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Marketing / Consumer Merchandising / Retailing Management
Shop and Related Theory Instruction:

        The Marketing Program offers a preparatory instruction for students having a desire to explore business management as a career.  It is designed to offer an introduction to marketing, retail merchandising, and management by offering extensive hands on training in a working retail store environment combined with the application of related theory.  The course prepares student for an entry level position in such industries as retail, banking, insurance, hotel operations, food and restaurant establishments, and a wide variety of various businesses utilizing customer services and sales personnel. In addition to preparing students for gainful employment, the program provides for many of the essential basics required for students continuing their education to one, two, or four year institutions of higher learning. 

      The students acquire extensive customer service skills, by interacting with customers, teachers, administrators, and fellow classmates patronizing our Hilltop Restaurant and Minuteman Shoppe.  The Marketing Program integrates much of the student’s learning with available computer technologies. Students apply their computer technical skills developing and preparing the daily menu, school promotions and display banners, bulletins, sales promotion literature, reports, and flyers.

General Course Objective:

       The Marketing Program Is to prepare students for gainful employment in a related field in the business community or successful acceptance to an institution of higher learning. This will be accomplished through the instruction of relevant computer technologies, basic business and marketing skills, the development of interpersonal skills, communication skills, proper use of relevant equipment, and maintaining a safe and healthy work environment.

EXPLORATORY          (Grade 9)
FRESHMAN EXPLORATORY GENERAL OBJECTIVE:
This program is designed to introduce grade 9 students to a five day program which will introduce them to the world of business and marketing. They will be exposed to related theory and shop procedures and functions  that marketing students typically experience.
EXPLORATORY SPECIFIC OBJECTIVE:

The Students will be introduced to and perform general duties in a retail environment consisting of greeting and serving customers, answering the phone, completing receipts, delivering items, taking inventory of supplies, and maintaining a safe healthy work environment. Students will also be instructed on the use of and functions of the cash register.  

1. Demonstrate health and safety practices.
2. Demonstrate effective customer service skills. 
3. Demonstrate the selling process.

4. Create and maintain visual displays.

5. Develop a floor plan.

6. Maintain stock, customer service areas.

7. Demonstrate basic math skills.

8. Demonstrate writing skills.

 EXPLORATORY COURSE OF STUDY:

1.B.03a Identify, describe and demonstrate personal, shop and job site safety practices and procedures. 

1.B.04a Demonstrate safe dress and use of relevant safety gear and personal protective equipment (PPE), including wrist rests, adjustable workspaces and equipment, gloves, boots, earplugs, eye protection, and breathing apparatus. 

1.B.05a Illustrate appropriate safe body mechanics, including proper lifting techniques and ergonomics. 

1.B.06a Locate emergency equipment in your lab, shop, and classroom, including (where appropriate) eyewash stations, shower facilities, sinks, fire extinguishers, fire blankets, telephone, master power switches, and emergency exits. 

1.B.07a Demonstrate the safe use, storage, and maintenance of every piece of equipment in the lab, shop, and classroom. 

1.B.08a Describe safety practices and procedures to be followed when working with and around electricity. 

1.B.10a Demonstrate proper workspace cleaning procedures. 

2.A.01c Describe customer types and the importance of customer service. 

2.A.02c Demonstrate ways to greet and assist a customer in appropriate ways. 

2.A.03c Demonstrate ways to respond to customers and exceed their expectations. 

2.A.04c Demonstrate ways to resolve customer service complaints in a professional and appropriate manner. 

2.A.05c Identify the steps to manage dissatisfied customers. 

2.A.06c Explain ways to reduce customer service stress to both workers and the consumer. 

2.A.07 Define quality service from a consumer/customer perspective. 

2.C.01c Demonstrate the selling process. 

2.L.04 Create, maintain and dismantle visual displays. 

2.L.05 Develop a floor plan. 

2.L.06 Maintain stock, selling and customer service areas 

English Language Arts.
3.A.02c            Apply steps for obtaining information from a variety of sources, organizing         information, documenting sources, and presenting research in individual projects:
           Math skills.

3.B.01c       Given the formulas, convert from one system of measurement to another. Use technology as appropriate.
3.B.02c       Compare, order, estimate, and translate among integers, fractions and mixed numbers (i.e., rational numbers), decimals, and percents.
FRESHMAN      (Grade 9)
GENERAL  OBJECTIVE:
The students will be introduced to the world of marketing. They will be introduced to the basic understanding of the necessary skills to operate a retail business including the economic principles of the free enterprise system.  They will also be introduced to the equipment used in the business community and how to maintain a safe and healthy work environment. 
SPECIFIC  OBJECTIVE:

1.     Define health and safety regulations.

2.     Define health and safety practices.

3.     Demonstrate responses to situations that threaten health and safety.

4.     Demonstrate effective customer service skills.

5.     Describe and demonstrate how to utilize telecommunication devices and activities. 
6.     Demonstrate economic steps and concepts.

7.    Define economic concepts and principles.

8.     Demonstrate basic math skills

9.     Demonstrate basic reading and communication skills.

COURSE  OF STUDY:

1.A  Define health and safety regulations.

1.A.01 a
Identify and apply OSHA and other health and safety regulations that apply to specific tasks and jobs in the occupational area.

1.A.02 a
Identify and apply EPA and other environmental protection regulations that apply to specific tasks and jobs in the occupational area.

1.A.03 a
Identify and apply Right-To-Know (Hazard Communication Policy) and other communicative regulations that apply to specific tasks and jobs in the occupational area.

1.A.04 a
Explain procedures for documenting and reporting hazards to appropriate authorities.

1.A.05 a
List penalties for non-compliance with appropriate health and safety regulations.

1.A.06 a
Identify contact information for appropriate health and safety agencies and resources.

1.B  Demonstrate health and safety practices.

1.B.01 a
Identify, describe and demonstrate the effective use of Material Safety Data Sheets (MSDS).

1.B.02 a
Read chemical, product, and equipment labels to determine appropriate health and safety considerations.

1.B.03 a
Identify, describe and demonstrate personal, shop and job site safety practices and procedures.

1.B.04 a
Demonstrate safe dress and use of relevant safety gear and personal protective equipment (PPE), including wrist rests, adjustable workspaces and equipment, gloves, boots, earplugs, eye protection, and breathing apparatus.

1.B.05 a
Illustrate appropriate safe body mechanics, including proper lifting techniques and ergonomics.

1.B.06 a
Locate emergency equipment in your lab, shop, and classroom, including (where appropriate) eyewash stations, shower facilities, sinks, fire extinguishers, fire blankets, telephone, master power switches, and emergency exits.

1.B.07 a
Demonstrate the safe use, storage, and maintenance of every piece of equipment in the lab, shop, and classroom.

1.B.08 a
Describe safety practices and procedures to be followed when working with and around electricity.

1.B.09 a
Properly handle, store, dispose of, and recycle hazardous, flammable, and combustible materials. 

1.B.010 a
Demonstrate proper workspace cleaning procedures.

1.B  c
Explain carpal tunnel syndrome, or related repetitive strain injuries, and list exercises to reduce such injury.

1.B   
Describe causes and remedies for eye strain.

1.B   
Describe the relationship between productivity and health.

1.C  Demonstrate responses to situations that threaten health and safety.

1.C.01 a
Illustrate First Aid procedures for potential injuries and other health concerns in the occupational area.

1.C.02 a
Describe the importance of emergency preparedness and an emergency action plan.

1.C.03 a
Illustrate procedures used to handle emergency situations and accidents, including identification, reporting, response, evacuation plans, and follow-up procedures.

1.C.04 a
Identify practices used to avoid accidents.

1.C.05 a
Identify and describe fire protection, precautions and response procedures.

1.C.06 a
Discuss the role of the individual and the company/organization in ensuring workplace safety.

1.C.07 a
Discuss ways to identify and prevent workplace/school violence.

2.A Demonstrate effective customer service skills. 
2.A.01c Describe customer types and the importance of customer service. 

2.A.02c Demonstrate ways to greet and assist a customer in appropriate ways. 

2.A.03c Demonstrate ways to respond to customers and exceed their expectations. 

2.A.04c Demonstrate ways to resolve customer service complaints in a professional and appropriate manner. 

2.A.05c Identify the steps to manage dissatisfied customers. 

2.A.06c Explain ways to reduce customer service stress to both workers and the consumer. 

2.A.07 Define quality service from a consumer/customer perspective. 

2.B Describe and demonstrate how to utilize telecommunication devices and activities. 
2.B.01c Illustrate and apply e-commerce practices to a variety of situations. 

2.B.02c Identify methods of transmitting information using telephone technology. 

2.B.03c Demonstrate proper listening and speaking skills. 

2.B.04c Record messages accurately and completely.    
2.J  Demonstrate the steps of the sales cycle.

2.J.01  
List and demonstrate the steps of a sales cycle to ensure complete customer satisfaction.

2.J.02  
Demonstrate methods to handle customer questions and objections.

2.J.03 
            Demonstrate ability to close the sale and perform follow-up activities.

2.J.04  
Process all methods of sales transactions.

2.J.05 
            Prepare register/point of sale for operations.

2.J.06   
Close register/point of sales for operations.

2.J.07 
            Process telephone, email, and fax orders.

2.J.08  
Process appropriate sales documentation.

2.S  Define economic concepts and principles.

2.S,01  
Identify common economic systems.

2.S.02  
Define profit.

2.S.03  
Explain how an organization faces economic risks.

2.S.04  
Define Gross National Product.

2.S.05  
Explain the difference between goods and services.

2.S.06  
Identify economic resources.

2.S.07  
Explain the concept of a utility.

2.S.08  
 Describe the effects of the relationship between supply and demand.

2.S.09  
Explain how prices are set.

2.S.10  
Explain business cycles.

2.S.11  
Analyze international trade considerations and requirements.

English Language Arts.
3.A.02c            Apply steps for obtaining information from a variety of sources, organizing         information, documenting sources, and presenting research in individual projects:
3.A.04c            Identify and use knowledge of common graphic features (charts, maps,     diagrams 

3.A.06c         Formulate open-ended research questions and apply steps for obtaining and evaluating information from a variety of sources, organizing information, documenting sources in a consistent and standard format, and presenting research. 

3.A.15c            Select and utilize a variety of reading strategies based on task at hand (skim reading, technical documentation, accounts, editing tasks, analysis and evaluation tasks).

3.A.16c           Write formal communication documents using correct format and language rules to convey a message, announcement or directive.

3.A.17c            Identify and use language features for data and document management. (i.e. file management, customer account management, etc).
3.A.27            Create publications that ‘promote’ and/or ‘sell’ a product while following language rules and maintaining accuracy. 
           Math skills.

3.B.01c       Given the formulas, convert from one system of measurement to another. Use technology as appropriate.
3.B.02c       Compare, order, estimate, and translate among integers, fractions and mixed numbers (i.e., rational numbers), decimals, and percents.
Sophomore       (Grade 10)
GENERAL  OBJECTIVE:
The students will be introduced to the world of marketing. They will be introduced and will attain a basic understanding of the necessary skills to operate a retail business, the operation of the equipment used, and a basic understanding of the economic principles of the free enterprise systems. They will also be introduced to various computer programs typically used in business.  They will also attain skills to maintain a safe and healthy work environment. 
SPECIFIC  OBJECTIVE:

1.      Define health and safety regulations.

2.      Define health and safety practices.

3.      Demonstrate responses to situations that threaten health and safety.   

4.      Demonstrate effective customer service skills.

5.       Describe and demonstrate how to utilize telecommunication devices and activities.

6.       Exhibit techniques to market products and services.

7.       Describe and demonstrate management activities. 

8.       Plan and participate in business meetings.

9.       Exhibit ethical conduct in business negotiations or operations.

10.      Demonstrate economic steps and concepts.

11.      Define economic concepts and principles.

12.       Demonstrate basic math skills

13.       Demonstrate basic reading and communication skills

COURSE  OF STUDY:
1.C.08 a
Identify and apply OSHA and other health and safety regulations that apply to specific tasks and jobs in the occupational area.

1.C.09 a
Identify and apply EPA and other environmental protection regulations that apply to specific tasks and jobs in the occupational area.

1.C.010 a
Identify and apply Right-To-Know (Hazard Communication Policy) and other communicative regulations that apply to specific tasks and jobs in the occupational area.

1.C.011 a
Explain procedures for documenting and reporting hazards to appropriate authorities.

1.C.012 a
List penalties for non-compliance with appropriate health and safety regulations.

1.C.013 a
Identify contact information for appropriate health and safety agencies and resources.

1.C.014 a
Identify, describe and demonstrate the effective use of Material Safety Data Sheets (MSDS).

1.C.015 a
Read chemical, product, and equipment labels to determine appropriate health and safety considerations.

1.C.016 a
Identify, describe and demonstrate personal, shop and job site safety practices and procedures.

1.C.017 a
Demonstrate safe dress and use of relevant safety gear and personal protective equipment (PPE), including wrist rests, adjustable workspaces and equipment, gloves, boots, earplugs, eye protection, and breathing apparatus.

1.C.018 a
Illustrate appropriate safe body mechanics, including proper lifting techniques and ergonomics.

1.C.019 a
Locate emergency equipment in your lab, shop, and classroom, including (where appropriate) eyewash stations, shower facilities, sinks, fire extinguishers, fire blankets, telephone, master power switches, and emergency exits.

1.C.020 a
Demonstrate the safe use, storage, and maintenance of every piece of equipment in the lab, shop, and classroom.

1.C.021 a
Describe safety practices and procedures to be followed when working with and around electricity.

1.C.022 a
Properly handle, store, dispose of, and recycle hazardous, flammable, and combustible materials. 

1.C.023 a
Demonstrate proper workspace cleaning procedures.

1.C  c
Explain carpal tunnel syndrome, or related repetitive strain injuries, and list exercises to reduce such injury.

1.C   
Describe causes and remedies for eye strain.

1.C   
Describe the relationship between productivity and health.

1.C.027 a
Illustrate First Aid procedures for potential injuries and other health concerns in the occupational area.

1.C.028 a
Describe the importance of emergency preparedness and an emergency action plan.

1.C.029 a
Illustrate procedures used to handle emergency situations and accidents, including identification, reporting, response, evacuation plans, and follow-up procedures.

1.C.030 a
Identify practices used to avoid accidents.

1.C.031 a
Identify and describe fire protection, precautions and response procedures.

1.C.032 a
Discuss the role of the individual and the company/organization in ensuring workplace safety.

1.C.033 a
Discuss ways to identify and prevent workplace/school violence

2.A.01 c
Describe customer types and the importance of customer service.

2.A.02 c
Demonstrate ways to greet and assist a customer in appropriate ways.

2.A.03 c
Demonstrate ways to respond to customers and exceed their expectations.

2.A.04 c
Demonstrate ways to resolve customer service complaints in a professional and appropriate manner.

2.A.05 c
Identify the steps to manage dissatisfied customers.

2.A.06 c
Explain ways to reduce customer service stress to both workers and the consumer.

2.A.07  
Define quality service from a consumer/customer perspective.

2.A.08 c
Illustrate and apply e-commerce practices to a variety of situations.

2.A.09 c
Identify methods of transmitting information using telephone technology.

2.A.010 c
Demonstrate proper listening and speaking skills.

2.A.011 c
Record messages accurately and completely.

2.A.012 c
Demonstrate the selling process.

2.A.013 c
List methods and tools used to determine the customer’s needs.

2.A.014 c
Prepare an advertising message incorporating multimedia, print and/or audio technologies.

2.A.015 c
Explain the qualities of good public relations.

2.A.016 c
Research and analyze market information.

2.A.017  
Define characteristics of target markets.

2.A.018 c
Explain the advantages and disadvantages of three major types of businesses ownership.

2.A.019 c
Explain the management functions of planning, organizing, staffing, leading, and controlling.

2.A.020 c
Describe Total Quality Management (TQM) concepts.

2.A.021 c
Develop a mission statement or company objective.

2.A.022 c 
Develop a budget for a business/company.

2.A.023 c
Identify and budget for staffing requirements.

2.A.024  
Explain the procedures and terminology used to lease or purchase facilities.

2.A.025 c
Identify the different types of business meetings.

2.A.026 c
Plan a business meeting.

2.A.027 c
Prepare documents related to business meetings.

2.A.028 c
Compare and contrast skills used participate effectively in meetings and online meetings.

2.A.029 c
List typical ways a business obtains capital.

2.A.030 c
Describe the importance of accounting in a business.

2.A.031 c
Describe key implications for a company which grants credit.

2.A.032 c
Describe how a company estimates and bids for a contract.

2.A.033 c
Describe how paycheck deductions affect a worker.

2.A.034 c
Describe the importance of cost containment in a company.

2.A.035 c
List advantages/disadvantages of hourly and salaried pay schemes.

2.A.036 c
Describe appropriate cash handling practices in a business.

2.A.037  
Explain how Return on Investment affects a marketing plan.

2.A.038  
Distinguish between simple and compound interest.

2.A.039  
Define the effects of inflation.

2.A.040 c
Define scope of work to achieve individual and group goals.

2.A.041 c
Identify stakeholders and decision makers.

2.A.042 c
Identify escalation procedures.

2.A.043 c
Develop work breakdown structures.

2.A.044 c
Evaluate project requirements.

2.A.045 c
Identify required resources and budget.

2.A.046 c
Estimate time requirements.

2.A.047 c
Develop initial project management flow chart.

2.A.048 c
Identify interdependencies within a project management plan.

2.A.049 c
Identify and track critical milestones.

2.A.050 c
Evaluate risks and prepare contingency plan.

2.A.051 c
Participate in project phase review and report project status.

2.A.052 c
Identify project management software.

2.A.053 c
Develop method of evaluation.

2.A.054 c
Formulate a task strategy.

2.A.055 c
Prioritize tasks according to customer needs.

2.A.056 c
Devise plan of action.

2.A.057  
Identify means of managing change.

2.A.058 c
Explain difference between ethical values, business practice, and legal responsibility
.

2.A.059 c
Explain the distinctions between both personal and professional conduct.

2.A.060 c
Identify strategies for improving professional conduct in specific business situations.

2.A.061  
Explain the proper handling of confidential information.

2.J   

2.J.01  
List and demonstrate the steps of a sales cycle to ensure complete customer satisfaction.

2.J.02  
Demonstrate methods to handle customer questions and objections.

2.J.03 
            Demonstrate ability to close the sale and perform follow-up activities.

2.J.04  
Process all methods of sales transactions.

2.J.05 
            Prepare register/point of sale for operations.

2.J.06   
Close register/point of sales for operations.

2.J.07 
            Process telephone, email, and fax orders.

2.J.08  
Process appropriate sales documentation.

2.S   

2.S,01  
Identify common economic systems.

2.S.02  
Define profit.

2.S.03  
Explain how an organization faces economic risks.

2.S.04  
Define Gross National Product.

2.S.05  
Explain the difference between goods and services.

2.S.06  
Identify economic resources.

2.S.07  
Explain the concept of a utility.

2.S.08  
 Describe the effects of the relationship between supply and demand.

2.S.09  
Explain how prices are set.

2.S.10  
Explain business cycles.

2.S.11  
Analyze international trade considerations and requirements.

 English Language Arts.

3.A.15c            Select and utilize a variety of reading strategies based on task at hand (skim reading, technical documentation, accounts, editing tasks, analysis and evaluation tasks).

3.A.16c           Write formal communication documents using correct format and language rules to convey a message, announcement or directive.

3.A.17c            Identify and use language features for data and document management. (i.e. file management, customer account management, etc).
3.A.27            Create publications that ‘promote’ and/or ‘sell’ a product while following language rules and maintaining accuracy. 
3.A.28             Identify and explore legal issues and ethical concepts associated with marketing documents and publications. 
3.A.29            Apply and follow copy right regulations to written and media produced products. 
3.A.30            Develop and edit written documents for internet environments

           Math skills.

3.B.01c       Given the formulas, convert from one system of measurement to another. Use technology as appropriate.
3.B.02c       Compare, order, estimate, and translate among integers, fractions and mixed numbers (i.e., rational numbers), decimals, and percents.
4.A.01 a
Evaluate industries, organizations, and careers based on multiple sources of research and information.

4.A.02 a
Assess interest areas to determine potential career pathways, including career ladders.

4.A.03 a
Develop a career plan with alternatives.

4.A.04 a
Complete job applications and related employment documents (e.g. W-4).

4.A.05 a
Create professional cover letters, resumes, and portfolios in a variety of formats (print and electronic).

4.A.06 a
Apply job search skills to seek, evaluate, apply for, and accept employment.

4.A.07 a
Demonstrate good interviewing skills.

4.A.08 a
Demonstrate employability skills needed to get and keep a job.

4.A.09 a
Assess alternative occupational choices (e.g. working conditions, benefits, and opportunities to change).
4.A.010 a
Apply strategies to enhance effectiveness of all types of communications in the workplace.

4.A.011 a
Apply reading skills and strategies to work-related documents.

4.A.012 a
Locate information from books, journals, magazines, and the Internet.

4.A.013 a
Apply basic writing skills to work-related communication.

4.A.014 a
Write work-related materials.

4.A.015 a
Explain information presented graphically.

4.A.016 a
Use writing/publishing/presentation applications.

4.A.017 a
Apply basic skills for work-related oral communication.

4.A.018 a
Explain proper telephone etiquette and skills.

4.A.019 a
Lead formal and informal group discussions.

4.A.020 a
Demonstrate effective negotiation and conflict management.

4.A.021 a
Apply active listening skills to obtain and clarify information.

4.A.022 a
Communicate with others in a diverse workforce.

4.A.023 a
Demonstrate skills used to define and analyze a given problem.

4.A.024 a
Explain the importance and dynamics of individual and teamwork approaches of problem solving.

4.A.025 a
Describe methods of researching and validating reliable information relevant to the problem.

4.A.026 a
Explain strategies used to formulate ideas, proposals and solutions to problems.

4.A.027 a
Select potential solutions based on reasoned criteria.

4.A.028 a
Implement and evaluate solution(s).

4.A.029 a
Identify time management and task prioritization skills.

4.A.030 a
Explain the importance of following workplace etiquette/protocol.

4.A.031 a
Demonstrate willingness to learn and further develop skills.

4.A.032 a
Demonstrate self-management skills.

4.A.033 a
List causes of stress and effective stress management techniques.

4.A.034 a
Describe the importance of having a positive attitude and techniques that boost morale.

4.A.035 a
Show initiative by coming up with unique solutions and taking on extra responsibilities.

4.A.036 a
Explain the importance of setting goals and demonstrate the ability to set, reach, and evaluate goals.

4.A.037 a
Explain the importance of taking pride in work accomplished and extrinsic and intrinsic motivators that can be used to increase pride.

4.A.038 a
Value the importance of professionalism, including reliability, honesty, responsibility, and ethics.

4.A.039 a
Demonstrate a respect for diversity and its benefit to the workplace. 
5.A.01 a
Define entrepreneurship.

5.A.02 a
Describe the relationship between suppliers, producers, and consumers.

5.A.03 a
Compare and contrast types of businesses, including sole proprietorships, small businesses, companies, corporations, governmental agencies, and non-profit organizations.

5.A.04 a
Describe practices that ensure quality customer service.

5.A.05 a
Explain the value of competition in business/field.

5.A.06 a
Identify a company’s/organization’s chain of command and organizational structure.

5.A.07 a
Define and demonstrate leadership and teamwork skills.

5.A.08 a
Explain ways a company or organization can market itself, including choosing a name, designing logos and promotional materials, advertising, and the importance of word-of-mouth.

5.A.09 a
Identify methods to track inventory, productivity, income, expenses, and personnel .

5.A.010 a
Explain the importance of written operating procedures and policies.

5.A.011 a
Identify professional organizations and their benefits.

5.A.012 a
Explain methods to effectively run a meeting.Describe methods for managing, organizing, retrieving and reporting financial data.
5.A.013 a
Explain the role of small businesses in the economy.

5.A.014 a
Extract and extrapolate data from financial documents, such as a pay-stub, budget, tax statement, and financial report.

5.A.015 a
List federal and state mandated employee rights.

5.A.016 a
Describe proper working conditions for your industry.

5.A.017 a
Explain the role of labor organizations.

5.A.018 a
Discuss the importance of diversity and list methods of encouraging diversity in the workplace.

5.A.019 a
Describe standard forms of employment contracts applicable to your industry.

5.A.020 a
State the current minimum wage, as well as wages for common jobs found within the field.

5.A.021 a
List opportunities for continual professional development.

5.A.022 a
Describe the role that the industry/organization plays in different communities.

5.A.023 a
Describe the role that community interests play in a company’s/organization’s decision-making process.

5.A.024 a
Identify laws that regulate businesses/organizations in your field.

5.A.025 a
Define the requirements for and protections given by copyright and trademark law.

5.A.026 a
Define the impact of the Americans with Disabilities Act and other civil rights legislation on your business/organization, employees, and customers.

5.A.027 a
Define ethical business practices for your field.

5.A.028 a
Identify trade-specific practices that support clean energy technologies and encourage environmental sustainability.

6.A.01 a
Select and utilize the appropriate technology to solve a problem or complete a task.

6.A.02 a
Demonstrate file management skills (e.g., install new software, compress and expand files as needed, download files as appropriate).

6.A.03 a
Differentiate between different operating systems and demonstrate use of at least one to open and switch between programs and files.

6.A.04 a
Identify and demonstrate resolutions to simple hardware and software problems as they occur (e.g., frozen screen, disk error, printing problems).

6.A.05 a
Save, retrieve, load, format, and import data into, and export a variety of electronic documents (word processing, spreadsheet, database, AND desktop publishing).

6.A.06 a
Demonstrate the proper use of a variety of external peripherals and how they connect to a computer.

6.A.07 a
Illustrate methods of selecting and using search engines.

6.A.08 a
Send, receive, and manage electronic correspondence and files, in accordance with school policy.

6.A.09 a
Demonstrate proper use of electronic proofreading tools and explain reasons why these shouldn’t be relied upon solely.

6.A.010 a
Identify ways in which technology is used in the workplace and in society.

6.A.011 a
Summarize the rights and responsibilities of the school's Acceptable Use Policy.

6.A.012 a
Explain laws restricting use of copyrighted materials on the Internet.

6.A.013 a
Discuss the concerns about electronic communications, privacy and security, including protection from spyware and viruses.

6.A.014 a
Locate, evaluate, collect, and process information from a variety of electronic sources.

6.A.015 a
Demonstrate the use of telecommunications and other media to interact or collaborate with peers, experts, and other audiences.

6.A.016 a
Demonstrate the use of appropriate electronic sources to conduct research (e.g., Web sites, online periodical databases, and online catalogs).

6.A.017 a
Demonstrate proper style (with correct citations) when integrating electronic research results into a research project.

6.A.018 a
Collect, organize, analyze, and graphically present data using the most appropriate tools.

6.A.019 a
Present information, ideas, and results of work using any of a variety of communications technologies (e.g., multimedia presentations, Web pages, videotapes, desktop-published documents).

6.A.020 a
Identify capabilities of technology resources and describe how they can be used for lifelong learning.

6.A.021 a
Demonstrate the proper use of electronic tools and office communications equipment (telephone, fax, copier, etc).

JUNIORS        (Grade 11)
GENERAL  OBJECTIVE:

The students should attain the basic skills necessary to operate, analyze, supervise, coordinate, and organize all functions of a small retail business. They will also demonstrate a basic understanding of the necessary skills to operate the various equipment and technologies used in a business environment. They will further their understanding of the economic principles of the free enterprise system.  They will also demonstrate their knowledge required to maintain a safe and healthy work environment .
SPECIFIC  OBJECTIVE:

1.      Define health and safety regulations.

2.      Define health and safety practices.

3.      Demonstrate responses to situations that threaten health and safety.

4.      Demonstrate effective customer service skills.

5.      Describe and demonstrate how to utilize telecommunication devices and activities.

6.      Exhibit techniques to market products and services.

7.      Describe and demonstrate management activities. 

8.      Plan and participate in business meetings.

9.      Describe the functions of business finance.

10.    Demonstrate project management skills.

11.    Exhibit ethical conduct in business negotiations or operations.

12.    Demonstrate procedures to purchase merchandise.

13.    Demonstrate the steps of the sales cycle.

14.    Show how to distribute products and services.

Employability Knowledge Skills

15.    Develop employability skills to secure and keep employment in chosen field.

16.    Communicate in multiple modes to address needs within the career and technical field.

17.    Solve problems using critical thinking.

18.    Demonstrate positive work behaviors.

Management and Entrepreneurship Knowledge Skills

19.      Analyze basic business practices required to start and run a company/ organizations.

20.      Manage all resources related to a business/ organization.

21.      Describe methods for managing, organizing, retrieving and reporting financial data.

22.      Apply labor and civil rights law and guidelines to business practice and decisions.

23.      Evaluate the effects of community relations on companies and the industry.

24.      Apply legal requirements and ethical considerations to business practice and decisions.

Technological Knowledge and Skills

25.      Demonstrate proficiency in the use of computers and applications as well as an                 understanding of concepts underlying hardware, software, and connectivity.         

26.      Demonstrate responsible use of technology and an understanding of ethics and safety issues in using electronic media.

27.      Demonstrate ability to use technology for research, problem solving, and communication.

Embedded Academics Knowledge and Skills
28.        Demonstrate basic math skills.

29.        Demonstrate basic reading and communication skills

COURSE  OF STUDY:

1.A Define health and safety regulations. 
1.C.034 a
Identify and apply OSHA and other health and safety regulations that apply to specific tasks and jobs in the occupational area.

1.C.035 a
Identify and apply EPA and other environmental protection regulations that apply to specific tasks and jobs in the occupational area.

1.C.036 a
Identify and apply Right-To-Know (Hazard Communication Policy) and other communicative regulations that apply to specific tasks and jobs in the occupational area.

1.C.037 a
Explain procedures for documenting and reporting hazards to appropriate authorities.

1.C.038 a
List penalties for non-compliance with appropriate health and safety regulations.

1.C.039 a
Identify contact information for appropriate health and safety agencies and resources.

1.C.040 a
Identify, describe and demonstrate the effective use of Material Safety Data Sheets (MSDS).

1.C.041 a
Read chemical, product, and equipment labels to determine appropriate health and safety considerations.

1.C.042 a
Identify, describe and demonstrate personal, shop and job site safety practices and procedures.

1.C.043 a
Demonstrate safe dress and use of relevant safety gear and personal protective equipment (PPE), including wrist rests, adjustable workspaces and equipment, gloves, boots, earplugs, eye protection, and breathing apparatus.

1.C.044 a
Illustrate appropriate safe body mechanics, including proper lifting techniques and ergonomics.

1.C.045 a
Locate emergency equipment in your lab, shop, and classroom, including (where appropriate) eyewash stations, shower facilities, sinks, fire extinguishers, fire blankets, telephone, master power switches, and emergency exits.

1.C.046 a
Demonstrate the safe use, storage, and maintenance of every piece of equipment in the lab, shop, and classroom.

1.C.047 a
Describe safety practices and procedures to be followed when working with and around electricity.

1.C.048 a
Properly handle, store, dispose of, and recycle hazardous, flammable, and combustible materials. 

1.C.049 a
Demonstrate proper workspace cleaning procedures.

1.C  c
Explain carpal tunnel syndrome, or related repetitive strain injuries, and list exercises to reduce such injury.

1.C   
Describe causes and remedies for eye strain.

1.C   
Describe the relationship between productivity and health.

1.C.053 a
Illustrate First Aid procedures for potential injuries and other health concerns in the occupational area.

1.C.054 a
Describe the importance of emergency preparedness and an emergency action plan.

1.C.055 a
Illustrate procedures used to handle emergency situations and accidents, including identification, reporting, response, evacuation plans, and follow-up procedures.

1.C.056 a
Identify practices used to avoid accidents.

1.C.057 a
Identify and describe fire protection, precautions and response procedures.

1.C.058 a
Discuss the role of the individual and the company/organization in ensuring workplace safety.

1.C.059 a
Discuss ways to identify and prevent workplace/school violence

            Demonstrate effective customer service skills 
2.A.062 c
Describe customer types and the importance of customer service.

2.A.063 c
Demonstrate ways to greet and assist a customer in appropriate ways.

2.A.064 c
Demonstrate ways to respond to customers and exceed their expectations.

2.A.065 c
Demonstrate ways to resolve customer service complaints in a professional and appropriate manner.

2.A.066 c
Identify the steps to manage dissatisfied customers.

2.A.067 c
Explain ways to reduce customer service stress to both workers and the consumer.

2.A.068  
Define quality service from a consumer/customer perspective.

2.A.069 c
Illustrate and apply e-commerce practices to a variety of situations.

2.A.070 c
Identify methods of transmitting information using telephone technology.

2.A.071 c
Demonstrate proper listening and speaking skills.

2.A.072 c
Record messages accurately and completely.

2.B .

2.B.01 c
Demonstrate the selling process.

2.B.02 c
List methods and tools used to determine the customer’s needs.

2.B.03 c
Prepare an advertising message incorporating multimedia, print and/or audio technologies.

2.B.04 c
Explain the qualities of good public relations.

2.B.05 c
Research and analyze market information.

2.B.06  
Define characteristics of target markets.

2.B.07 c
Explain the advantages and disadvantages of three major types of businesses ownership.

2.B.08 c
Explain the management functions of planning, organizing, staffing, leading, and controlling.

2.B.09 c
Describe Total Quality Management (TQM) concepts.

2.B.010 c
Develop a mission statement or company objective.

2.B.011 c 
Develop a budget for a business/company.

2.B.012 c
Identify and budget for staffing requirements.

2.B.013  
Explain the procedures and terminology used to lease or purchase facilities.

2.B.014 c
Identify the different types of business meetings.

2.B.015 c
Plan a business meeting.

2.B.016 c
Prepare documents related to business meetings.

2.B.017 c
Compare and contrast skills used participate effectively in meetings and online meetings.

2.B.018 c
List typical ways a business obtains capital.

2.B.019 c
Describe the importance of accounting in a business.

2.B.020 c
Describe key implications for a company which grants credit.

2.B.021 c
Describe how a company estimates and bids for a contract.

2.B.022 c
Describe how paycheck deductions affect a worker.

2.B.023 c
Describe the importance of cost containment in a company.

2.B.024 c
List advantages/disadvantages of hourly and salaried pay schemes.

2.B.025 c
Describe appropriate cash handling practices in a business.

2.B.026  
Explain how Return on Investment affects a marketing plan.

2.B.027  
Distinguish between simple and compound interest.

2.B.028  
Define the effects of inflation.

2.B.029 c
Define scope of work to achieve individual and group goals.

2.B.030 c
Identify stakeholders and decision makers.

2.B.031 c
Identify escalation procedures.

2.B.032 c
Develop work breakdown structures.

2.B.033 c
Evaluate project requirements.

2.B.034 c
Identify required resources and budget.

2.B.035 c
Estimate time requirements.

2.B.036 c
Develop initial project management flow chart.

2.B.037 c
Identify interdependencies within a project management plan.

2.B.038 c
Identify and track critical milestones.

2.B.039 c
Evaluate risks and prepare contingency plan.

2.B.040 c
Participate in project phase review and report project status.

2.B.041 c
Identify project management software.

2.B.042 c
Develop method of evaluation.

2.B.043 c
Formulate a task strategy.

2.B.044 c
Prioritize tasks according to customer needs.

2.B.045 c
Devise plan of action.

2.B.046  
Identify means of managing change.

2.B.047 c
Explain difference between ethical values, business practice, and legal responsibility
.

2.B.048 c
Explain the distinctions between both personal and professional conduct.

2.B.049 c
Identify strategies for improving professional conduct in specific business situations.

2.B.050  
Explain the proper handling of confidential information.

2.B.051  
Calculate open to buy.

2.B.052  
Describe purchasing in terms of products, quantities, and timing purchases.

2.B.053  
Complete a purchase order.

2.B.054  
Demonstrate ability to place orders/re-orders.

2.B.055  
List and demonstrate the steps of a sales cycle to ensure complete customer satisfaction.

2.B.056  
Demonstrate methods to handle customer questions and objections.

2.B.057  
Demonstrate ability to close the sale and perform follow-up activities.

2.B.058  
Process all methods of sales transactions.

2.B.059  
Prepare register/point of sale for operations.

2.B.060  
Close register/point of sales for operations.

2.B.061  
Process telephone, email, and fax orders.

2.B.062  
Process appropriate sales documentation.

2.B.063  
Explain the channel of distribution.

2.B.064  
Demonstrate effective practices of receiving, handling, and shipping merchandise.

2.B.065  
Explain the difference between storage and distribution of perishable and non-perishable goods.

2.B.066  
Demonstrate inventory management strategies.

2.B.067  
Explain methods used to price merchandise.

2.B.068  
Demonstrate ability to ticket merchandise.

2.B.069  
Explain procedures used to store and warehouse products.

2.B.070  
Identify the effects of e-commerce on traditional retailing.

2.B.071  
Develop an advertising campaign.

2.B.072  
Identify historically successful and unsuccessful sales campaigns.

2.B.073  
Prepare an advertising message; visual, print or audio.

2.B.074  
Create, maintain and dismantle visual displays.

2.B.075  
Develop a floor plan.

2.B.076  
Maintain stock, selling and customer service areas.

2.B.077  
Maintain product presentation, rotation, and displays.

2.B.078  
Implement public relations activities.

2.B.079  
Determine the relationship between product positioning against competition.

2.B.080  
Explain product packaging considerations.

2.S 

2.S,01  
Identify common economic systems.

2.S.02  
Define profit.

2.S.03  
Explain how an organization faces economic risks.

2.S.04  
Define Gross National Product.

2.S.05  
Explain the difference between goods and services.

2.S.06  
Identify economic resources.

2.S.07  
Explain the concept of a utility.

2.S.08  
 Describe the effects of the relationship between supply and demand.

2.S.09  
Explain how prices are set.

2.S.10  
Explain business cycles.

2.S.11  
Analyze international trade considerations and requirements.

English Language Arts.

3.A.15c            Select and utilize a variety of reading strategies based on task at hand (skim reading, technical documentation, accounts, editing tasks, analysis and evaluation tasks).

3.A.16c           Write formal communication documents using correct format and language rules to convey a message, announcement or directive.

3.A.17c            Identify and use language features for data and document management. (i.e. file management, customer account management, etc).
3.A.27            Create publications that ‘promote’ and/or ‘sell’ a product while following language rules and maintaining accuracy. 
3.A.28             Identify and explore legal issues and ethical concepts associated with marketing documents and publications. 
3.A.29            Apply and follow copy right regulations to written and media produced products. 
3.A.30            Develop and edit written documents for internet environments. 

           Math Skills.

3.B.11              Perform regional and local marketing analysis including feasibility,           potential earning and other industry appropriate computations.

3.B.12            Present marketing statistics and data analysis through written reports and oral presentations in coherent and clear manner.
4.B  Develop employability skills to secure and keep employment in chosen field.

4.B.01 a
Evaluate industries, organizations, and careers based on multiple sources of research and information.

4.B.02 a
Assess interest areas to determine potential career pathways, including career ladders.

4.B.03 a
Develop a career plan with alternatives.

4.B.04 a
Complete job applications and related employment documents (e.g. W-4).

4.B.05 a
Create professional cover letters, resumes, and portfolios in a variety of formats (print and electronic).

4.B.06 a
Apply job search skills to seek, evaluate, apply for, and accept employment.

4.B.07 a
Demonstrate good interviewing skills.

4.B.08 a
Demonstrate employability skills needed to get and keep a job.

4.B.09 a
Assess alternative occupational choices (e.g. working conditions, benefits, and opportunities to change).

4.B.010 a
Apply strategies to enhance effectiveness of all types of communications in the workplace.

4.B.011 a
Apply reading skills and strategies to work-related documents.

4.B.012 a
Locate information from books, journals, magazines, and the Internet.

4.B.013 a
Apply basic writing skills to work-related communication.

4.B.014 a
Write work-related materials.

4.B.015 a
Explain information presented graphically.

4.B.016 a
Use writing/publishing/presentation applications.

4.B.017 a
Apply basic skills for work-related oral communication.

4.B.018 a
Explain proper telephone etiquette and skills.

4.B.019 a
Lead formal and informal group discussions.

4.B.020 a
Demonstrate effective negotiation and conflict management.

4.B.021 a
Apply active listening skills to obtain and clarify information.

4.B.022 a
Communicate with others in a diverse workforce.

4.B.023 a
Demonstrate skills used to define and analyze a given problem.

4.B.024 a
Explain the importance and dynamics of individual and teamwork approaches of problem solving.

4.B.025 a
Describe methods of researching and validating reliable information relevant to the problem.

4.B.026 a
Explain strategies used to formulate ideas, proposals and solutions to problems.

4.B.027 a
Select potential solutions based on reasoned criteria.

4.B.028 a
Implement and evaluate solution(s).

4.B.029 a
Identify time management and task prioritization skills.

4.B.030 a
Explain the importance of following workplace etiquette/protocol.

4.B.031 a
Demonstrate willingness to learn and further develop skills.

4.B.032 a
Demonstrate self-management skills.

4.B.033 a
List causes of stress and effective stress management techniques.

4.B.034 a
Describe the importance of having a positive attitude and techniques that boost morale.

4.B.035 a
Show initiative by coming up with unique solutions and taking on extra responsibilities.

4.B.036 a
Explain the importance of setting goals and demonstrate the ability to set, reach, and evaluate goals.

4.B.037 a
Explain the importance of taking pride in work accomplished and extrinsic and intrinsic motivators that can be used to increase pride.

4.B.038 a
Value the importance of professionalism, including reliability, honesty, responsibility, and ethics.

4.B.039 a
Demonstrate a respect for diversity and its benefit to the workplace.

5.A.029 a
Define entrepreneurship.

5.A.030 a
Describe the relationship between suppliers, producers, and consumers.

5.A.031 a
Compare and contrast types of businesses, including sole proprietorships, small businesses, companies, corporations, governmental agencies, and non-profit organizations.

5.A.032 a
Describe practices that ensure quality customer service.

5.A.033 a
Explain the value of competition in business/field.

5.A.034 a
Identify a company’s/organization’s chain of command and organizational structure.

5.A.035 a
Define and demonstrate leadership and teamwork skills.

5.A.036 a
Explain ways a company or organization can market itself, including choosing a name, designing logos and promotional materials, advertising, and the importance of word-of-mouth.

5.A.037 a
Identify methods to track inventory, productivity, income, expenses, and personnel .

5.A.038 a
Explain the importance of written operating procedures and policies.

5.A.039 a
Identify professional organizations and their benefits.

5.A.040 a
Explain methods to effectively run a meeting.

5.A.041 a
Explain the role of small businesses in the economy.

5.A.042 a
Extract and extrapolate data from financial documents, such as a pay-stub, budget, tax statement, and financial report.

5.A.043 a
List federal and state mandated employee rights.

5.A.044 a
Describe proper working conditions for your industry.

5.A.045 a
Explain the role of labor organizations.

5.A.046 a
Discuss the importance of diversity and list methods of encouraging diversity in the workplace.

5.A.047 a
Describe standard forms of employment contracts applicable to your industry.

5.A.048 a
State the current minimum wage, as well as wages for common jobs found within the field.

5.A.049 a
List opportunities for continual professional development.

5.A.050 a
Describe the role that the industry/organization plays in different communities.

5.A.051 a
Describe the role that community interests play in a company’s/organization’s decision-making process.

5.A.052 a
Identify laws that regulate businesses/organizations in your field.

5.A.053 a
Define the requirements for and protections given by copyright and trademark law.

5.A.054 a
Define the impact of the Americans with Disabilities Act and other civil rights legislation on your business/organization, employees, and customers.

5.A.055 a
Define ethical business practices for your field.

5.A.056 a
Identify trade-specific practices that support clean energy technologies and encourage environmental sustainability. 
6.A.022 a
Select and utilize the appropriate technology to solve a problem or complete a task.

6.A.023 a
Demonstrate file management skills (e.g., install new software, compress and expand files as needed, download files as appropriate).

6.A.024 a
Differentiate between different operating systems and demonstrate use of at least one to open and switch between programs and files.

6.A.025 a
Identify and demonstrate resolutions to simple hardware and software problems as they occur (e.g., frozen screen, disk error, printing problems).

6.A.026 a
Save, retrieve, load, format, and import data into, and export a variety of electronic documents (word processing, spreadsheet, database, AND desktop publishing).

6.A.027 a
Demonstrate the proper use of a variety of external peripherals and how they connect to a computer.

6.A.028 a
Illustrate methods of selecting and using search engines.

6.A.029 a
Send, receive, and manage electronic correspondence and files, in accordance with school policy.

6.A.030 a
Demonstrate proper use of electronic proofreading tools and explain reasons why these shouldn’t be relied upon solely.
6.A.031 a
Identify ways in which technology is used in the workplace and in society.

6.A.032 a
Summarize the rights and responsibilities of the school's Acceptable Use Policy.

6.A.033 a
Explain laws restricting use of copyrighted materials on the Internet.

6.A.034 a
Discuss the concerns about electronic communications, privacy and security, including protection from spyware and viruses.

6.A.035 a
Locate, evaluate, collect, and process information from a variety of electronic sources.

6.A.036 a
Demonstrate the use of telecommunications and other media to interact or collaborate with peers, experts, and other audiences.

6.A.037 a
Demonstrate the use of appropriate electronic sources to conduct research (e.g., Web sites, online periodical databases, and online catalogs).

6.A.038 a
Demonstrate proper style (with correct citations) when integrating electronic research results into a research project.

6.A.039 a
Collect, organize, analyze, and graphically present data using the most appropriate tools.

6.A.040 a
Present information, ideas, and results of work using any of a variety of communications technologies (e.g., multimedia presentations, Web pages, videotapes, desktop-published documents).

6.A.041 a
Identify capabilities of technology resources and describe how they can be used for lifelong learning.

6.A.042 a
Demonstrate the proper use of electronic tools and office communications equipment (telephone, fax, copier, etc).

Seniors         (Grade 12)
GENERAL  OBJECTIVE:
The students should attain the basic skills necessary to operate, analyze, supervise, coordinate, and organize all functions of a small retail establishment.  They will also demonstrate a basic understanding of the necessary skills to operate the various equipment and technologies used in a business environment. They will further their understanding of the economic principles of the free enterprise system.  They will also   demonstrate their knowledge required to maintain a safe and healthy work environment 
SPECIFIC  OBJECTIVE:
Safety and Health Knowledge and Skills

1.        Define health and safety regulations.

2.        Define health and safety practices.

3.        Demonstrate responses to situations that threaten health and safety.

Technical Knowledge and Skills

4.        Describe the functions of business finance.  

5.        Demonstrate project management skills.  

6.        Show how to distribute products and services.   

7.        Describe activities to promote products and services.  

8.        Demonstrate procedures to manage finances. 
9.        Describe how to manage risk factors.
10.      Describe how to manage market information.   

11.      Define and describe entrepreneurship.   

12.      Relate types of retail operations to marketing strategies.  
Employability Knowledge and Skills

13.     Develop employability skills to secure and keep employment in chosen field.

14.     Communicate in multiple modes to address needs within the career and technical field.

15      Solve problems using critical thinking.

16.     Demonstrate positive work behaviors.

Management and Entrepreneurship Knowledge and Skills

17.       Analyze basic business practices required to start and run a company/ organizations.

18..      Manage all resources related to a business/ organization.

19..      Describe methods for managing, organizing, retrieving and reporting financial data.

20.       Apply labor and civil rights law and guidelines to business practice and decisions.

21..      Evaluate the effects of community relations on companies and the industry.

22.       Apply legal requirements and ethical considerations to business practice and decisions.

Technological Knowledge and Skills

23.       Demonstrate proficiency in the use of computers and applications as well as an           understanding of concepts underlying hardware, software, and connectivity.

24.       Demonstrate responsible use of technology and an understanding of ethics and safety   issues in using electronic media.

25.      Demonstrate ability to use technology for research, problem solving, and communication.

Embedded Academic Knowledge and Skills 

26.        Demonstrate basic math skills.                                                                                                                             Demonstrate ability to use technology for research, problem solving, and communication.

27.        Demonstrate basic reading and communication skills.

COURSE  OF STUDY:

1.D  Define health and safety regulations.

1.D.01 a
Identify and apply OSHA and other health and safety regulations that apply to specific tasks and jobs in the occupational area.

1.D.02 a
Identify and apply EPA and other environmental protection regulations that apply to specific tasks and jobs in the occupational area.

1.D.03 a
Identify and apply Right-To-Know (Hazard Communication Policy) and other communicative regulations that apply to specific tasks and jobs in the occupational area.

1.D.04 a
Explain procedures for documenting and reporting hazards to appropriate authorities.

1.D.05 a
List penalties for non-compliance with appropriate health and safety regulations.

1.D.06 a
Identify contact information for appropriate health and safety agencies and resources.

1.E  Demonstrate health and safety practices.

1.E.01 a
Identify, describe and demonstrate the effective use of Material Safety Data Sheets (MSDS).

1.E.02 a
Read chemical, product, and equipment labels to determine appropriate health and safety considerations.

1.E.03 a
Identify, describe and demonstrate personal, shop and job site safety practices and procedures.

1.E.04 a
Demonstrate safe dress and use of relevant safety gear and personal protective equipment (PPE), including wrist rests, adjustable workspaces and equipment, gloves, boots, earplugs, eye protection, and breathing apparatus.

1.E.05 a
Illustrate appropriate safe body mechanics, including proper lifting techniques and ergonomics.

1.E.06 a
Locate emergency equipment in your lab, shop, and classroom, including (where appropriate) eyewash stations, shower facilities, sinks, fire extinguishers, fire blankets, telephone, master power switches, and emergency exits.

1.E.07 a
Demonstrate the safe use, storage, and maintenance of every piece of equipment in the lab, shop, and classroom.

1.E.08 a
Describe safety practices and procedures to be followed when working with and around electricity.

1.E.09 a
Properly handle, store, dispose of, and recycle hazardous, flammable, and combustible materials. 

1.E.010 a
Demonstrate proper workspace cleaning procedures.

1.E  c
Explain carpal tunnel syndrome, or related repetitive strain injuries, and list exercises to reduce such injury.

1.E   
Describe causes and remedies for eye strain.

1.E   
Describe the relationship between productivity and health.

1.F  Demonstrate responses to situations that threaten health and safety.

1.F.01 a
Illustrate First Aid procedures for potential injuries and other health concerns in the occupational area.

1.F.02 a
Describe the importance of emergency preparedness and an emergency action plan.

1.F.03 a
Illustrate procedures used to handle emergency situations and accidents, including identification, reporting, response, evacuation plans, and follow-up procedures.

1.F.04 a
Identify practices used to avoid accidents.

1.F.05 a
Identify and describe fire protection, precautions and response procedures.

1.F.06 a
Discuss the role of the individual and the company/organization in ensuring workplace safety.

1.F.07 a
Discuss ways to identify and prevent workplace/school violence

2.F       Describe the functions of business finance. 
2.F.01c List typical ways a business obtains capital. 

2.F.02c Describe the importance of accounting in a business. 

2.F.03c Describe key implications for a company which grants credit. 

2.F.04c Describe how a company estimates and bids for a contract. 

2.F.05c Describe how paycheck deductions affect a worker. 

2.F.06c Describe the importance of cost containment in a company. 

2.F.07c List advantages/disadvantages of hourly and salaried pay schemes. 

2.F.08c Describe appropriate cash handling practices in a business. 

2.F.09 Explain how Return on Investment affects a marketing plan. 

2.F.10 Distinguish between simple and compound interest. 

2.F.11 Define the effects of inflation. 

2.G       Demonstrate project management skills. 
2.G.01c Define scope of work to achieve individual and group goals. 

2.G.02c Identify stakeholders and decision makers. 

2.G.03c Identify escalation procedures. 

2.G.04c Develop work breakdown structures. 

2.G.05c Evaluate project requirements. 

2.G.06c Identify required resources and budget. 

2.G.07c Estimate time requirements. 

2.G.08c Develop initial project management flow chart. 

2.G.09c Identify interdependencies within a project management plan. 

2.G.10c Identify and track critical milestones. 

2.G.11c Evaluate risks and prepare contingency plan. 

2.G.12c Participate in project phase review and report project status. 

2.G.13c Identify project management software. 

2.G.14c Develop method of evaluation. 

2.G.15c Formulate a task strategy. 

2.G.16c Prioritize tasks according to customer needs. 

2.G.17c Devise plan of action. 

2.G.18 Identify means of managing change. 

2.K      Show how to distribute products and services. 
2.K.01 Explain the channel of distribution. 

2.K.02 Demonstrate effective practices of receiving, handling, and shipping merchandise. 

2.K.03 Explain the difference between storage and distribution of perishable and non-perishable goods. 

2.K.04 Demonstrate inventory management strategies. 

2.K.05 Explain methods used to price merchandise. 

2.K.06 Demonstrate ability to ticket merchandise. 

2.K.07 Explain procedures used to store and warehouse products. 

2.K.08 Identify the effects of e-commerce on traditional retailing. 

2.L      Describe activities to promote products and services. 
2.L.01 Develop an advertising campaign. 

2.L.02 Identify historically successful and unsuccessful sales campaigns. 

2.L.03 Prepare an advertising message; visual, print or audio. 

2.L.04 Create, maintain and dismantle visual displays. 

2.L.05 Develop a floor plan. 

2.L.06 Maintain stock, selling and customer service areas. 

2.L.07 Maintain product presentation, rotation, and displays. 

2.L.08 Implement public relations activities. 

2.L.09 Determine the relationship between product positioning against competition. 

2.L.10 Explain product packaging considerations. 

2.M      Demonstrate procedures to manage finances. 
2.M.01 Complete daily cash records. 

2.M.02 Perform banking functions. 

2.M.03 Prepare and manage operational budgets. 

2.M.04 Create and maintain financial records. 

2.M.05 Perform entry-level record keeping/accounting concepts. 

2.M.06 Properly handle cash and monetary instruments. 

2.N      Describe how to manage risk factors. 
2.N.01 Demonstrate the risks associated with business practices and identify acceptable procedures to help reduce these risks. 

2.N.02 Follow security procedures. 

2.O      Describe how to manage market information. 
2.O.01 Explain the nature of marketing research. 

2.O.02 Determine target market for a product or service. 

2.O.03 Develop marketing mix. 

2.O.04 Identify research effects and approaches (e g primary, secondary sources, observation, survey, experiments). 

2.O.05 Develop a marketing plan. 

2.O.06 Provide research analysis reports and present findings. 

2.O.07 Identify direct and indirect competition. 

2.O.08 Conduct a competitive analysis or SWOT Analysis (Strength, Weakness, Opportunities and Threats). 

2.O.09 Interpret sales forecasts and predict market demand for a product 

2.Q      Define and describe entrepreneurship. 
2.Q.01 Explain the role of business in a free enterprise system. 

2.Q.02 Determine an individual’s potential as an entrepreneur. 

2.Q.03 Determine the form of business ownership. 

2.Q.04 Develop a business plan for a small entrepreneurial enterprise. 

2.R      Relate types of retail operations to marketing strategies. 
2.R.01 Describe operations relating to e-commerce. 

2.R.02 Describe operations relating to catalog sales. 

2.R.03 Describe operations relating to party sales. 

2.R.04 Describe operations relating to telemarketing. 

2.R.05 Describe operations relating to direct selling. 

2.R.06 Describe operations relating to trend marketing. 

English Language Arts.

3.A.15c            Select and utilize a variety of reading strategies based on task at hand (skim reading, technical documentation, accounts, editing tasks, analysis and evaluation tasks).

3.A.16c           Write formal communication documents using correct format and language rules to convey a message, announcement or directive.

3.A.17c            Identify and use language features for data and document management. (i.e. file management, customer account management, etc).

3.A.27            Create publications that ‘promote’ and/or ‘sell’ a product while following language rules and maintaining accuracy. 
3.A.28             Identify and explore legal issues and ethical concepts associated with marketing documents and publications. 
3.A.29            Apply and follow copy right regulations to written and media produced products. 
3.A.30            Develop and edit written documents for internet environments. 

           Math Skills.

3.B.11              Perform regional and local marketing analysis including feasibility,           potential earning and other industry appropriate computations.

3.B.12            Present marketing statistics and data analysis through written reports and oral presentations in coherent and clear manner.
4.C  Develop employability skills to secure and keep employment in chosen field.

4.C.01 a
Evaluate industries, organizations, and careers based on multiple sources of research and information.

4.C.02 a
Assess interest areas to determine potential career pathways, including career ladders.

4.C.03 a
Develop a career plan with alternatives.

4.C.04 a
Complete job applications and related employment documents (e.g. W-4).

4.C.05 a
Create professional cover letters, resumes, and portfolios in a variety of formats (print and electronic).

4.C.06 a
Apply job search skills to seek, evaluate, apply for, and accept employment.

4.C.07 a
Demonstrate good interviewing skills.

4.C.08 a
Demonstrate employability skills needed to get and keep a job.

4.C.09 a
Assess alternative occupational choices (e.g. working conditions, benefits, and opportunities to change).

4.D  Communicate in multiple modes to address needs within the career and technical field.

4.D.01 a
Apply strategies to enhance effectiveness of all types of communications in the workplace.

4.D.02 a
Apply reading skills and strategies to work-related documents.

4.D.03 a
Locate information from books, journals, magazines, and the Internet.

4.D.04 a
Apply basic writing skills to work-related communication.

4.D.05 a
Write work-related materials.

4.D.06 a
Explain information presented graphically.

4.D.07 a
Use writing/publishing/presentation applications.

4.D.08 a
Apply basic skills for work-related oral communication.

4.D.09 a
Explain proper telephone etiquette and skills.

4.D.010 a
Lead formal and informal group discussions.

4.D.011 a
Demonstrate effective negotiation and conflict management.

4.D.012 a
Apply active listening skills to obtain and clarify information.

4.D.013 a
Communicate with others in a diverse workforce.

4.E  Solve problems using critical thinking.

4.E.01 a
Demonstrate skills used to define and analyze a given problem.

4.E.02 a
Explain the importance and dynamics of individual and teamwork approaches of problem solving.

4.E.03 a
Describe methods of researching and validating reliable information relevant to the problem.

4.E.04 a
Explain strategies used to formulate ideas, proposals and solutions to problems.

4.E.05 a
Select potential solutions based on reasoned criteria.

4.E.06 a
Implement and evaluate solution(s).

4.F  Demonstrate positive work behaviors.

4.F.01 a
Identify time management and task prioritization skills.

4.F.02 a
Explain the importance of following workplace etiquette/protocol.

4.F.03 a
Demonstrate willingness to learn and further develop skills.

4.F.04 a
Demonstrate self-management skills.

4.F.05 a
List causes of stress and effective stress management techniques.

4.F.06 a
Describe the importance of having a positive attitude and techniques that boost morale.

4.F.07 a
Show initiative by coming up with unique solutions and taking on extra responsibilities.

4.F.08 a
Explain the importance of setting goals and demonstrate the ability to set, reach, and evaluate goals.

4.F.09 a
Explain the importance of taking pride in work accomplished and extrinsic and intrinsic motivators that can be used to increase pride.

4.F.010 a
Value the importance of professionalism, including reliability, honesty, responsibility, and ethics.

4.F.011 a
Demonstrate a respect for diversity and its benefit to the workplace.

5.B  Analyze basic business practices required to start and run a company/organization.

5.B.01 a
Define entrepreneurship.

5.B.02 a
Describe the relationship between suppliers, producers, and consumers.

5.B.03 a
Compare and contrast types of businesses, including sole proprietorships, small businesses, companies, corporations, governmental agencies, and non-profit organizations.

5.B.04 a
Describe practices that ensure quality customer service.

5.B.05 a
Explain the value of competition in business/field.

5.C  Manage all resources related to a business/organization.

5.C.01 a
Identify a company’s/organization’s chain of command and organizational structure.

5.C.02 a
Define and demonstrate leadership and teamwork skills.

5.C.03 a
Explain ways a company or organization can market itself, including choosing a name, designing logos and promotional materials, advertising, and the importance of word-of-mouth.

5.C.04 a
Identify methods to track inventory, productivity, income, expenses, and personnel .

5.C.05 a
Explain the importance of written operating procedures and policies.

5.C.06 a
Identify professional organizations and their benefits.

5.C.07 a
Explain methods to effectively run a meeting.

5.D  Describe methods for managing, organizing, retrieving and reporting financial data.

5.D.01 a
Explain the role of small businesses in the economy.

5.D.02 a
Extract and extrapolate data from financial documents, such as a pay-stub, budget, tax statement, and financial report.

5.E  Apply labor and civil rights law and guidelines to business practice and decisions.

5.E.01 a
List federal and state mandated employee rights.

5.E.02 a
Describe proper working conditions for your industry.

5.E.03 a
Explain the role of labor organizations.

5.E.04 a
Discuss the importance of diversity and list methods of encouraging diversity in the workplace.

5.E.05 a
Describe standard forms of employment contracts applicable to your industry.

5.E.06 a
State the current minimum wage, as well as wages for common jobs found within the field.

5.E.07 a
List opportunities for continual professional development.

5.F  Evaluate the effects of community relations on companies and the industry.

5.F.01 a
Describe the role that the industry/organization plays in different communities.

5.F.02 a
Describe the role that community interests play in a company’s/organization’s decision-making process.

5.G  Apply legal requirements and ethical considerations to business practice and decisions.

5.G.01 a
Identify laws that regulate businesses/organizations in your field.

5.G.02 a
Define the requirements for and protections given by copyright and trademark law.

5.G.03 a
Define the impact of the Americans with Disabilities Act and other civil rights legislation on your business/organization, employees, and customers.

5.G.04 a
Define ethical business practices for your field.

5.G.05 a
Identify trade-specific practices that support clean energy technologies and encourage environmental sustainability.

6.B  Demonstrate proficiency in the use of computers and applications as well as an understanding of concepts underlying hardware, software, and connectivity.

6.B.01 a
Select and utilize the appropriate technology to solve a problem or complete a task.

6.B.02 a
Demonstrate file management skills (e.g., install new software, compress and expand files as needed, download files as appropriate).

6.B.03 a
Differentiate between different operating systems and demonstrate use of at least one to open and switch between programs and files.

6.B.04 a
Identify and demonstrate resolutions to simple hardware and software problems as they occur (e.g., frozen screen, disk error, printing problems).

6.B.05 a
Save, retrieve, load, format, and import data into, and export a variety of electronic documents (word processing, spreadsheet, database, AND desktop publishing).

6.B.06 a
Demonstrate the proper use of a variety of external peripherals and how they connect to a computer.

6.B.07 a
Illustrate methods of selecting and using search engines.

6.B.08 a
Send, receive, and manage electronic correspondence and files, in accordance with school policy.

6.B.09 a
Demonstrate proper use of electronic proofreading tools and explain reasons why these shouldn’t be relied upon solely.

6.C  Demonstrate responsible use of technology and an understanding of ethics and safety issues in using electronic media.

6.C.01 a
Identify ways in which technology is used in the workplace and in society.

6.C.02 a
Summarize the rights and responsibilities of the school's Acceptable Use Policy.

6.C.03 a
Explain laws restricting use of copyrighted materials on the Internet.

6.C.04 a
Discuss the concerns about electronic communications, privacy and security, including protection from spyware and viruses.

6.D  Demonstrate ability to use technology for research, problem solving, and communication.

6.D.01 a
Locate, evaluate, collect, and process information from a variety of electronic sources.

6.D.02 a
Demonstrate the use of telecommunications and other media to interact or collaborate with peers, experts, and other audiences.

6.D.03 a
Demonstrate the use of appropriate electronic sources to conduct research (e.g., Web sites, online periodical databases, and online catalogs).

6.D.04 a
Demonstrate proper style (with correct citations) when integrating electronic research results into a research project.

6.D.05 a
Collect, organize, analyze, and graphically present data using the most appropriate tools.

6.D.06 a
Present information, ideas, and results of work using any of a variety of communications technologies (e.g., multimedia presentations, Web pages, videotapes, desktop-published documents).

6.D.07 a
Identify capabilities of technology resources and describe how they can be used for lifelong learning.

6.D.08 a
Demonstrate the proper use of electronic tools and office communications equipment (telephone, fax, copier, etc).

EVALUATION :
 To prepare students for future employment it is important that they learn the many skills and values associated with successful productive employment.  Therefore the students will be evaluated in the following areas using the rubric below.
 The students will be evaluated in the marketing program based on a rubric consisting of a scale of 1-4. 

1 =  Poor 

2 =  Fair

3 =  Good

4 =  Excellent

They will be evaluated in the areas of: 

1.   Class or Shop Attendance

2.   Class or Shop Participation

3.   Tests and Projects

4.    Professionalism, Social Skills, Attitude, and Cooperation

Professional Development Program:
The students at Bay Path are required to complete 5 professional training modules offered by Skills USA starting in grade 9 through grade 12 in all technical programs. The Professional Development Program incorporates strands 1, 4, 5, 6 of the Massachusetts Vocational Technical Education Frameworks.  

PDP OBJECTIVE:

1. Define Health and Safety Regulations.

2. Define Employability Knowledge and Skills.

3. Define Entrepreneurship.

4. Enhance Technological Knowledge and Skills.
