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(
Preface

(
In 1998, the Maine Association of Vocational Education Administrators charged the Center for Career Development, part of the Maine Technical College System, with developing products and processes to align all applied technology programming to the then new, Maine Learning Results. This initiative became known as “MLR/CIP”—the Maine Learning Results-Curriculum Integration Project. 

The Maine State Board of Education and Maine’s Commissioner of Education, J. Duke Albanese, agreed to support MLR/CIP, and the Maine Department of Education has devoted considerable financial and human resources to realize the goals of this project.

What are standards in the context of MLR/CIP?

A standard is an authoritative body of criteria representing agreed-upon norms in the context of a given subject area. The Statewide Standards identify specific knowledge and performance in, for example, Automotive Technology or Information Technology and their corresponding industry-related duties/responsibilities, work tasks, and skill-sets. Maine Statewide Standards are informed by state and nationally recognized organizations and initiatives, such as the Secretary's Commission on Achieving Necessary Skills (SCANS), the National Skill Standards Board, Vocational-Technical Education Consortium of States (V-TECS), and other sources listed in each Standard’s bibliography. Maine Statewide Standards represent the most current, comprehensive, and industry-validated guidelines for vocational-technical programs possible and are the result of collaboration across educational and industry lines. 

Maine Department of Education (MDOE) Expectations: What do the standards mean for educators?

These standards establish statewide applied technology (vocational-technical) curriculum goals and align them with Maine Learning Results. Therefore, how should educators regard this document in terms of program quality, planning, and implementation? How should educators regard this document in terms of scope and accountability? What is required of instructors and students based on this document? What resources exist that can help instructors understand and implement these Standards? The following describe MDOE views and expectations regarding these Standards:

· Statewide Standards represent a framework of core, universal content to which each related local program should align.
· These Standards should inform instructors’ curriculum, instruction, and assessment activities.  

· Statewide Standards represent a minimum set of skills, knowledge, and performance that all students in similar programs should be able to demonstrate. Program instructors are encouraged to teach not only according to the Standards but also according to appropriate industry certifications.

· Local program instructors may choose not to teach certain aspects of the Standard if those aspects are not relevant to local market needs as determined by program advisory committees, and if the rationale for not doing so is sound. The decision to cut out any given aspect of the Standard must be weighed against the effect this will have on students’ understanding of “all aspects of the industry.”

· Quality implementation of the Standards will lead to an increase in effective and validated post-secondary articulation agreements.

· Use of the Standard will both assure and illustrate alignment with the Maine Learning Results cross-referenced within.

· Statewide Standards will be a cornerstone for approval of all new programs as expressed in the revised Standard Criteria for Maine Secondary Applied Technology Education Programs, due for publication in January 2002. Shortly thereafter, the new Standard Criteria will be admitted into State of Maine Rule, Education/General 05  071, Chapter 232.

· All currently operational vocational-technical programs must fully align with these Standards within a period of time to be determined by this department. The likely implementation date will be September 2003. The Standards will be an integral focus of the department’s site-based program review, which will resume in January 2002. 
Resources and services for educators related to the Statewide Standards:

· An essential design feature of the MLR/CIP process is School-Based Learning Teams (SBLTs). These are teams of instructors at each vocational-technical center who will engage the Standards and formulate professional development goals around implementation of the Standards. The Center for Career Development (CCD) provides support to SBLTs through Curriculum Specialist services.

· Program Advisory committees can provide invaluable assistance. By reviewing the Standards with their committees, instructors will generate ideas to forward and enhance their work with students.

· Tech Updates—regional or statewide meetings of instructors in the same discipline—are another tool for focusing on best practices in implementing the Standards.

· CCD and MDOE staff can provide targeted assistance.

· MDOE program review will result in recommendations to improve Standards implementation.

All contributing participants to this Statewide Standard are included in the Acknowledgements section of the Standard. The Maine Department of Education wishes to thank particularly, the Center for Career Development, the Maine Association of Vocational Education Administrators (MAVEA), and all of the MLR/CIP contributors for their truly excellent work. MDOE is proud to adopt these Statewide Standards.
(
Introduction

(
These statewide standards were developed by the Center for Career Development for the Maine Department of Education Workforce Education Team, with direction from Maine secondary/post-secondary CTE  technology instructors.  

Cooperative Education is a comprehensive instructional program designed to prepare individuals to succeed in the transition from school to career, including post-secondary planning. It is one of the Career and Technical Education programs recognized by the Maine Department of Education. Employers enter into an educational partnership with schools, students and students’ parents.  Through both instruction and on–the-job training, students master entry-level transferable skills that prepare them for future employment as collaborative and quality workers.

The Maine Association of Cooperative Education (MACE), as the state recognized entity for instructors of Cooperative Education has adopted “A Guide for Maine Cooperative Education Programs” as an ongoing resource to supplement the requirements specified by the statewide standards.  MACE and the Maine Department of Education also recognize The Department of Labor Occupational Guide, Maine Guiding Principles, Pre-Apprenticeship (when appropriate), SCANS Skills and the 2007 Maine Learning Results: Parameters for Essential Instruction.

Cooperative Education at the secondary level is a valued and viable educational program in the State of Maine that prepares students to:

· Demonstrate proper work habits and attitudes as instructed by the school coordinator and the designated work site supervisor

· Master job skills equal to entry-level requirements relative to the occupation

· Develop a positive self-image, gain self-confidence and achieve success through instruction and encouragement

· Explore career options and set career goals

· Exercise positive workplace attitudes, actions and relationships

Cooperative Education includes the following:

· Paid, career exploration experience (10-15 hours per week average for each student) at a job site in an area of interest to the student, that contributes to the education and employability of the individual*

· Job site monitoring by the Cooperative Education instructor

· Completed EFV-120 Form, including a Job Training Plan defining expected progress by the student at the job site

· Classroom instruction component to include career identification, setting career goals and instruction in entry-level employment competencies, strategies and skills

· Instruction and experience that supplements rather than replaces locally available secondary career and technical education programs.

*NOTE:  No more than 20% of above, paid, career exploration experience job time may be met through formal voluntary activity for IRS registered non-profit groups or organizations.
For more information on Cooperative Education, please see website at:

www.schoolswork.org  (go to Directory / Cooperative Education ) - list of current participating schools and officers of professional teacher organization, Maine Association of Cooperative Education (MACE)


or contact:

Cooperative Education Consultant, Maine Department of Education


23 State House Station, Augusta, ME 04333  Telephone (207) 624-6744

Given that Maine’s school-to-work initiatives, such as the State’s secondary vocational/technical programs, are required to incorporate the State of Maine Learning Results (MLR), it is imperative that the standard include a crosswalk to the Learning Results. Linkages identified in this document are potential only. Whether or not these or other MLR linkages become actual depends on how each instructor teaches and assesses these skills. 

Please note:

· The full text of MLR identified as applicable to this technology precedes the duties and tasks listed in this standard. Each MLR is designated by a reference code. 

· MLR applicable to any or all tasks in a specific duty (set of tasks) are indicated by their codes and listed under the duty name.

· Duties and tasks present skills and knowledge needed by workers in this occupational area, beginning with the attributes all students should have, and followed by duty areas specific to this field or technology.

· Tasks marked with an asterisk (*) are core and are recommended for all students. However, curricula will vary by school, according to the discretion of the instructor and the Program Advisory Committee, which determines the needs of the geographic area served.

(
Applicable Classification of Instructional Programs (CIP) Codes

(
US Department of Education CIP Code

99.1000 - Cooperative Education

(
Glossary of Terms

(
Applied/Integrated Curricula — A strategy or method that helps students combine academic knowledge with technical skill to solve practical workplace or community problems. 

Assessment — A procedure used to evaluate a student’s level of competence in the performance of a task or set of tasks.

Classification of Instructional Programs (CIP) — A taxonomy for instructional programs at all levels, developed by the US Department of Education’s Center for Education Statistics.

Competencies — The knowledge, skills, attitudes, and values that enable workers to perform their duties and responsibilities effectively and efficiently.

Core Tasks — The most essential units of work in the technology.

Duty — A group of related responsibilities (e.g., safety) composed of identifiable and measurable tasks.

Maine Learning Results — The long-range education goals and standards for student performance, setting out what Maine students should know and be able to do at each stage of their schooling: PreK-grade 2, grades 3-5, grades 5-8, and by graduation from high school.
Performance Criteria — A description of behavior, level of proficiency, or desired outcome by which to evaluate task results.
Task — A specific, meaningful unit of work that results in a product, service, or decision.
(
COOPERATIVE EDUCATION 

Maine Learning Results Links – Codes and Text

(
The following secondary-level Maine Learning Results [printed July 1997 by the Maine Department 

of Education] were identified by members of the Curriculum Integration Project Cooperative Education Workgroup as relatively strongly linked to a typical Cooperative Education program. 

CPA00 CAREER PREPARATION – PREPARING FOR THE FUTURE 

Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, and abilities to future career decisions. Students will be able to—

( CPA01 Demonstrate the leadership and membership skills necessary to succeed as a member of a team.

( CPA02 Analyze skills and abilities required in a variety of career options and relate them to their own skills and abilities.

( CPA03 Demonstrate an understanding of the relationship between the changing nature of work and educational requirements. 

( CPA04 Demonstrate an understanding of basic business concepts such as profit and loss, the availability of skilled labor, market share, and customer service.

CPB00 CAREER PREPARATION –  EDUCATION/CAREER PLANNING AND MANAGEMENT

Guided by self-assessment and personal career interests, students will integrate school- and work-based experiences to develop their career goals. Students will be able to—

( CPB01 Use a career planning process that includes self‑assessment, personal development, and a career portfolio as a way to gain initial entry into the workplace.

( CPB02 Demonstrate job-seeking skills.

( CPB03 Assess personal, educational, and career skills that are transferable among various jobs.

( CPB04 Explain the problems and possible benefits of involuntary changes in employment, including information on what actions the employee can take to make it easier to find a new position or to become self-employed.

CPC00 CAREER PREPARATION –  INTEGRATED AND APPLIED LEARNING

Students will demonstrate how academic knowledge and skills are applied in the workplace and other settings. Students will be able to—

( CPC01 Demonstrate an understanding of the integration and application of academic and occupational skills in school, learning, work, and personal lives.

( CPC02 Demonstrate knowledge of customer satisfaction strategies.

( CPC03 Demonstrate an understanding of how humans change and adapt technology to their benefit.

( CPC05 Demonstrate an understanding of workplace safety and human factors in the development of products, services, or processes.

CPD00 CAREER PREPARATION – BALANCING RESPONSIBILITIES

Students will acquire and apply skills/concepts required to balance personal, family, community, and work responsibilities. Students will be able to—

( CPD01 Illustrate how resources and support systems, available within a community, assist individuals in their roles as workers and family members.

( CPD02 Use knowledge and theories of growth and development to help balance multiple responsibilities.

( CPD03 Demonstrate an understanding of the importance of community involvement to family and community life.

( CPD04 Demonstrate an ability to manage personal resources.

LAA00 ENGLISH LANGUAGE ARTS – PROCESS OF READING 

Students will use the skills and strategies of the reading process to comprehend, interpret, evaluate, and appreciate what they have read.  Students will be able to—

( LAA06 Use the context of a work to determine the figurative, idiomatic, and technical meanings of terms.

( LAA07 Use the context of a work to determine the meanings of abbreviations and acronyms.

( LAA08 Find the meaning of relatively uncommon technical terms used in informational texts.

( LAA11 Represent key ideas and supporting details in various written forms (e.g., outline, paraphrase, concise summary).

LAC00 ENGLISH LANGUAGE ARTS – LANGUAGE AND IMAGES

Students will demonstrate an understanding of how words and images communicate.  Students will be able to—

( LAC01 Demonstrate an understanding of the relationship among perception, thought, and language.

( LAC02 Demonstrate an understanding of how language considerations and representations involving gender affect communication.

( LAC03 Compare the ways various social, occupational, and cultural groups use language and comment on the impact of language use on the way people are viewed and treated.

( LAC06 Use dictionaries, handbooks, and other language-related resources to evaluate the accuracy of their own use of English.

LAD00 ENGLISH LANGUAGE ARTS – INFORMATIONAL TEXTS

Students will apply reading, listening, and viewing strategies to informational texts across all areas of curriculum.  Students will be able to—

( LAD01 Scan a passage to determine whether a text contains relevant information.

( LAD03 Use discussions with peers as a way of understanding information.

( LAD05 Analyze and synthesize the concepts and details in informational texts.

( LAD06 Explain how new information from a text changes personal knowledge.

LAE00 ENGLISH LANGUAGE ARTS – PROCESSES OF WRITING AND SPEAKING

Students will demonstrate the ability to use the skills and strategies of the writing process.  Students will be able to—

( LAE02 Reflect on, evaluate, revise, and edit a sequence of drafts to improve and polish finished work.

( LAE03 Use planning, drafting, and revising to produce, on demand, a well-developed, organized piece that demonstrates effective language use, voice, and command of mechanics.

LAF00 ENGLISH LANGUAGE ARTS – STANDARD ENGLISH CONVENTIONS

Students will write and speak correctly, using conventions of standard written and spoken English. Students will be able to—

( LAF01 Edit written work for standard English spelling and usage, evidenced by pieces that show and contain:

· No significant errors in the use of pronouns, nouns, adjectival and adverbial forms, and coordinating and subordinating conjunctions.

· No significant errors in the spelling of frequently used words and the correct use of commonly confused terms.

· No significant errors in the common conventions 

of capitalization and ending punctuation marks and common uses of the comma.

· Few significant errors in the spelling of commonly misspelled and rare words, the less common capitalization conventions, the colon, semicolon, hyphen, dash, apostrophe, quotation marks, italics, marginal notes, and footnotes.

( LAF02 Demonstrate how language usage may depend on the situation.

( LAF03 Demonstrate command of the conventions involved in a formal speech, effectively engaging peers during presentation and fielding responses afterwards.

LAG00 ENGLISH LANGUAGE ARTS – STYLISTIC AND RHETORICAL ASPECTS OF WRITING & SPEAKING

Students will use stylistic and rhetorical aspects of writing and speaking to explore ideas, to present lines of thought, to represent and reflect on human experience, and to communicate feelings, knowledge, and opinions.  Students will be able to—

( LAG05 Write pieces and deliver oral presentations that achieve distinct purposes (e.g., to persuade, evaluate, analyze, defend).

( LAG08 Write pieces and deliver oral presentations in a personal style, with a discernible voice and effective wording.

LAH00 ENGLISH LANGUAGE ARTS – RESEARCH-RELATED WRITING AND SPEAKING

Students will work, write, and speak effectively when doing research in all content areas. Students will be able to—

( LAH01 Develop an appropriate strategy for finding information on a particular topic.

( LAH02 Use referencing while doing research.

( LAH03 Record significant information from events attended and interviews conducted.

( LAH04 Identify and use library information services.

( LAH05 Use government publications, in-depth field studies, and almanacs for research.

( LAH06 Use CD-ROM, microfiche, and similar resource media for research.

( LAH07 Identify and use a variety of news sources (e.g., newspapers, magazines, broadcast and recorded media, artifacts), informants, and other likely sources for research purposes.

( LAH08 Use search engines and other Internet resources to do research.

( LAH10 Analyze the validity and weigh the reliability of primary information sources and make appropriate use of such information for research purposes.

( LAH12 Report orally, using a variety of technological resources to present the results of a research project.

HEA00 HEALTH & PHYSICAL EDUCATION – HEALTH CONCEPTS

Students will understand health promotion and disease prevention concepts.  Students will be able to—

( HEA01 Analyze the relationship between personal health practices and individual well-being.

( HEA03 Evaluate the short- and long-term effects of risky behavior.

HEC00 HEALTH & PHYSICAL EDUCATION – HEALTH PROMOTION AND RISK REDUCTION

Students will understand how to reduce their health risks through the practice of healthy behaviors.  Students will be able to—

( HEC01 Analyze the extent to which individuals are responsible for enhancing health and safety in the community and the workplace.

( HEC02 Demonstrate strategies to avoid, change, and report unsafe situations.

HEE00 HEALTH & PHYSICAL EDUCATION – COMMUNICATION SKILLS

Students will understand that skillful communication can contribute to better health for themselves, their families, and the community.  Students will be able to—
( HEE01 Demonstrate healthy ways to listen and communicate effectively with family, peers, and others.

( HEE02 Demonstrate strategies that can be used to prevent or solve conflicts without harm.

HEF00 HEALTH & PHYSICAL EDUCATION – DECISION-MAKING AND GOAL SETTING

Students will learn how to set personal goals and make decisions that lead to better health.  Students will be able to—

( HEF01 Demonstrate various decision-making strategies that can be used to address behaviors that lead to trouble.

HPEB0 HEALTH & PHYSICAL EDUCATION – MOTOR SKILLS

Students will develop motor skills and apply these to enhance their movement and physical performance.  Students will be able to—

( HPEB3 Use biomechanical concepts and principles (concepts and principles related to the mechanics of the body) to develop skills for specific activities.

HPEC0 HEALTH & PHYSICAL EDUCATION – PERSONAL & SOCIAL INTERACTIONS

The student will demonstrate responsible personal and social behaviors in physical activity settings.  Students will be able to—

( HPEC6 Demonstrate appropriate etiquette, ways of interacting, care of equipment, and safety in the setting of an activity.

( HPEC7 Apply a decision-making process to their safety and that of others in activity settings.

MAB00 MATHEMATICS – COMPUTATION

Students will understand and demonstrate computation skills.  Students will be able to—

( MAB01 Use various techniques to approximate solutions, determine the reasonableness of answers, and justify the results.

MAC00 MATHEMATICS – DATA ANALYSIS AND STATISTICS

Students will understand and apply concepts of data analysis.  Students will be able to—

( MAC02 Predict and draw conclusions from charts, tables, and graphs that summarize data from practical situations.

STL00 SCIENCE & TECHNOLOGY - 

COMMUNICATOIN

Students will communicate effectively in the application of science and technology.  Students will be able to—

( STL03 Make and use appropriate symbols, pictures, diagrams, scale drawings, and models to represent and simplify real-life situations and to solve problems.  

SSCA0 SOCIAL STUDIES/CIVICS AND GOVERNMENT – RIGHTS, RESPONSIBILITIES, AND PARTICIPATION

Students will understand the rights and responsibilities of civic life and will employ the skills of effective civic participation.  Students will be able to—

( SSCA2 Assess the reasons why participation of an attentive, knowledgeable, and competent citizenry is important to constitutional democracy, using examples from personal or historical experience.

( SSCA3 Describe the circumstances under which civil disobedience might be justified.

( SSCA4 Demonstrate an understanding of the processes of voter registration and voter participation.

SSCB0 SOCIAL STUDIES/CIVICS AND GOVERNMENT – PURPOSE AND TYPES OF GOVERNMENT

Students will understand the types and purposes of governments, their evolution, and their relationships with the governed.  Students will be able to—

( SSCB2 Assess the different jurisdictions and roles of local, state, and federal governments in relation to an important public policy issue.

( SSCB5 Evaluate the role of the media and public opinion in United States politics, including ways the government and media influence public opinion.

SSCB0 FUNDAMENTAL PRINCIPLES OF GOVERNMENT AND CONSTITUTIONS 

Students will understand the constitutional principles and the democratic foundations of the political institutions of the United States.  Students will be able to—

( SSCC4 Demonstrate an understanding of the meaning and importance of traditional democratic assumptions such as individual rights, the common good, self-government, justice, equality, and patriotism.  

SSEA0 SOCIAL STUDIES/ECONOMICS – PERSONAL AND CONSUMER ECONOMICS

Students will understand that economic decisions are based on the availability of resources and the costs and benefits of choices.  Students will be able to—

( SSEA1 Conduct a cost-benefit analysis of a personal or business decision.

( SSEA2 Evaluate different forms of savings and investments for short- and long-term returns (e.g., stocks, bonds, money market funds).

( SSEA3 Demonstrate an understanding of credit history and the positive and negative impacts that credit can have on an individual’s financial life.

SSEB0 SOCIAL STUDIES/ECONOMIC SYSTEMS OF THE UNITED STATES

Students will understand the economic system of the United States, including its principles, development, and institutions.  Students will be able to—

( SSEB1 Describe the factors (i.e., physical, capital, technology, monetary resources) that impact the development and the distribution of a product.

( SSEB2 Identify and analyze the role of government in the United States economic system (e.g., taxing, spending, setting interest rates, regulatory policy).

( SSEB3 Explain the positive and the negative impacts of advertising techniques on consumer behavior.
SSED0 SOCIAL STUDIES - ECONOMICS - INTERNATIONAL TRADE AND GLOBAL INTERDEPENDENCE

Students will understand the patterns and results of international trade.  Students will be able to—
( SSED1 Demonstrate an understanding that a nation has a competitive advantage when it can produce a product at a lower cost than its trading partner.

( SSED2 Evaluate the effect on international trade of domestic policies which either encourage or discourage exchange of goods and services (e.g., quotas, tariffs, skilled labor, stable government).

VAA00 VISUAL & PERFORMING ARTS - CREATIVE EXPRESSION 

Students will create and/or perform to express ideas and feelings. Students will be able to—
( VAA01 Create a visual or performance piece to communicate an idea, feeling, or meaning using: No significant errors in the use of pronouns, nouns, adjectival and adverbial forms, and coordinating and subordinating conjunctions.

· A distinct style;

· Imagination and technical skill;

· The creative process, reflection, and self-evaluation (problem-solving skills).

( VAA05 Create a portfolio of work that communicates new ideas, feelings, and moods using different media, techniques, and processes.

State of Maine Learning Results*

Printed July 1997 by the Maine Department of Education

Statewide Standards assign a 5-digit code to represent the Maine Learning Results (MLR) applicable to each Duty area. Codes were originally devised for use in the Maine Association of Vocational Education Administrators’ Curriculum Integration Project (CIP) to identify links between the content of vocational-technical programs and MLR. Codes use letters to identify the MLR Standard, Subset (where applicable), and Section. Numbers identify the MLR Performance Indicators.

SUBJECT AREA

*TEXT REFERENCE 
CP
Career 
pages 6-9 

HE
Health Education
pages 25-31

HPE
Health – Physical Education**
pages 32-37

LA
English Language Arts
pages 13-21

MA
Mathematics
pages 41-51  

ML
Modern & Classical Languages
pages 61-62




SSC
Social Studies – Civics & Government**
pages 82-85

SSH
Social Studies – History**
pages 86-88

SSG
Social Studies – Geography**
pages 89-90

SSE
Social Studies – Economics**
pages 90-94 

ST
Science & Technology
pages 65-77 

VA
Visual & Performing Arts
pages 97-102 

**Health and its subset, Physical Education, as well as the four subsets of Social Studies—Civics and Government, History, Geography, and Economics—are identified with separate subject area codes to avoid code duplication.

The next letter indicates the Section—A, B, C, etc.— within the subject area. For example, CPA = Career Preparation, Section A: Preparing for the Future. 

Codes ending in 0 indicate Subject Standards. CPA00 = Career Preparation: Preparing for the Future. The Subject Standard for Section A reads, “Students will be knowledgeable about the world of work, explore career options, and relate personal skills, aptitudes, and abilities to future career decisions.”

The numbers 01, 02, 03, etc. indicate the performance indicator within the section of the subject area. CPA01 = Career Preparation: Preparing for the Future, Performance Indicator 1— “Demonstrates the leadership and membership skills necessary to succeed as a member of a team.” 

Note: All references are to MLR for the Secondary Grades.
	Task
	Performance Criteria

	A. Professional Attributes

	The following MLR link to all or some of the tasks in this duty area:

CPA01, CPA02, CPA03, CPA04, CPB01, CPB02, CPB03, CPB04, CPC01, CPC02, CPC03, CPC05, LAD03, LAF02, HEA01, HEA03, HEC02, HEE01, HEF01, HPEC2, HPEC7, SSCC4

	A1*
	Displays high standards for attendance and punctuality.
	Arrives on time and prepared to work; complies with attendance policy. 

	A2*
	Displays a positive attitude. 
	Exhibits motivation, self-confidence, and persistence; accepts feedback and suggestions for improvement positively and appropriately; copes with mistakes, stressful situations, and failures constructively. 

	A3*
	Displays appropriate behavior.
	Accepts responsibility for personal decisions and actions; complies with rules and regulations; shows respect for self and others and for property and equipment; exhibits self-discipline; uses appropriate language; dresses/grooms for required duties appropriately and in compliance with safety regulations. 

	A4*
	Works effectively as a team member.
	Demonstrates an understanding of the importance of teamwork; asks for or offers help appropriately; works cooperatively; displays a commitment to performing quality work; participates in group decision-making using appropriate communication and feedback skills; fulfills personal responsibilities as a team member.

	A5*
	Meets customer needs. 
	Demonstrates an understanding of quality customer service; identifies internal/external customer needs; assesses ability to meet customer needs; takes appropriate action(s) to satisfy customer; relates to customer in a positive manner.

	A6*
	Self-assesses performance.
	Evaluates own performance critically with input from instructors, supervisors, and peers.


	B. Communications

	The following MLR link to all or some of the tasks in this duty area:

LAA06, LAA07, LAA08, LAA11, LAC01, LAC02, LAC03, LAC06, LAD01, LAD02, LAD03, LAD05, LAF01, LAF02, LAF03, LAG05, LAG07, LAG08, LAH01, LAH03, LAH10, HEE01, MAC02, STL03.

	B1*
	Applies listening skills.
	Listens for, receives, interprets, and recalls specific details and instructions in conversations and group meetings; uses active listening skills in comprehending technical and non-technical oral information.

	B2*
	Applies speaking skills.
	Responds appropriately during conversations/interviews; uses proper language etiquette; speaks clearly and directly; asks clear, concise, and appropriate questions; uses correct technical vocabulary.

	B3*
	Applies reading skills.
	Locates and demonstrates understanding of written technical and non-technical information necessary for completing task/project; uses data contained in graphs, tables, charts, logs, and schedules. 

	B4*
	Applies writing skills.
	Uses proper business or technical writing style; takes effective notes; completes written reports legibly, completely, and accurately; uses correct technical form and vocabulary; uses appropriate and consistent sentence structure and punctuation; proofreads.

	B5*


	Applies presentation skills. 


	Delivers prepared or spontaneous speech/remarks based on research or situation/circumstance; uses visual aids as appropriate/possible; includes introduction, premise/key point(s), supporting data/details, and summary/conclusion(s).

	B6*
	Observes non-verbal communication.
	Notes that body language can be a significant indicator of another’s true feelings; interprets non-verbal cues objectively and acts appropriately.

	C. Critical/Creative Thinking

	The following MLR link to all or some of the tasks in this duty area:

CPC01, LAC01, LAD05, LAD06, LAH10, MAB01, MAC02, STL03.

	C1*
	Locates and researches information and data.
	Identifies appropriate information sources; distinguishes between essential and non-essential data; identifies important data patterns; summarizes data into systematic, understandable formats.

	C2*
	Analyzes and evaluates information and data.
	Distinguishes among fact, theory, opinion, and assumption; identifies contradictions in data; interprets tables, graphs, diagrams, and charts; develops conclusions; uses data to support/suggest a course of action.

	C3*
	Displays planning and organization skills.
	Sets goals; prioritizes tasks; develops feasible, logical, and efficient plan to complete task or project; applies time-management techniques to complete tasks on time and to appropriate quality standards.

	C4*
	Applies problem-solving skills.
	Identifies and analyzes problem; considers options with pros and cons for each; suggests reasonable solution(s).

	C5*
	Applies decision-making skills.
	Identifies decision to be made; evaluates potential outcomes; consults instructors/supervisors or peers as appropriate.

	C6*
	Applies creative thinking skills.
	Adapts ideas and information in innovative ways to complete assignments more effectively and efficiently.

	C7*
	Performs general information management tasks.
	Keeps written and electronic information organized efficiently; follows legal and departmental procedures for information security and confidentiality.

	D. Safety 

	The following MLR link to all or some of the tasks in this duty area: 
HEC01, HEC02, HEE02, HEF01, HPEB3, HPEC7.

	D1*
	Follows school/workplace safety procedures.
	Complies with all relevant school/workplace safety guidelines and procedures; follows all safety requirements for operation of equipment and machinery.

	D2*
	Uses ergonomically correct work methods.
	Follows ergonomic principles, such as appropriate posture for computer tasks or heavy lifting.

	D3*
	Follows emergency safety procedures.
	Demonstrates understanding of emergency safety procedures; responds correctly during school/workplace safety drills.

	D4*
	Maintains safe work area.
	Keeps clean, well-organized, and manageable work environment; identifies and reports hazardous and unsafe conditions.

	D5
	Demonstrates understanding of the role of OSHA (Occupational Safety and Health Administration).
	Explains purpose of OSHA and at least three of its major accomplishments.


	Task
	Performance Criteria

	E. Career Research & Planning 

	The following MLR link to all or some of the tasks in this duty area: 

CPA02, CPA03, CPB01, CPB02, CPB03, CPC01, LAA06, LAA07, LAA08, LAA11, LAC01, LAC06, LAD01, LAD05, LAD06, LAE02, LAE03, LAF01, LAF03, LAG05, LAG08, LAH01, LAH04, LAH05, LAH06, LAH07, LAH08, LAH12, MAB01, MAC02, VAA05.

	E1*
	Identifies career/occupational interests, aptitudes, and capabilities.
	Determines career interests through formal and informal research such as interest inventories, aptitude and achievement testing, learning style and personality assessments, discussions with counselors/friends/family members, self-help books on career/job search, journal writing, and other self-awareness activities.

	E2*
	Documents personal profile information for school, work, and community activities.
	Creates and maintains Career Portfolio of work-related experience, letters of recommendation, school transcript, awards/certifications, school or community projects, and self-assessment results.

	E3
	Describes career goals.
	Uses self-knowledge, including interests, life-style preferences, career aspirations, and work and personal values to design a dream job as a focus for occupational research.

	E4
	Researches career information to determine variety of occupations available within “ideal job” framework.
	Consults career/guidance counselors and media sources, such as DOT (Dictionary of Occupational Titles) or O*NET (Internet version) and OOH (Occupational Outlook Handbook), and Internet sites to gather information specific to career/occupational interests.

	E5
	Researches qualifications for entry-level employment in occupational areas of interest.
	Identifies appropriate academic background, personal traits, skills, and aptitudes necessary for occupational success.

	E6
	Identifies suitable career/occupational targets.
	Compares/contrasts personal qualifications and interests with career employment requirements to select occupational areas to target.

	E7
	Analyzes knowledge and skills transferable from one target occupational area to another.
	Determines entry-level qualifications common to target occupational areas and applies this information to job-search strategies.

	E8
	Researches career paths in target occupational areas.
	Identifies further education/training necessary or advisable for advancement in each target occupational area; any certification/license requirement; and applicable trade organizations, professional associations, or unions. 

	E9
	Identifies advantages and disadvantages of unions and union membership.
	Outlines history of unions in the US; describes pros and cons of belonging to a union; compares work environment in a union shop to a non-union shop.

	E10
	Researches wage/salary ranges associated with entry-, mid-, and top-level positions in target occupational area(s).
	Uses state salary surveys to determine annual pay ranges for entry-, mid-, and top-levels of skill/experience in occupation.

	E11
	Relates career/occupational interests to local work opportunities.
	Researches local companies/organizations providing employment in each target occupational area.


	F. Job Preparation

	The following MLR link to all or some of the tasks in this duty area: 

CPB02, CPB03, LAA11, LAE03, LAF01, LAF02, LAG05, LAH01, LAH03, LAH07, LAH08, HEA01, HEE01.

	F1*
	Designs job-search plan.
	Identifies necessary steps in a comprehensive job search, from initial research to interview, follow-up, and negotiating terms of job offer(s), including resources, strategies, and timelines.

	
	
	

	
	
	

	Task
	Performance Criteria

	F2*
	Locates specific employment opportunities in target occupational areas.
	Identifies one or more companies/organizations to explore for specific employment opportunities; uses own research as well as school-sponsored activities such as career days, field trips, and guest speakers; lists people who could be potential links to identified companies/organizations.

	F3
	Evaluates employment opportunities.
	Analyzes pros and cons of opportunity using ideal job and self-assessment criteria.

	F4
	Identifies a variety of options for obtaining work experience. 
	Investigates work-experience options, including outside jobs, in-school service learning/volunteer projects, SBEs (school-based enterprises), and STC (school-to-career) pathways.

	F5*
	Completes job application materials.
	Submits job application letter/form and Career Portfolio/resume to hiring entity, whether school-project faculty, STC coordinator, or potential employer; follows up appropriately.

	F6*
	Prepares for mock/real job interview.
	Practices responses to likely interview questions; chooses appropriate clothing; identifies with whom and where interview will be precisely; determines best travel plan and leeway necessary to arrive early; researches company/organization and job; prepares questions to ask interviewer.

	F7*
	Participates in mock/real job interview.
	Dresses appropriately, arrives in time to be relaxed; makes eye contact and gives firm handshake; displays positive attitude and eagerness to learn; discusses qualifications and asks questions; concludes interview and follows up appropriately, including thank-you note(s).

	F8
	Takes pre-employment test(s).
	Asks questions as necessary to determine what the test(s) will cover; arrives on time and prepared; completes test(s) carefully and within the allotted time.

	G. Job Performance

	The following MLR link to all or some of the tasks in this duty area: 

CPC03, LAA06, LAA07, LAA08, LAA11, LAC01, LAC06, LAD01, LAD05, LAD06, LAE02, LAE03, LAF01, LAF02., LAF03, LAG05, LAG08, LAH01, LAH04, LAH05, LAH06, LAH07, LAH08, LAH12

	G1*
	Verifies job offer. 
	Ensures understanding of both pay and benefits, including work hours, vacation, and types of insurance; reads company benefits information, if applicable/available; asks questions as necessary.

	G2*
	Verifies job performance expectations.
	Ensures understanding of job requirements, including title/position, duties, necessary skills, relationships with supervisor(s) and co-workers, applicable union/association membership, location, schedule, additional training, safety considerations/equipment, and clothing/appearance. 

	G3*
	Accepts or negotiates terms of employment.
	Discusses and agrees on terms before accepting job offer.

	G4*
	Completes appropriate paperwork related to acceptance of employment.
	Accepts employment according to offer received/negotiated; completes necessary paperwork such as federal, state, and company/organization human resources forms.

	G5*
	Demonstrates understanding of payment process.
	Explains pay schedule, gross vs. net pay, and applicable deductions; describes electronic funds transfer vs. paper check and the advantages and disadvantages of each.

	G6*
	Demonstrates understanding of how to achieve top performance rankings based on company/organization values for employee work.
	Notes characteristics company looks for in employee, terms and length of probation period, if applicable, and process for performance review.

	G7
	Participates in company/organization orientation.
	Displays attitude of full attention; asks questions and records information as appropriate.

	
	
	

	Task
	Performance Criteria

	H. Life Skills & Citizenship

	The following MLR link to all or some of the tasks in this duty area: 

CPB04, CPD01, CPD02, CPD03, CPD04, LAA06, LAA07, LAA08, LAA11, LAC01, LAC06, LAD01, LAD05, LAD06, LAE02, LAE03, LAF01, LAF03, LAG05, LAG08, LAH01, LAH04, LAH05, LAH06, LAH07, LAH08, LAH12, HEA01, MAB01, MAC02, SSCA2, SSCA3, SSCA4, SSEA1, SSEA2, SSEA3, SSEB2, SSEB3.

	H1*
	Demonstrates basic understanding of payroll/income, personal property, and sales taxes. 
	Verifies that own paycheck reflects correct federal/Social Security and Maine tax deductions; calculates taxes on such items as vehicles, appliances, or cigarettes.

	H2
	Demonstrates basic understanding of uses/benefits of federal and state tax systems.
	Outlines federal and state government funding and lists basic government responsibilities/services; discusses federal or state revenue vs. spending priorities and obligations.

	H3
	Demonstrates basic understanding of the Social Security system.
	Outlines origin, purpose, and current structure of Social Security; discusses advantages and disadvantages of privatizing Social Security for high- vs. low-income earners and for earners savvy about money management vs. earners who aren’t.

	H4
	Constructs annual or monthly budget based on current income.
	Builds realistic budget using a minimum of 10 categories, such as food, clothing, rent, utilities, transportation, insurance, healthcare, entertainment, gifts, charitable giving, and savings.

	H5
	Demonstrates ability to prepare federal and state tax forms.
	Uses mock/real income and expenses to complete federal short or long form and Maine income tax form.

	H6
	Demonstrates basic understanding of insurance.
	Describes rationale for insurance business and how companies make a profit; outlines insurance rates and coverage options on a new vs. used automobile, rental vs. owned property, medical/dental expenses, disability insurance, or term vs. whole life coverage; identifies workers’ compensations laws/benefits.

	H7
	Researches loan options.
	Compares and contrasts available loans for expenses such as college and an automobile or other large purchase/expense. 

	H8
	Demonstrates understanding of the credit industry.
	Describes rationale for credit cards and how issuers make a profit; compares payment options, interest rates, and cardmember benefits for various cards such as American Express, Visa/Mastercard, department store, or Credit Union card; calculates cost of carrying vs. paying off balances. 

	H9
	Demonstrates basic understanding of investment and savings instruments. 
	Compares characteristic risks and rewards of instruments such as stocks, bonds, mutual funds, money market funds, CDs (Certificates of Deposit), and savings accounts.

	H10
	Displays personal banking skills.
	Distinguishes between banks and credit unions; identifies types of bank and credit union accounts; selects bank/credit union according to individual needs; demonstrates ability to maintain sufficient cash in account(s); makes deposits; writes checks; balances checkbook/reconciles account(s).

	H11
	Displays consumer skills.
	Makes informed choice by researching and comparing price and value of goods/services; deals with vendor/provider to resolve a problem fairly.

	H12
	Displays leadership skills.
	Sets a good example for co-workers, fellow students, and others; assumes group leadership as necessary and appropriate.

	H13
	Leads meetings.
	Handles/oversees preparation for meeting, including meeting space, agenda, and participant notification; presides over meeting according to Robert’s Rules of Order; sees that meeting notes are taken and disseminated.

	H14
	Demonstrates basic understanding of the legal process.
	Distinguishes between civil and criminal law; lists examples of each type, the general process for adjudication, and possible penalties; lists criteria for choosing a lawyer, explains the lawyer-client relationship. 

	Task
	Performance Criteria

	H15
	Explains basic rights and responsibilities of citizenship.
	Outlines freedoms provided by the US Constitution and actions by citizens that ensure continuation of these freedoms, such as ethical behavior, voting in federal, state, and local elections, and community participation/volunteerism.

	H16
	Demonstrates ability to make ethical choices.
	Distinguishes between right vs. wrong and right vs. right actions/decisions in the workplace using principles such as honesty, fairness, integrity, and courage.

	H17
	Manages multiple tasks.
	Recognizes various demands on time and need for balancing school/work with personal, family, and community activities; schedules tasks according to importance, deadline, and balance.

	H18
	Takes responsibility for own future.
	Makes choices/decisions most likely to fulfill identified career and other life goals; demonstrates understanding of need to manage own career, including keeping knowledge and skills up to date and seeking additional education/training to acquire new knowledge/skills.

	H19
	Recognizes when change, such as in employment or other environment, is necessary.
	Demonstrates acceptance of stress as inevitable companion of change; takes care of items/loose ends needing immediate attention; seeks resources for coping with short- and long-term effects of change.

	H20
	Designs and implements transition plan.
	Sets goals for new employment/environment; plans strategies and takes steps to achieve goals.

	I. The Global Workforce—The Larger Picture

	The following MLR link to all or some of the tasks in this duty area: 

CPA04, CPC02, LAA06, LAA07, LAA08, LAA11, LAC01, LAC06, LAD01, LAD05, LAD06, LAE02, LAE03, LAF01, LAF03, LAG05, LAG08, LAH01, LAH04, LAH05, LAH06, LAH07, LAH08, LAH12, SSEB1, SSEB2, SSEB3, SSED1, SSED2.

	I1
	Explains how a particular job/position contributes to the company as a whole.
	Relates job/position to company product/service, such as where that position fits in the production cycle or how important that job is to the person who receives the work, whether an internal or external customer.

	I2
	Explains opportunities and challenges of capitalism vs. other economic systems.
	Lists advantages and disadvantages of capitalism vs. other economic systems to companies/entrepreneurs, workers, and consumers.

	I3
	Identifies ways in which a US-owned company adapts to another nation’s culture in order to produce or sell abroad.
	Cites examples of a US company adjusting policies and activities, such as pay scales, advertising, product line, or supplier relationships, to the realities/expectations of host-country consumers or government.

	I4
	Describes implications of the global marketplace for a particular company and its workers.
	Identifies challenges and opportunities for company and workforce when their product can be produced and sold anywhere in the world.

	I5
	Describes influence of national politics on international trade. 
	Explains role of political parties in setting international trade policies and the effects of these policies on a particular company or industry.

	J. Entrepreneurship

	The following MLR link to all or some of the tasks in this duty area:

CPA04, CPB04, CPC01, CPC02, CPC03, CPC05, LAA06, LAA07, LAA08, LAA11, LAC01, LAC06, LAD01, LAD05, LAD06, LAE02, LAE03, LAF01, LAF03, LAG05, LAG08, LAH01, LAH04, LAH05, LAH06, LAH07, LAH08, LAH12, HEC02, MAC02, SSCB2, SSCB5, SSEA1, SSEA2, SSEA3, SSEB1, SSEB2, SSEB3.

	J1*
	Investigates entrepreneurship as an employment option.
	Identifies rewards and challenges of starting a business and the personal characteristics, market conditions, and planning necessary for success.

	Task
	Performance Criteria

	J2
	Explains the basic types of business ownership.
	Compares and contrasts sole proprietorship, partnership, and corporation as forms of business ownership.

	J3
	Describes the characteristics of a franchise.
	Identifies advantages and disadvantages of joining a franchise business.

	J4
	Explains economics of supply and demand in terms of a particular company.
	Describes cause-and-effect relationship between supply and demand for company product, service, and workforce.

	J5
	Explains the effects of competition on a particular company and the importance of customer service.
	Determines role of competition in pricing, production and delivery, employee recruitment and compensation, and emphasis on customer wants/needs.

	J6
	Explains the need/rationale for a business plan.
	Lists elements of a business plan and its role in starting a business.

	J7
	Describes production cycle for a particular company.
	Traces major steps for company product/service from raw material or concept to delivery; lists major resources needed to accomplish each step.

	J8
	Identifies state and federal regulation of business in terms of constraints on a particular company.
	Outlines purpose and methods of government regulation; describes effects of regulation on company and how it conducts business.

	J9*
	Identifies basic federal protections against discrimination in hiring.
	Lists and gives the purpose of important federal EEO (equal employment opportunity) laws, such as the Civil Rights Act, ADA (Americans with Disabilities Act), and EPA (Equal Pay Act).

	J10*
	Identifies basic employer responsibilities under FLSA (Fair Labor Standards Act) and related Maine laws.
	Outlines what FLSA covers and for whom, such as child labor, minimum wage, and overtime; compares similar state of Maine laws. 

	J11
	Identifies cultural values of a particular company in relation to its employees.
	Explains company rationale for providing employee benefits such as overtime; paid holidays; vacation, parental, and other personal leave; flex time; education/training; and profit-sharing.

	J12
	Distinguishes among advertising, marketing, and public relations as business strategies for a particular company.
	Explains company goals for advertising, marketing, and public relations and how company measures success in achieving these goals.

	J13
	Explains relationship of company image to profitability.
	Distinguishes between company proactive and reactive public relations; explains “spin” as a public relations tool.

	J14
	Analyzes relationship of a particular company to local, regional, state, or national economy.
	Identifies costs and benefits of company to its community and larger economy, such as number and types of jobs provided, taxes generated, infrastructure needed, symbiotic relationships with other companies/organizations, environmental impact, and philanthropy.
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