, LAC3.4.2, LAC

characteristics necessary

2.4.2, LAB.2.4.3, LA B

4.4,
3.4.3, LA.C.3.4.4, LA.C.3.4.5

2.
3.

Identify high skill/high wage occupations requiring

specialized training with growth potentia
LA A1.4.3 LAB1.4.1, LAB1.4.2, LAB14.3,

2. 4.
3.4

enpl oynment .
LA.B.2.4.1, LA B2.4.2, LAB
LA.C.3.4.2, LA C3.4.3, LAC
MA.E 1.4.1

Expl ain rel ationshi p between
roles. LA A1.4.3, LAB14.

LA.B.2.4.1, LA B.2.4.2, LA B.
LA.C.3.4.2, LA C 3.4.3, LA C

Differentiate between tradit
options. LA A 1.4.3, LA A 2.

for future

3, LAB.2.4.4, LA C3.4.1,
.4, LA.C.3.4.5 MAB4.4.1
life roles and job and career
1, LA B.1.4.2, LA B.1.4.3,
2.4.3, LA B.2.4.4, LA C3.4.1,
3.4.4, LA.C3.4.5, HEEC 1. 4.6
onal and non-traditional career

4.4, LA.B.1.4.1, LA B.1.4.2,

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Expl ai n how changes in one’s personal and professional life
af fect career decisions. LA A 1.4.3, LAB1.4.1,

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Expl ai n i nportance of updating occupational skills and
know edge through continued education and training and the
use of |earning-to-learn techniques. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5

Descri be steps involved in planning for education, career
and life goals. LA A 1.4.3 LA B1.4.1, LA B1.4.2

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4 LAC3.4.5
Li st sources of career information. LA A 1.4.3, LA A 2. 4.4,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA .C. 3.4.5

Conpl ete and anal yze a personal traits inventory and use the
results to select a career goal. LA A 1.4.3, LA A 2. 4. 4,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, MAB.4.4.2, VAE1.4.1

Mat ch desires, abilities, tenperaments, and assets to a
career goal. LA A 1.4.3, LAA2.4.4 LA B1.4.1,

LA.B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3,
LA.B.2.4.4

DEMONSTRATE AN UNDERSTANDI NG AND APPLI CATI ON OF TECHNOLOGY I N THE

WORKPLACE- - The student wi ||

be able to:
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11.

10.01

10. 02

10. 03

10. 04

10. 05

10. 06

Identify types of
LA A 1.4.3, LAA2
LA.B.1.4.3, LAB.2
LA.C. 3.4.1, LA C. 3.
SC.H. 3.4.5
Descri be appli cat
LA A 1.4.3, LA B 1.
LA.B.2.4.2, LA B.2.
LA.C. 3.4.3, LA C. 3.
SC.H.3.4.3, SC.H. 3.
I dentify energing
LA A 1.4.3, LA B 1.
LA.B.2.4.2, LA B.2.
LA.C. 3.4.3, LA C. 3.
MA.D.1.4.1, MA D 1.
Di scuss ethical is
LA A 1.4.3, LA B 1.
LA.B.2.4.2, LA B.2.

LA.C. 3.4.3, LA C. 3.4.4,
Descri be inmportance of acquiring,
information efficiently and effectively. L
LA A 2.4,

LA.B.2. 4

4, LA B.1.

.2, LA B.2.
LA. C 3. 4.

3, LA C 3.

Di scuss i nportance

LA. B. 1. 4.

LA.B.2. 4

LA. C 3. 4.

1, LA B 1.
.3, LA B.2.
4, LA C 3.

t echnol og
4.6, LA
4.1, LA
4.2, LA

y used in the workpl ace.
A 2.4.7, LA B 1.
B.2.4.2, LA B.2.
C.3.4.3, LAC3
inth
LA.
LA.

, SC.

ons of technol ogy

4.1, LA.B.1.4.2,

, LA.B.2.

, LA.C 3.
C

wor kpl ace.
3, LA B
1, LA.C
1, SC.H

ITOwZ
wWwko

2.4
3. 4.2,
3.4

- T
o® °

mar ket trend
, LA.B.1.4.3,

.4,
.5
.6

t d

2

4, LA.C 3.4.1,

5

1

u

2

4

5

c

>

changes.
LA . B.2.4.1,
LA. C 3.4. 2,

, MAE1.4.2, SS. A 341

, MA

se of techno

, LA.B.1.4.3,
L

A C 3.4.1,

sue

<
NEZDRPRONEO®

>

4.3
4.4
4.5,
echnol
4.1, L
4.3, L
4.4, L
4.2
ues
4.1
4.3

PEEPODD

n
, L
’ L ’

LA C 3 4.
anal yzi ng,

4.1, LA.B.1.4.2, LA B.
4.3, LA.B.2.4.4, LA C
4.4, LA.C.3.4.5, SC H.
of cross-training. L
4.2, LA.B.1.4.3,
4.4, LA.C. 3.4.1,
4.5

DEMONSTRATE AN UNDERSTANDI NG OF THE ROLE OF MANAGEMENT AND

MARKETI NG I N THE DECI SI ON MAKI NG PROCESS FOR DI FFERENT WORK

11. 01 Describe roles,

11. 02

11. 03

11. 04

11. 05

S| TUATI ONS- - The student wil |

fu

be able to:

nctions, |levels, and types of nanagers.

LA A1.4.3, LAA2 4.4, LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Di scuss evol ution of management fromthe Industria

Revol ution to current
3, LA B. 1.
.2, LA B.2.
3, LA C 3.

LA A 1. 4.

LA.B.2. 4

LA. C 3. 4.

Identify

LA. B. 1. 4.
LA. B. 2. 4.
LA. C 3. 4.

styl es.

LA. B. 1. 4.
LA. C 3. 4.

Identify

LA A 1. 4.

LA.B.2. 4
LA.C.3. 4

a variety

1, LA B. 1.
3, LA B. 2.
4, LA.C. 3.
Cite exanples of how workers adjust to different

LA A 1. 4.

3, LA B. 2.
1, LA.C 3.

a variety

3, LA B. 1.
.2, LA B.2.
.3, LA C. 3.

phi | osophi es and theories.
4.1, LA.B.1.4.2, LA B.1.4.3,
4.3, LA.B.2.4.4, LA C.3.4.
4.4, LA C. 3.4.
of managenent
4.2, LA.B.1.4.3, LA B
4.4, LA.C.3.4.1, LA C
4.5

managenent
3, LAA2.4.4, LAB1.4.1, LA B 1. 4. 2,
4.1, LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4,
4.2, LA.C.3.4.3, LA C.3.4.4, LA C.3.4.5
of corporate organi zational structures.
4.1, LA.B.1.4.2, LA B.1.4.3, LA B.2.4.1,
4.3, LA B.2.4.4, LA C.3.4.1, LA C. 3.4.2,
4.4, LA.C.3.4.5
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11.

11.

11.

11.

11.

11.

11.

06

07

08

09

10

11

12

Identify how a corporate “chain of command” works.

LA/A1.4.3 LAB1.4.1 LAB1.42 LAB1A4.
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.
LA.C.3.4.3, LA C3.4.4, LA C3.4.5

31
11

Descri be significance of a conpany's “corporate

LA/A1.4.3 LAB1.4.1 LAB1.42 LAB1A4.
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.
LA.C.3.4.3, LA C3.4.4, LA C.3.4.5 SS.D 2. 4.

31
11
5

LA.B.2.4.1,
LA.C.3.4.2,
cul ture.”

LA.B.2.4.1,
LA.C 3.4.2,

Descri be i nmportance of achieving internal and externa

customer satisfaction. LA A 1.4.3, LA B 1.4.1, LA B 1.4.2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4 LAC3.4.5
Identify exanples of how cultural diversity can affect the
wor kplace. LA A 1.4.3, LA B.1.4.1, LAB.1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 LAD1.4.2,
LA.D.2.4.1, SS.B.2.4.1

Li st reasons why written policies are needed in the

wor kplace. LA A 1.4.3, LA B.1.4.1, LAB.1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB.2.4.4, LA C. 2.4.1,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
Di scuss role of ethics and norality in managenent.

LA A1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 LAD241 SS.C24.6
Descri be how a conpany's marketing efforts can effect

enpl oyees and customers. LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,

LA.C.3.4.5, SS5.D.2.4.3
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Cour se Nunber: 8300410
Course Title: Di versified Career Technology - QIT
Course Credit: Mul tiple

COURSE DESCRI PTI ON:

This course is designed to enable each student to denobnstrate
conpetencies in a specific career and to denpnstrate | egal and ethica
behavior within the role and scope of job responsibilities through a
realistic, on-the-job training experience. An individualized training
plan is devel oped and utilized to ensure that training is provided which
wi |l devel op the necessary conpetencies/skills in order for the student
to become conpetent in the occupation for which he/she is being trained.
The training plan is the "curriculuni for the on-the-job training and
the tinme card is the attendance record. A first Occupational Conpletion
Point will be met upon conpletion of DCT Principles and DCT QJT - Data
Codes A through Y (see Major Concepts/Content for list).

13.0 DEMONSTRATE COVPETENCI ES I N A SPECI FI C CAREER- - The student will
able to:

13.01 Denmpnstrate job performance skills as outlined in training
plan. LA B.2.4.1

13.02 Exhibit effective workpl ace safety practices including use
of protective devices. HE.C.1.4.5, SC.H 3.4.3, SCH3.4.6

13.03 Display an acceptable |evel of productivity and quality
control. LA B.2.4.1, SCH1.4.1, SCH1.4.2, SCH1.4.3
SC.H. 3.4.1, SC.H 3.4.6

13. 04 Denonstrate effective witten and oral conmunication and
listening skills when interacting with custoners, co-
wor kers, and managers. LA. C. 3.4.3, LA D.1.4.2

13. 05 Denmpnstrate deci sion-maki ng and probl em sol vi ng processes
and techni ques used in the workplace. LA . C. 3.4.3

13. 06 Dempnstrate acceptable work habits and conduct in the
wor kpl ace as defined by conpany policy. LA C 3.4.3

13. 07 Dempnstrate an understandi ng of the conpany’s vision and
m ssion statenents. LA . C 3.4.3

13. 08 Dempnstrate an understandi ng of a conpany’s goals and
objectives. LA.C 3.4.3

13.09 Dempnstrate famliarity with the conpany’s products and
services. LA C. 3.4.3

13.10 Dempnstrate the ability to identify authority, rights, and
responsi bilities of both enployers and enpl oyees.
SS.C.2.4.3

14.0 DEMONSTRATE LEGAL AND ETH CAL BEHAVIOR WTHI N THE ROLE AND SCOPE
OF SPECI FI C JOB RESPONSI Bl LI TI ES--The student will be able to:
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15.

14.

14.

14.

14.

14.

14.

14.

01

02

03

04

05

06

07

Denonstrate | egal and ethical behavior within the scope of
job responsibilities. LA C3.4.3, SS.C.2.4.6

Denonstrate the ability to resolve custoner, enployee, and
enpl oyee/ enpl oyer problens and concerns. LA C 3.4.3,
SS.C.2.4.3, HE.B.3.4.2

Fol l ow policies and procedures affecting the safety, health,
and well being of all nenbers of a workplace setting.

HE.A. 1.4.7, SCF.1.4.1, SCF.1.4.6, SCF.1.4.7

Exhi bit behavi or supporting and pronoting cultural and
ethnic diversity. LA D 2.4.1, HE B.3.4.2

Recogni ze and report signs of substance abuse. HE.B.3.4.7,
SC.F.1.4.6, SC.F.1.4.7, SC.H 1.4.1

Denonstrate interpersonal skills, which enhance team
productivity and foster positive work ethics. LA C. 3.4.3,
HE. A 1.4.1

Denonstrate appropriate dress and groonm ng habits for the
wor kpl ace environnent. LA C.3.4.3, HE.B.2.4.3, SC.H 3.4.6

PERFORM DESI GNATED RECORDKEEPI NG SKI LLS--The student will be able

to:

15.01 ldentify job tasks that presently are and will be in the

15.

15.

15.

02

03

04

future performed in the specified occupation (training
plan). LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.45 M A441
Indicate on a training plan as conpetencies are nmastered.

LA A1.4.2, LAA248, LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.2, LAB.2.4.4, LAD1.4.2

Mai ntain a record of enploynment hours and wages for auditing
and budgetary purposes (e.g., tinme cards, budget sheets).
MAA1.4.4 MAAL1.43 MAAS3 43 MB3.4.1

Mai ntai n an up-to-date, signed training agreenment.

LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, L
LA.B.2.4.2, LAB.2.4.3, LAB24.4 LAC3.4.1, L
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

A B. 2.
A C. 3.
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Cour se Nunber: 8303020
Course Title: Di versified Career Technol ogy Applications
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to enable each student to apply environmental

heal th, and safety skills; professional, legal, and ethica
responsi bilities; financial managenent skills; |eadership skills;
social, legal, and econom c aspects of enploynment; internationa

econoni ¢ principles; conponents of a business plan; decision-nmnmeking
skills to |life and career goals; technical skills; and the functions of
managenment. After successful conpletion of DCT Principles, DCT QJT, and
DCT Applications, students will have nmet a second Occupationa

Conpl etion Point - Data Codes: A through Y (see Major Concepts/ Content
for list).

01.0 DEMONSTRATE KNOW.EDGE AND APPLI CATI ON OF WORKPLACE EMPLOYABI LI TY
SKI LLS--The student will be able to:

01. 17 Develop a detailed strategy for applying for a job in a
specific career. LA A 1.4.3, LA B1.4.1, LAB 1.4 2,
LA.B.1.4.3, LAB2.4.1, LAB2.4.2, LAB24.3, LAB
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC

01.18 Create a portfolio of enploynment opportunities for a
specific career (e.g., newspaper, |nternet, magazines).
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB2.4.3, LAB2.4.4

01.19 Create a portfolio of docunents for job placenent (e.g.
resune, |letters of reconmendation, enployer eval uations,
awar ds, evidence of participation in school, comrunity,
volunteer activities). LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LAB24.4

01. 20 Expl ain inportance of understandi ng corporate policy.
LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB14.3, LAB
LA.B.2.4.2, LAB2.4.3, LAB2.4.4, LAC3.4.1 LAC
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 SS5.D2.4.3

01. 21 Explain inportance of staying up-to-date on socia

»

2. 4.
3. 4.

o

2. 4.
3. 4.

I
techni cal, and econonic changes. LA A 1.4.3, LA B.1.4.1
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, SCH1.4.3, SCH1l.4.6, SCH3.4.2

02.0 DEMONSTRATE, APPLY, AND | MPLEMENT KNOW.EDGE OF ENVI RONMENTAL,
HEALTH, AND SAFETY | SSUES--The student will be able to:

02. 13 Denonstrate know edge of types of industrial wastestreans
and treatnents (e.g., air em ssions, hazardous wastes,
recycling programs). LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3, LA B.2. 4.4,
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03.

02.

02.

02.

02.

14

15

16

17

LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
HE.B.1.4.5, SCF.1.4.1, SCF.1.4.7, SCH1.4.3, SCH3.4.1
SC.H. 3.4.3

Anal yze safety and heal th precautions of a business.

LA A1.4.3 LAB1.4.1, LAB1.4.2 LAB1.43 LAB24.1
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LAC2.4.1, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5
Identify potentially hazardous situations and apply

b
4
4
4
n
4.
4
4
4
4

appropriate solutions. LA A 1.4.3, LAB1.4.1, LAB 1.4 2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C3.4.2, LA C.3.4.3, LA C3.4.4, LA C 3.4.5,
HE.B.1.4.5, SCH1.4.1, SCH1.4.2, SCH1.4.5 SCH1l.4.6
SCH1.4.7, SCH2.4.2, SCH3.4.1, SCH3.4.3, SCH3.4.6
Devel op an action plan for participating in a health and

recreation program LA A 1.4.3, LA B.1.4.1, LAB. 1.4 2,

LA.B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
PE.B.1.4.2

Expl ai n i nportance of CPR and emergency first aid training.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LA B.2. 4. B.2.4.4, LA.C.3.4.1, LA.C 3.4.2
LA.C.3.4.3, LA C3.4 .C.3.4.5, HE.B. 1.4

3, LA 1 )
.4, LA .5

DEMONSTRATE, APPLY, AND | MPLEMENT AN UNDERSTANDI NG OF

PROFESSI ONAL, LEGAL, AND ETHI CAL RESPONSI Bl LI TI ES- - The st udent

wi | |

be able to:

03. 13 Analyze and di scuss codes of ethics for a workpl ace.

03.

03.

03.

03.

03.

14

15

16

17

18

LA A1.4.3, LAA24.6, LAB1.4.1, LAB1.4.2, LAB.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 SS.C2.4..3,
HE.B.1.4.1

Descri be sel f-managenent techniques in both work and life
roles. LA A1.4.3 LAB1.4.1 LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 SS.C2.4..3,
HE.B.1.4.1

Descri be net hods used to encourage both ethical and socia
responsibility in an organization. LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, LA D241 SS.C24.3, HEA1l.4.3

Descri be why the public’s perception of a conpany is
important. LA A 1.4.3, LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Report on a |legal issue regarding a violation of ethica
behavi or using current resources. LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4

LA.C.3.4.5, SS.C.2.4.5

Identify an exanple of how a political decision can effect
standard business practices. LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
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04.

05.

LA.B.2.4.4, LAC2.4.1, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C. 3.4.5 S5.C.2.4.3

03. 19 Describe inportance of an EAP (Enpl oyee Assi stance Program.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEC 2 4.5 HEA2 4.4

03.20 Describe a will, health-care power of attorney, and living
will. LA A1.4.3 LAB1.4.1, LA B 1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5 Ss.C24.5

DEMONSTRATE, APPLY, AND | MPLEMENT FI NANCI AL SKI LLS AND PLANNI NG -
The student will be able to:

04.11 ldentify and anal yze various financial data |ocated in
current publications. LA A 1.4.3, LAA1l.4.4, LAB1.4.1
LAB.1.4.2, LAB1.4.3, LAB2 , LA/B.2.4.2, LA B. 2.4
LA.B.2.4.4, LA C3.4.1, LAC3 LA.C.3.4.3, LA C3.4
LA.C.3.4.5, MVAE 1.4.1, MAE2

04. 12 Conpute and di scuss a variety of business-related financia
calculations (e.g., payroll, interest rates, profit
margins). LA A 1.4.3, LAB.1.4.1, LAB1.4.2, LAB1.4.3

W

BN

.4
4.
4
f

LA.B.2.4.1, LA B.2.4.2, LAB.2.4.3, LA B.2.4.4, LA C 3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC.3.4.4, LACZ3.4.5 MES341
MA. E. 3.4.2

04. 13 Develop a cash flow projection of personal incone and
expenses. MA.C. 3.4.1, MA.C 3.4.2

04. 14 ldentify various types of contracts (e.g., |ease agreenent,
contract for purchase of real estate, bank | oan

application). LA A 1.4.2, LAA1.4.3, LAB.1. 4.1,
LA B.1.4.2, LAB.1.4.3, LAB.2.4.1, LA B.2.4.2, LA B.2.4.3,
LA B.2.4.4, LA C.3.4.1, LA C.3.4.2, LA C.3.4.3, LA C. 3.4.4,

LA.C. 3.4.5

04. 15 Denonstrate know edge of investing via a sinulation activity
(e.g., stocks, real estate, collectibles, IRA). LA B.1.4.2,
SS.D.2.4.4

04.16 ldentify types of insurance applicable to the workpl ace.
LA A1.41 LAA1.43 LAB1.4.1 LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

04. 17 Describe inportance of accounting in a business.

LA A1.4.3, LAA2 4.4, LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

04. 18 Descri be advantages and di sadvantages to a busi ness of
granting credit. LA A 1.4.3, LAB1.4.1, LA B 1. 4.2,
LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3, LA B.2. 4.4,
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,

SS.D.1.4.2

DEMONSTRATE, APPLY, AND | MPLEMENT LEADERSHI P SKI LLS--The st udent
will be able to:
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06.

07.

05.

05.

05.

05.

05.

05.

10

11

12

13

14

15

Create and communi cate a vision/m ssion statenent for a
student organization. LA A 1.4.3, LA B 1.4.1, LAB1l.4.2
LA.B.1.4.3, LAB2.4.1, LAB2.4.2, LAB2.4.3, LAB24.
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C 3.4.
Denonstrate ability to use creative problem sol ving,
deci si on making, and critical thinking strategies.

LA A1.4.3 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4 LACS3
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 MB3
MA.D.1.4.2, MAE1.4.1, MAES3.41 MES3
Denmonstrate effective team building skills
SS.C.2.4.6

Denonstrate respect for opinions, custons, and individua
di fferences of others. LA D.1.4.2, HEEA 1.4.5
Participate in a conmunity or school service project.

LA B1.4.1

Devel op a public relations strategy to comunicate the
positive community inpact of cooperative education.
LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB14.3, LAB
LA.B.2.4.2, LAB.2.4.3, LAB24.4 LAC3.4.1 LAC
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

41
5

|
S 3
[ONQN
AR

ol
RN

1
1
2
L

A B 2.4.1,

DEMONSTRATE, APPLY, AND | MPLEMENT PROFI Cl ENCY | N COMVUNI CATI ON

SKI LLS--The student will be able to:

06.

06.

06.

06.

06.

06.

06.

14

15

16

17

18

19

20

Desi gn personal and business |etterhead, nmeno, and fax
forms. VA B.1.4.4

Interview and prepare a vitae of a conmunity | eader or

busi ness person. LA B.2.4.3

Eval uate a speech or sales presentation, identifying

ef fective comuni cation techniques. LA A 1.4.3, LA B.1.4.1,

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA B.2.4.4, LAC1.4.1, LAC1l.4.4, LAC 242, LAC3.4.1
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Identify obstacles to comunication. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1 LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC1.4.4, LA C2.4.2, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Deliver a speech using visual aids. LA C 1.4.4, LA A 2.4.5
LA B.2.4.2, LAC2.4.2, LAC3.4.1 LAC3.42 VAB1l4.4

Denonstrate effective negotiation skills. LA B.2.4.1,
LA.C.2.4.2, LAC3.4.2

Denonstrate conflict and di spute resol ution techniques.
LA B.2.4.1, LAC3.4.1, LAC3.4.2

DEMONSTRATE KNOALEDGE OF HUMAN RESOURCES AND LABOR | SSUES AS WELL

AS THE SOCI AL, LEGAL AND ECONOM C ASPECTS OF EMPLOYMENT- - The

student will able to:

07.08 Describe training and devel opment prograns available in th
wor kplace. LA A 1.4.3, LA B.1.4.1, LAB.1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5
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07.09 Denonstrate an understandi ng of the business environnment
(e.g., corporate culture, goals, values). LA B.2.4.1
07. 10 Describe the inportance of cultural sensitivity.

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 LAD1.4.2, Ss.B2.4.1

07. 11 Define, conpare, and contrast several conpany policies
regardi ng rai ses and promotions. LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, SS.D.2.4.1, MVAA3.4.1 MAAS3 43 MAA4 4.1,
MA.A5.4.1, MAB.1.4.3, MAB3.4.1 MAD1l.4.1 MAD1l. 4.2
MAE1.4.1, MAE1.4.2, MAES3.41 MAE342 LAE24.8

07. 12 Conpare and contrast roles and responsibilities of the
uni on- menber enpl oyee and the non-uni on nanager.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5 SS5.D2.4.3

07. 13 Explain inmpact of worker productivity, downsizing,
ri ghtsizing, outsourcing, contract enploynent, |ayoffs,
etc., interms of recent trends in enploynent. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C3.4.5 SS.D.2.4.3, MVAA3.4.1, MAA 3.4.3,
MA.A4.4.1, MAAS5 41 MAB1.4.3 MAB3.41 MD14.1,
MA.D.1.4.2, MAE1.4.1, MAE1.4.2, MAES341 MES34.2
LA E. 2.4.8

07. 14 Analyze current |abor nmarket, its structure, its
constituents, its |level of unenploynent and underenpl oynen
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 SS.D241, MAE14.1,
MA.E 1.4.2, MAE3.4.1 MES34.2

07. 15 Define risk managenent in ternms of enployer liability.
LA A1.4.3 LAB1.4.1, LAB1.4.2 LAB1.43 LAB24.1
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C3.4.5 SS.D24.5

07. 16 Describe differences between today’s typical enployee
benefit package and that of 25 years ago. LA A 1.4.3,
LA.B.1.41, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5 SS5.D.2.4.3

07. 17 Discuss the collective bargaining process and the issues

negoti ated between nanagenent and |abor. LA A 1.4.3
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C3.4.5 S5D.2.4.3

08.0 DEMONSTRATE AN UNDERSTANDI NG OF NATI ONAL AND | NTERNATI ONAL
ECONOM C PRI NCI PLES- - The student will be able to:

08.09 List, describe, and conpare the characteristics of selected
gl obal economc systems. LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
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09.

LA.B.2.4.4, LA C.3.4.1, LA C.3.4.2, LA C3.4.3, LA C 3.4.4,
LA.C.3.4.5, SS.B.2.4.1, MAA4.41 MAADL 4.1 MAD14. 1,
MA.D. 1.4.2, MAE1.4.1, MAE1l42 MAEZ341 ME342

08. 10 List, describe, and conpare the characteristics of diverse
cultures and their inpact on business. LA A 1. 4.3,
LA.B.1.4.1, LA B 1 4.2, LA.B.1.4.3, LA B.2.4.1, LA B 2.4.2,
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA C.3.4.5, SS. A 3.4.10

08.11 ldentify reasons for and nmethods of pronoting internationa
trade. LA A 1.4.3, LAB.1.4.1, LA B.1.4.2, LA B1.4.3,
LA.B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C 3.4.1,
LA.C.3.4.2, LA C.3.4.3, LA C.3.4.4, LA C3.4.5 SS.D.2.4.3

08. 12 Explain term “bal ance of trade” and its inpact on a
country’'s econony. LA A 1.4.3, LA B.1.4.1, LA B 1.4. 2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C3.4.2, LA C.3.4.3, LA C3.4.4, LA C 3.4.5,
SS.D.2.4.4, MAA4.4.1, MAAS5.4.1 MAD11l.4.1 MAD.1.4.2
MA.E 1.4.1, MAE1.4.2, MAE3.41 M.E34.2

08. 13 Describe circular flow of economic activity. LA A 1.4.3,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
LA.B.2.4.3, LA B.2.4.4, LA C.3.4.1, LA C3.4.2, LA C 3.4.3,
LA.C.3.4.4, LA C3.4.5, SS.D.2.4.1, MALA4.4.1, MA A 5. 4.1,
MA.D.1.4.1, MAD.1.4.2, MAE1l.4.1 MA\E1.42 ME 341,
MA. E. 3.4.2

08. 14 ldentify environnental and social problens associated with
economic gromth. LA A 1.4.3, LAB.1.4.1, LA B 1. 4.2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C3.4.2, LA C.3.4.3, LA C3.4.4, LA C 3.4.5,
SS.D.2.4.5, SCH1.4.5 SCH1.4.6, SCH1.4.7, SCH2.4.2
SC.H 3.4.1, SC.H 3.4.3, SCH3.4.6

08.15 ldentify, describe, and analyze role of regulatory agencies.
LA.A 1.4.3, LAB.1.4.1, LAB.1.4.2, LA B.1.4.3, LA B.2.4.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, LA C3.4.1, LA C 3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C.3.4.5 SS.D.2.4.4

ASSESS PERSONAL STRENGTHS AND

WEAKNESSES AS THEY RELATE TO JOB

OBJECTI VES, CAREER EXPLORATI ON, AND PERSONAL DEVELOPMENT, AND LI FE
GOALS--The student will be able to:

09. 11 Prepare a five-year education and career
LA A1.4.3, LAA2 4.4, LAB. 1
LA.B.2.4.1, LAB2.4.2, LAB.2
Prepare a five-paragraph essay
LA A 2.4.4, LAA2.4.6, LAA2
LA.B.1.4.2, LAB1.4.3, LAB2
LA.B.2.4.4

Interview and create
entry-level and of a
LA.A 2.4.4, LA B 1. 4.
LA.B.2.4.2, LA B.2. 4.
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Anal yze rel ati onshi p between career planning and goa
attainment. LA A 1.4.3, LA A2 4.4 LAB1.4.1, LA B 142

devel opnent pl an.
4.1, LA.B.1.4.2, LA B.1.4.3,
.4.3, LAB.2.4.4

on a specific career

4.7, LA A.2.4.8, LA B 1.4.1,
.4.1, LA.B.2.4.2, LA.B.2.4.3,

09.12

09. 13 a report on the career goals of an

managenment | evel enployee. LA A 1.4.3,

1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.
3.4

B 1
3, LAB.2.4.4 LAC3.4.1, LAC . 2,

09. 14
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10.

11.

LA.B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB2.4.3, LA
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA
09. 15 Shadow a professional in a specific career. LA B.2.4.
09.16 Maintain a journal on specific career-related experie
LA A1.4.3, LAB1.4.1, LAB1.4.2 LAB14.3, LAB
LA.B.2.4.2, LAB2.4.3, LAB2.4.4

B. 2.
C. 3.
3
nces.
2.4.1,
DEMONSTRATE AN UNDERSTANDI NG AND APPLI CATI ON OF TECHNOLOGY | N THE
WORKPLACE- - The student will be able to:

10. 07 Prepare a docunent using database software. LA.B.1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, VAA1.4.2, VAB.4.4.1, VA B.4.4.2
MA.A 1.4.4, MAAS3.4.3

10. 08 Prepare a docunent using spreadsheet software. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,

LA.B.2.4.3, LAB2.4.4, VAA 1l 4.2
10. 09 Produce a report, which includes graphs, charts, and/or
tables. LA.D.1.4.3, LA B.1.4.1, LAB1.4.2, LAB1.4.3

LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5 LA D2 4.4,
MA.E 1.4.1, MAD 1. 4.1, VA A 1.4.2

10. 10 Evaluate a specific conpany's policy for insuring security
and protection of conputerized data LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB.1.4.3, LA.B.2.4.1, LA B.2.4. 2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5

10. 11 Conpare and contrast energing technologies. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5, SCH3.4.5

DEMONSTRATE AN UNDERSTANDI NG OF THE ROLE OF MANAGEMENT AND
MARKETI NG | N THE DECI SI ON MAKI NG PROCESS FOR DI FFERENT WORK
S| TUATI ONS- - The student will be able to:

11.13 Explain inpact on and uses of the Internet in marketing
products and services. LA A 1.4.3, LA B.1.4.1, LA B. 1. 4.
LA B.1.4.3, LAB.2.4.1, LAB2.4.2, LAB2.4.3, LAB24.
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C 3.4.

11.14 Describe differences between horizontally and vertically

SRS

(traditionally) organi zed conpanies. LA A 1.4.3,
LA A 2.4.4, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB.2.4.1,
LA.B.2.4.2, LA .4.3, LAB.2.4.4, LA.C 3.4.1, LA.C 3.4.2,

LA.C. 3.4.3, LA

B.

B. 2

C.3 , LA.C.3.4.5
11.15 Describe how a conp

A 2

B. 2

C. 3.

4

y organizes its departments/divisions.

LA A 1.4.3, LA 4, LA.B.1.4.1, LA.B.1.4.2, LA.B.1.4.3,

LA.B.2.4.1, LA 2, LAB2.4.3, LAB24.4, LACS3.4.1,
LA.C. 3.4.2, LA 3, LAC3.4.4, LAC3.4.5

11.16 Differentiate between roles and responsibilities of top
executives and those of |ower-level managers. LA A 1.4.3
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24.
LA.B.2.4.3, LAB2.4.4, LAC3.4.1, LA C3.4.2, LA C3.4.

LA.C.3.4.4, LA C. 3.4.5

21
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11.17 ldentify and describe the four basic categories of resources
managenent is responsible for coordinating (e.g., human,
financial, material, information). LA A 1.4.3, LA.B.1.4.1,

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

11.18 Name and define functions of managenent ( , planning,
organi zing, staffing, directing, controlling). LA A 1.4.3,

, LA.B.2.4.2,

e.g.

Ing

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1

LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5

11.19 Anal yze managenent techni ques used by effective managers.
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

11.20 ldentify, conpare, and contrast various enpl oyee

notivational prograns. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4 LAC3.4.5
11.21 Expl ain how notivation, |eadership, and conmunication
i nfluence people within an organi zation. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,
LA.C.3.4.4, LA C.3.4.5
11.22 Describe nethods used in training and devel oprment.
LAA1.4.3, LAB1.4.1, LAB1.4.2, LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

11.23 Discuss inportance of a manager's phil osophy of managenent
in creating a positive work environment. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C.3.4.5

11.24 Discuss role and inportance of a performance apprai sal
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

11.25 ldentify key conponents of a conmpany’s “nission statenent.”
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

12. 0 DEMONSTRATE AND APPLY AN UNDERSTANDI NG OF ENTREPRENEURSHI P
PRI NCI PLES- - The student will able to:

12. 01 Define entrepreneurship and explain its role in the free
enterprise system LA A 1.4.3, LA B 1.4.1, LA B 1. 4.2,
LA.B.1.4.3, LA B.2.4.1, LA B.2.4.2, LA B.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LA C3.4.2, LA C.3.4.3, LA C3.4.4, LA C.3.4.5
SS.D.2.4.1

12.02 ldentify various types of business ownership and list the
advant ages and di sadvant ages of each. LA A 1.4.3,
LA.B.1.4.1, LA B.1.4.2, LA B.1.4.3, LA B.2.4.1, LA B.2.4.2,
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12.

12.

12.

12.

12.

12.

12.

12.

12.

12.

03

04

05

06

07

08

09

10

11

12

LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LA C3.4.3,

LA.C.3.4.4, LA C.3.4.5

Identify and di scuss the personality traits and abilities of

a successful entrepreneur (e.g., versatility, adaptability).

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,

LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,

LA.C.3.4.3, LA C3.4.4, LAC3.4.5 Ss.D24.1

I nterpret neaning of achi evenent notivation and the

i mportance of independence to the entrepreneur. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LA

LA.B.2.4.3, LA B2.4.4, LAC

LA.C.3.4.4, LA C.3.4.5, SS.D.
a

B.2.4.2,
LA.C.3.4.2, LA C 3.4.3

1
3.
2.
en
LA. B. 1.
3.
2.
ds

3.
Identify risks affecting the preneur. LA A 1.4.3,
LA.B.1.4.1, LA B. 1. 4.2, , LAB.2.4.1, LA.B.2.4.2
LA.B.2.4.3, LA B.2.4.4, LA C , LA.C.3.4.2, LA.C. 3.4.3,
LA.C.3.4.4, LA C.3.4.5, SS.D.

e

4.1
4.1
ntre
4.3
4.1
4.3

(0]

Identify strategi es and net ho for generating a business
idea. LA A 1.4.3, LAB1.4.1, LAB1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Identify principles of marketing, selling, financing, and
pricing pertinent to entrepreneurship. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

LA.C.3.4.4, LA C.3.4.5 SS5.D.2.4.3

Identify steps necessary to plan and start a business (e.g.
eval uate need, site selection, marketing plan, financia

pl an, managenent plan). LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA B.1.4.3, LAB2.4.1, LAB24.2, LAB
LA.C3.4.1, LA C3.4.2, LAC3.4.3, L
SS.D.2.4.3, SS.D.2.4.4

Identify resources available to assist the new entrepreneur
(e.g., Small Business Administration (SBA), Service Corp. of
Retired Executives(SCORE)). LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, SS.D.2.4.3

Identify types and sources of governnment regul ations and
taxes that may affect a business. LA A 1.4.3, LA B1l.4.1

B.2.4.4,
, C. 3.4.5,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, SS.D.2.4.3

Identify comruni cation and technol ogy skills used in
entrepreneurship. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LA B.2.4.3, LA B.2. 4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Conpare business failure/success rates in different
industries. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,

LA.B.2.4.1, LA B.2.4.2, LAB.2.4.3, LA B.2.4.4, LA C 3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LA C3.4.5 SSD.2.4.5,
MA.E. 1.4.1, MAD.1.4.2
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July 2001
Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Cour se Nunber: 8303030
Course Title: Di versified Career Technol ogy Managenent
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to enable each student to inplement conpetency
and nmastery in the areas of enployability (human resource);
environnental , health, and safety; professional, |egal and ethica

wor kpl ace responsi bilities; financial planning; |eadership skills;
conmuni cation skills; |abor and human resource issues related to the
wor kpl ace; gl obal and econonic issues; a business plan; enployability
skills related to |ife and career goals; nmanagerial /supervisory uses of
technol ogy; the five functions of nmanagenent; the role of the manager
and technical and production skills. After successful conpletion of DCT
Principles, DCT QJT, DCT Applications, and DCT Managenent, students will
have nmet a third Gccupational Conpletion Point - Data Codes: A through Y
(see Maj or Concepts/Content for list).

01.0 DEMONSTRATE KNOW.EDGE AND APPLI CATI ON OF WORKPLACE EMPLOYABI LI TY
SKI LLS--The student will be able to:

01.22 Network with individuals in a specific career field and
report findings. LA B.2.4.3

01.23 Wite a job description, which includes the responsibilities
of a managerial position. LA A 1.4.3, LA B.1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4

01.24 Prepare a classified ad for a nanagerial |evel position.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB2.4.3, LAB2.4.4

01.25 Develop a list of criteria to evaluate applicant resunes.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4

01.26 Prepare a formletter for a specific business listing
application procedures for enploynment. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB2.4.4

01.27 Create a list of interview questions for a nanagerial-1eve
position. LA A 1.4.3, LAB.1.4.1, LAB1.4.2, LA B 1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4

01.28 Create an eval uati on nmeasurement tool to be used to rate
applicants. LA A 1.4.3, LAB.1.4.1, LA B.1.4.2, LA B.1.4.3,

LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, MA A1l 4.3,
MA.A5.4.1, MAB.1.4.3, MAB241 MAB442 ME1l4.1

01. 29 Devel op a conpany policy outlining dress and grooni ng
standards. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4
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02.

03.

04.

01. 30

Create an evaluation formto rate enpl oye erformance.

e per
LA/A1.4.3 LAB1.4.1 LAB1.42 LAB1.43 LAB24.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, MAA1l.43 MAS541
MA.B.1.4.3, MAB.2.4.1, MAB4.42 MEL114.1

DEMONSTRATE, APPLY, AND | MPLEMENT KNOW.EDGE OF ENVI RONMENTAL,

HEALTH, AND SAFETY | SSUES--The student will be able to:

02.18

02.19

Prepare a safety plan and checklist for a small business.

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 HEB.1.4.5

Create a map desighating energency exits and evacuation
routes for a small business. LA A 1.4.3, LA B.1.4.1,

LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, MVAB.2.4.1, MVAB.1.4.2, MVAB.1.4.3, MAB. 3.4.1,
SS.B.1.4.1, HE.B.1.4.5

DEMONSTRATE, APPLY, AND | MPLEMENT AN UNDERSTANDI NG OF

PROFESSI ONAL, LEGAL, AND ETHI CAL WORKPLACE RESPONSI BI LI TI ES- - The

student will be able to:

03.21

03. 22

Devel op a code of ethics for a workplace. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB2.4.4, SS5.C.2.4.3

Devel op an outline explaining the role of an EAP ( Enpl oyee
Assi stance Program) representative and |ist the services

he/ she m ght provide. LA A 1.4.3, LA B 1.4.1, LA B1.4.2
LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB2.4.3, LAB24.
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4
HE.C.2.4.5

[S20F >

DEMONSTRATE, APPLY, AND | MPLEMENT KNOW.EDGE OF FI NANCI AL SKILLS

AND PLANNI NG - The student will be able to:

04.19

04. 20

04.21

04. 22

04. 23

Prepare an analysis of a current business utilizing its
annual report. LA A 1.4.3, LA B 1.4.1, LA B1.4. 2,

LA B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2. 4.4,
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
MA.E. 3.4.1, MAE1l.4.1 MAES3.4.2

Identify sources of funding for a business. LA A 1.4.1,
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

Descri be how a conpany estimates and bids for a contract.
LA A1.41 LAA1.43 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5

Descri be inmportance of cost containment in a conpany.

LA A1.41 LAA1.43 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5

Eval uat e i nsurance needs for a specific business.

LA A1.4.3 LAB1.4.1, LAB1.4.2 LAB1.43 LAB24.1
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LA.B.2.4.2, LA B.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LA C3.4.5 MAD1.4.1 MAD2 4.1

05.0 DEMONSTRATE, APPLY, AND | MPLEMENT LEADERSHI P SKILLS--The student

06.

07.

wi | |

05. 16

05. 17

be able to:

Pl an, inplenent, and evaluate a fund raising event.

LA A1.4.3, LAA2 4.4 LAB1.4.1, LAB1.4.2, LAB14.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 M A3.4.3,
MA.A4.4.1, MAB.2.4.1, MAB242 MAB3.41 MD14.1,
MA.D.1.4.2, MAE1l.4.1

Devel op, inplenment, and evaluate a public relations project
(e.g., student organization function, school -w de project,
comunity project). LA A 1.4.3, LA A2 4.4, LAB1.4.1

LA.B.1.4.2, LA B.1.4.3, LAB.2.4.1, LA B.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LA C3.4.1, LA C3.4.2, LAC3.4.3, LA C3.4.4,
LA.C.3.4.5, MAA3.43 MA441 M.B 241, MAB 242,
MA.B.3.4.1, MVAD.1.4.1, MA D142 MAE1l4.1

DEMONSTRATE, APPLY, AND | MPLEMENT PROFI Cl ENCY | N COMVUNI CATI ON

SKI LLS--The student will be able to:

06. 21

06. 22

06. 23

Create a presentation using current technology. LA A 2.4.1,
LA A2.4.2, LAA2. 4.4, LAA2 45 LAA24.6, LAA24.7,
LA A 2.4.8, LAB.2.4.2, LAB.2.4.4, LA C3.4.1, LA C 3.4.4,
LA.D.2.4.4, LA D2.4.5 LAD246, LAD24.1, LADZ24..2,
LA.D.2.4.3, VAA 1l 4.4

Create a neasurenent tool for evaluating tel ephone

conmuni cations. LA B.2.4.4, MAB.1.4.3, MAAbL5. 4.1,
MA.A1.4.3, MAB.24.1 MAB442 M.E1l4.1

Devel op a conpany policy regardi ng enpl oyee use of conpany
tel ecomruni cations (e.g., fax, e-mail, Internet).

LA/A1.4.3 LAB1.4.1 LAB1.42 LAB1.43 LAB24.1,
LA.B.2.4.2, LA B.2.4.3, LAB.2.4.4, LA C1l.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4 LAC3.4.5

DEMONSTRATE KNOALEDGE OF HUMAN RESOURCES AND LABOR | SSUES AS WELL

AS THE SOCI AL, LEGAL, AND ECONOM C ASPECTS OF EMPLOYMENT--The

student will be able to:

07. 18 Design an enpl oyee conpensati on schedul e and benefits
package. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 MAD1l.4.1,
MA.B.2.4.1, MAB.3.4.1, MVAB.4.4.2, VAD1.42 ME1l4.1

07. 19 Compute economic value of a conpany paid benefit package.
SS.D.1.4.1, MAD.1.4.1, MAB.2.4.1, MA A 3.4.3, MAB.3.4.1,
MA.B.4.4.2, MVAD1.4.2, MEI11l41 MES342

07.20 Create a job rotation schedule for a specific conpany
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA B.2.4.2, LAB.2.4.3, LAB.2.4.4, MAA343 MAB34.1
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08.

10.

07.21

Devel op a vision/nission statenment for a conpany.
LAA1.4.3, LAB1.4.1, LAB1.4.2, L. B1.4.3, LAB24.1,
LA.B.2.4.2, LAB2.4.3, LAB2.4.4

DEMONSTRATE AN UNDERSTANDI NG OF NATI ONAL AND | NTERNATI ONAL

ECONOM C PRI NCI PLES- - The student will be able to:

08. 16

08. 17

08. 18

08.19

08. 20

Anal yze current events concerning issues relevant to

i nternational business. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3, LAB2.4.1, LAB2.4.2, LAB
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC
SS.D.2.4.6

Conmput e exchange rates and buyi ng power of various foreign
currencies including the Euro. SS.D.2.4.6, MA A 4.4.1,
MA.A5.4.1, MAD1.4.1, MAD1.4.2 MAE11l.41 MAE1l. 4.2
MA.E. 3.4.1, MAE3.4.2

Expl ai n i npacts of the aging popul ati ons of Western
countries and the rapidly growi ng popul ati ons of devel opi ng
countries. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C.3.4.2, LA C3.4.3, LAC3.4.4, LAC3.4.5 SS A3.4.10
Di scuss econonic effects of the rate of gromh in devel oped
and devel oping nations. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,

2.4.3, LAB.2.4.4,
3.4.4, LAC 3.4.5

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B. 2. 4.4,
LA.C.3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
SS.A. 3.4.10, MA A 4.4.1, MAAGL5 41 MADI11.4.1 MAD1.42
MAE1.4.1, MAE1.4.2, MAES3.41 MES34.2

Expl ai n movenent toward gl obalization and the reasons behind
this economic trend. LA A 1.4.3, LAB1.4.1, LA B 1.4 .2
LA.B.1.4.3, LAB.2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4 LAC3.4.5

SS.B.2.4.6

DEMONSTRATE AN UNDERSTANDI NG AND APPLI CATI ON OF TECHNOLOGY I N THE

WORKPLACE- - The student will be able to:

10. 12

10. 13

10. 14

10. 15

10. 16

Denonstrate uses of equipnment to comunicate instructions to
enpl oyees. LA.B.2.4.1, LA.C.3.4.1, LA.C 3.4.2, LA.C 3.4.3,
LA.C.3.4.4, LA C3.4.5, VAA 1l 4.2

Denonstrate uses of equipnent to process information (e.g.
10-key, electronic cash register, OCR scanner, financia
calculator, conputer). LA B.2.4.1, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 VAA11l42 MAAS343
Research and conpare currently avail abl e software packages.
LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 VAA1l44 VAALlA4?2
Create an enpl oyee database to be used for scheduling and
payroll. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
1.4

LA.B.2.4.1, LAB.2.4.2, LAB2.4.3, LAB24.4, VAA .4,
MA.B.4.4.1, MA B 4.4.2

Create a custoner/client database (e.g., mail nerge
labels). LA A1.4.3 LA B1.4.1, LA B 1.4.2, LA B.1.4.3,
LA B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4 VAB1l4.2
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11.

10. 17

Create a project using an integrated software package.

LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA D244, VAB1l4.2
10.18 Create a presentation utilizing a nultinmedia software
package. LA A 1.4.3, LAA2.4.2, LAA2. 4.4 LAAZ2 45
LA A2.4.6, LAA2.4.7, LAA2.4.8, LAB1.4.1, LAB1.4.2,
LA.B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C.3.4.1, LAD2.4.4, LAD245 LAD246, LAD24.1,
LA D2.4.2, LAD2.4.3, VAA1l. 4.2, VAA 11l 4.4 LAAZ24.1
10. 19 Denmpnstrate nmethods of using trouble-shooting techniques for
technol ogy-rel ated problems. LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,

10. 20

10. 21

LA.C. 3.4.5

Determ ne costs, tine, and resources needed to conplete a
task within the workplace. MA A 3.4.1, MA A 3.4.3,
MA.B.1.4.2, MAB.1.4.3, MAB.3.4.1, MVAB.4.4.2, SCH24.2
SC.H. 3.4.1, SC.H 3.4.2, SC.H 3.4.5, SC.H 3.4.6

Sel ect and use a variety of electronic nedia, such as the
Internet, information services, and desktop-publishing
software prograns to create, revise, retrieve, and verify
information. LA B.2.4.1, LA D.2.4.4, SC.H3.4.1,

SC.H. 3.4.2, SC.H 3.4.3

10. 22 Analyze a “quality inprovenent process” for |abor and/or
equi pment. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2, LA B.1.4.3,
LA.B.2.4.1, LAB2.4.2, LAB2.4.3, LAB2.4.4, LA C3.4.1,
LA.C3.4.2, LAC3.4.3, LAC3.4.4, LAC3.4.5 Ss.D24.1
SC.H1.4.1, SC.H1.4.3, SC.H1.4.5 SC.H 2. 4.2, SC.H3.4.1,
SC.H. 3.4.6

DEMONSTRATE AN UNDERSTANDI NG OF THE ROLE OF MANAGEMENT AND
MARKETI NG | N THE DECI SI ON MAKI NG PROCESS FOR DI FFERENT WORK
S| TUATI ONS- - The student will be able to:

11.26 ldentify and describe steps in the planning process.

LAA1.4.3, LAB1.4.1 LAB1.4.2 LAB1.43, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LA C3.4.4, LAC3.4.5

11. 27 Define Managenent by Objectives (MBO). LA A 1.4. 3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3

11. 28

11. 29

11. 30

LA.C.3.4.4, LA C.3.4.5

Devel op an organization chart to illustrate Iine and staff
relationships. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LAB24.4
Identify how to plan personnel needs and how to find

enpl oyees for specific positions. LA A 1.4.3, LA B.1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4
LA.C. 3.4.5

Expl ain how a sel f-nmanaging teaminteracts in nmanufacturing
and service corporations (e.g., nmarketing, operations,
finance, and human resources). LA A 1.4.3, LA B 1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
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11.

11.

11.

11.

11.

11.

11.

11.

11.

11.

11.

11.

31

32

33

34

35

36

37

38

39

40

41

42

LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Descri be responsibilities for selecting, training, and
apprai sing enployees. LA A 1.4.3, LAA2.4.4, LAB1.4.1

LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Descri be uses and effects of “job rotation,” “job

enl argenent,” “job enrichnment,” and “participative
managenent.” LA A 1.4.3, LA A2 4.4, LA B 141,

LA B.1.4.2, LAB. 1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Identify steps for avoiding difficulties resulting from

del egation. LA A 1.4.1, LAA1.4.3 LAB1.4.1, LAB1.42
LA.B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3 LAC3.4.4 LAC3.4.5
Define principles of "chain of command" and "span of
control." LA A1.4.1 LAA1.43 LAB1l.41 LAB1l.4.2
LA B.1.4.3, LAB2.4.1, LAB242, L 3, LA
LA.C3.4.1, LAC3.4.2, LAC3.4.3, L 4, LA.
Justify inmportance of accountability. A.A.1.4.3,
LA B1.4.1, LAB1.4.2, LAB1.4.3, 1, LA B
LA.B.2.4.3, LAB2.4.4, LA C3.4.1, 2, LA C
LA.C.3.4.4, LA C.3.4.5

Eval uate one theory of management and discuss its

i mpl ementation in a particular workplace. LA A 1.4.3

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C.3.4.5

Devel op an outline explaining the role of the manager in
conflict management. LA A 1.4.3, LA B.1.4.1, LAB 1.4 2,
LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LAB24.4
Design a potential nanagenment conflict resolution strategy
for a specific workplace problem LA A 1.4.3, LA B 1.4.1,
LA B.1.4.2, LAB.1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4

Devel op an enpl oyee notivational programfor an

organi zation. LA A 1.4.3, LA B.1.4.1, LA B.1.4.2,

LA B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LAB24.4
Eval uate effect of profit and | oss on a business and how it
affects the manager's productivity rating. LA A 1.4.3,

LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB241, L
LA.B.2.4.3, LAB2.4.4, LAC3.4.1, LAC3.4.2, L
LA.C.3.4.4, LA C.3.4.5

Expl ain Total Quality Managenent (TQW and the strategy of
continuous inprovenent. LA A 1.4.3, LA A2.4.4, LA B1.4.1,
LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,
LA.B.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3, LA C3.4.4,
LA.C. 3.4.5

Differentiate between data processi ng and nanagenent

i nformati on systens (MS). LA A 1.4.3, LA B.1.4.1,

LA B.1.4.2, LAB1.4.3, LAB2.4.1, LAB.2.4.2, LA B.2.4.3,

Ow

> >

B.2.4.2,
C.3.4.3
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12.

LA.B.2.4.4, LA C.3.4.1, LA C.3.4.2, LA C3.4.3, LA C 3.4.4,
LA.C. 3.4.5

11.43 Analyze types of data and reports utilized by supervisors
and managers. LA A 1.4.3, LA B 1.4.1, LA B.1.4.2

LA.B.1.4.3, LAB2.4.1, LAB.2.4.2, LAB.2.4.3, LA B.2.4.4,
LA.C3.4.1, LAC3.4.2, LAC3.4.3, LAC3.4.4, LA C3.4.5,
MAE1.4.1, MAD1l.4.1 MAD1l.4.2 MAE1l.4.2

11.44 Anal yze data, draw concl usions, and present recommendati ons
LAA1.4.3, LAB1.4.1, LAB1.4.2 LAB1.4.3, LAB24..1,
LA.B.2.4.2, LAB.2.4.3, LAB.2.4.4, LA C3.4.1, LA C3.4.2,
LA.C.3.4.3, LAC3.4.4, LAC3.4.5 ME1l.4.1 MAD1.4.1,
MA.D.1.4.2, MAE1.4.2

11.45 ldentify federal, state, and |ocal governnment regulations
wi th which managenent should be familiar. LA A 1.4.3,
LA B.1.4.1, LAB1.4.2, LAB1.4.3, LAB24.1, LAB24..2,
LA.B.2.4.3, LAB.2.4.4, LAC3.4.1, LAC3.4.2, LAC3.4.3
LA.C.3.4.4, LA C.3.4.5

DEMONSTRATE AND APPLY AN UNDERSTANDI NG OF ENTREPRENEURSHI P

PRI NCl PLES- - The student will be able to:

12.13 Fornul ate a business plan to include a marketabl e product or
service, a marketing managenent plan, a personnel managenent
pl an, a financial managenent plan, and an executive summary.

LA/A1.4.3 LAB1.4.1 LAB1.42 LAB1.43 LAB24.1,
LA.B.2.4.2, LA B.2.4.3, LA B.2.4.4, S5.D.2.4.3, MAE1.4.1,
MA.E. 3.4.1, MAE 3.4.2
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