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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 are 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 focussing 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

(
This statewide standard was developed by the Center for Career Development for the Maine Department of Education Workforce Education Team, with direction from both practitioners in the industry and Maine secondary/post-secondary technology instructors. The statewide standard draws on state and national skill standards.

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 chooses to teach and assess 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 Codes

	20.0201
	Child Care Services: Workers and Managers, General
	An instructional program that generally prepares individuals for occupations in childcare and guidance in institutional and residential family settings, often under the supervision of professional personnel. Includes instruction in child growth and development; nutrition; recreation, play and learning activities planning and supervision; child abuse and neglect prevention; parent-child relationships; and applicable legal and administrative requirements.

	20.0202
	Child Care Provider/Assistant
	An instructional program that prepares individuals to be primary providers of home, family, residential or institutionally based child care services. Includes instruction in planning, organizing and conducting meaningful play and learning activities; child monitoring and supervision; record-keeping; and referral procedures.


(
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 a task or set of tasks.

Classification of Instructional Programs (CIP) — A taxonomy for instructional programs at all levels, developed by the U.S. 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 Task — 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.
 (
EARLY CHILDHOOD EDUCATION TECHNOLOGY 

Maine Learning Results Links – Codes and Text

(
The following secondary-level Maine Learning Results [as printed July 1997 by the Maine Department of Education] were identified by members of the Curriculum Integration Project Early Childhood Education workgroup as relatively strongly linked to a typical early childhood education program. 

CAREER PREP - 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.

CAREER PREP - 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.

CAREER PREP - 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.

CAREER PREP - 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.

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.

HEA02.Describe the interrelationship of physical, mental, emotional, and social health throughout the stages of life.

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

HEA04 Analyze the impact of personal health behaviors on body systems.

HEA05 Analyze how the environment relates to personal and community health.

HEA06 Describe health issues common at different stages of life.

HEA07 Analyze how public health policies and laws influence health promotion and disease prevention.

HEA08 Analyze how the prevention and control of health problems are influenced by research and medical advances.

HEA09 Describe how disease-causing microorganisms, family history, nutrition, and other factors relate to the cause or prevention of disease and other health problems.

HEA10 Describe how stress management relates to disease prevention.

HEALTH & PHYSICAL EDUCATION - HEALTH INFORMATION, SERVICES, AND PRODUCTS  Students will know how to acquire valid information about health issues, services, and products.  Students will be able to:

HEB03 Access school and community health services (e.g., school nurse, family physician, emergency care).

HEB04 Analyze various health problems and identify those that require professional health care services (e.g., dental cavities, sports injuries).

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.

HEC03 Design, implement, and evaluate a plan of stress management.

HEALTH & PHYSICAL EDUCATION - INFLUENCES ON HEALTH  

Students will understand how media techniques, cultural perspectives, technology, peers, and family influence behaviors that affect health.  Students will be able to:
HED01 Analyze how different cultures affect health beliefs and practices (gender equity).

HED02 Evaluate the effect of media and other factors on personal, family, and community health.

HED03 Evaluate the impact of technology on personal, family, and community health.

HED04 Analyze how the family, peers, and community influence the health of individuals.

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.

HEE03 Analyze the possible causes of conflict in schools, families, and communities.

HEE04 Evaluate the effectiveness of various communication methods for accurately delivering health information and ideas.

HEE05 Utilize strategies to overcome barriers when communicating information, ideas, feelings, and opinions about health issues.

HEE06 Demonstrate the ability to work cooperatively as an advocate for healthy individuals, families, schools, and communities.

HEE07 Adapt health messages and communication techniques to the characteristics of a particular audience.

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 which lead to trouble.

HEF02 Analyze health concerns that require collaborative decision making.

HEF03 Predict the immediate and long-term impact of health decisions on the individual, family, and community.

HEALTH & PHYSICAL EDUCATION - PHYSICAL FITNESS  

Students will acquire the knowledge needed to be physically fit and take part in healthful physical activity on a regular basis.  Students will be able to:
HPEA2 Participate in a variety of health-enhancing physical activities.

HPEA3 Demonstrate an understanding of how patterns of participation change throughout life and develop strategies to deal with those changes.

HPEA5.Analyze and compare physical fitness activities for their health-enhancing potential and benefits.

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:
HPEB5 Evaluate risk and safety factors that may affect physical activity preferences.

HEALTH & PHYSICAL EDUCATION - PERSONAL & SOCIAL INTERACTIONS  

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

HPEC1 Describe personal and group conduct necessary to participate cooperatively and ethically in both competitive and noncompetitive physical activities.

HPEC2 Accommodate for the differences in skill and performance levels of participants by adapting activities to encourage individual success.

HPEC3 Initiate independent and responsible personal behavior in physical activity settings.

HPEC4 Identify potentially dangerous consequences and outcomes of participation in physical activity.

HPEC5 Identify opportunities to share and learn from others through physical activity.

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.

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:
LAA01 Demonstrate an understanding that reading is a gradual process of constructing meaning and revising initial understandings.

LAA02 Demonstrate an understanding that a single text will elicit a wide variety of responses, each of which may be the point of view of the individual reader or listener.

LAA03 Identify the author’s purpose and analyze the effects of that purpose on the text.

LAA04 Identify the author’s point of view and analyze the effects of that point of view on the text.

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).

LITERATURE AND CULTURE  

Students will use reading, listening, and viewing strategies to experience, understand, and appreciate literature and culture.  Students will be able to:
LAB01 Distinguish between the purpose of a literary work and the personal response of an individual reader.

LAB03 Make abstract connections (e.g., connections about thoughts, ideas, values) between their own lives and the characters, events, and circumstances represented in various works.

LAB10 Draw from a broad base of knowledge about literature of the United States and the world to examine and critique how print and visual texts explore the human experience and condition.

LAB11 Examine, evaluate, and elaborate on universal themes in literature, using reading and viewing to explain how themes are developed and achieved.

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 use of English.

LAC08 Identify propaganda techniques used by writers and speakers.

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.

LAD02 Distinguish between apparent fact and opinion in nonfiction texts.

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.

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.

LAE04 Evaluate the remarks and oral presentations of others to find the key ideas and explain the ways in which these ideas were developed.

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.

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:
LAG02 Write pieces and deliver oral presentations that effectively use descriptive language to clarify, enhance, and develop ideas.

LAG03 Write pieces and deliver oral presentations that include a variety of sentence structures and lengths.

LAG07 Write pieces and deliver oral presentations in which the organization of the work follows from the purpose.

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

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.

LAH11 Evaluate information for accuracy, currency, and possible bias.

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

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.

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.

MATHEMATICS – MEASUREMENT  

Students will understand and demonstrate measurement skills.  Students will be able to:
MAF01 Use measurement tools and units appropriately and recognize limitations in the precision of the measurement tools.

MATHEMATICS – PATTERNS, RELATIONS, FUNCTIONS  

Students will understand that mathematics is the science of patterns, relationships, and functions.  Students will be able to:
MAG01 Create a graph to represent a real-life situation and draw inferences from it.

SOCIAL STUDIES - CIVICS & 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:
SSCA1 Develop and defend a position on a public policy issue within our democracy.

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

SOCIAL STUDIES - CIVICS & GOVERNMENT - PURPOSE & 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.

SOCIAL STUDIES - ECONOMICS - PERSONAL & 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.

SOCIAL STUDIES - ECONOMICS - 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:
SSEB3 Explain the positive and the negative impacts of advertising techniques on consumer behavior.

SCIENCE & TECHNOLOGY – CELLS  

Students will understand that cells are the basic units of life.  Students will be able to:
STC04 Explain how the human body protects itself against disease and how the body might lose that ability.

SCIENCE & TECHNOLOGY - CONTINUITY AND CHANGE  

Students will understand the basis for all life and that all living things change over time.  Students will be able to:
STD05 Compare and contrast fertilization, zygote formation, and embryo development in humans and other species.

SCIENCE & TECHNOLOGY - INQUIRY AND PROBLEM SOLVING  

Students will apply inquiry and problem-solving approaches in science and technology.  Students will be able to:
STJ01 Make accurate observations using appropriate tools and units of measure.

SCIENCE & TECHNOLOGY - SCIENTIFIC REASONING  

Students will learn to formulate and justify ideas and to make informed decisions.  Students will be able to:
STK03 Develop generalizations based on observations.

SCIENCE & TECHNOLOGY – COMMUNICATION  

Students will communicate effectively in the application of science and technology.  Students will be able to:
STL07 Use computers to organize data, generate models, and do research for problem-solving.

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:

· a distinct style

· imagination and technical skill

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

VAA03 Create a piece in one art form which complements one of the other art forms (e.g., music to complement poetry).

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

VAA09 Use skills and knowledge of arts elements and principles, whenever applicable, to solve problems or enhance meaning in other disciplines.

VISUAL & PERFORMING ARTS - CULTURAL HERITAGE  

Students will understand the cultural contributions (social, ethical, political, religious dimensions) of the arts and how the arts shape and are shaped by prevailing cultural and social beliefs and values and will recognize exemplary works from a variety of cultures and historical periods. Students will be able to:
VAB04 Create works that reflect concepts, theories, approaches, and styles from their own and other cultures.

VAB05 Develop visual and/or performing art work in response to an historical, social, or cultural condition using a variety of forms.
	Task
	Performance Criteria

	A.  Professional Attributes

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

CPA01,  CPA03, CPA04, CPB02, CPB03, CPC02, CPC05, CPD03, HEC01, HEC02, HEE01, HEE02, HPEC1, HPEC6,  HPEC7, LAH03, LAH11



	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-control; 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.

[Customer refers to children, parents, family members, field site staff and other professionals involved in the program]
	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.

	A7*
	Demonstrates career exploration and planning skills.
	Selects target career area(s) based on own abilities and preferences; identifies knowledge, skills, and educational requirements for target career(s); relates school-based learning to career aspirations; investigates options for acquiring work experience, such as service learning projects and STW (school-to-work) pathways.

	B.  Communications

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

CPA01, CPA03, CPB02, CPC02, HEE01, HEE02, HPEC1, LAA01, LAA04, LAA07, LAA08, LAA11, LAD01, LAD03,  LAH01, LAH02, LAH03, LAH04, LAH06, LAH11, LAH12



	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; 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, or schedules. 

	B4*
	Applies writing skills.
	Uses proper business or technical writing style; takes effective notes; completes written assignments legibly, completely, and accurately; uses correct technical vocabulary; applies proofreading skills.

	C.  Critical/Creative Thinking

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

CPA01, CPA04, CPC01, CPC02, CPC05, HEC01, HEC02, HPEC1, HPEC7, LAH03, STL07



	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, organized, 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 procedures for information security and confidentiality.

	D.  Health and Safety

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

CPC05, HEA01, HEA02, HEA04, HEA05, HEC02, HED04, HEE01, HEE02, HEE07, HEF02, HEF03, HPEB1, HPEB5



	D1*
	Monitors play areas – indoors and out – for safety hazards.
	Uses safety checklist to inspect for hazards such as broken glass, unprotected electrical outlets, and damaged equipment; ensures areas are free of debris and that equipment and materials are in good repair. 

	D2*
	Supervises children playing - indoors and out - to monitor and ensure child safety.
	Collaborates with co-workers to ensure all children are supervised at all times; maintains awareness of activities of entire group even when working with a small group.

	D3*
	Anticipates and avoids unsafe situations.
	Responds immediately if children are engaged in unsafe activities or activities that look like an accident about to happen.

	D4*
	Practices routine care/maintenance of materials and equipment.
	Cleans, disinfects and sanitizes toys, materials and areas where children receive care.

	D5*
	Responds to child’s injury.
	Responds quickly and calmly; determines if medical assistance is required.

	D6*
	Follows established emergency procedures including knowing where to locate emergency contact information.
	Complies with facility or worksite protocols; may include duties such as maintaining an emergency bag that includes items such as crackers, juice and blankets or ensuring emergency contact information is available for onsite or offsite situations.

	D7*
	Demonstrates knowledge of and practices universal health precautions.
	

	D8*
	Monitors the condition of emergency equipment, such as a fire extinguisher, and demonstrates its use.
	

	D9*
	Participates in fire drills.
	

	D10*
	Attends required health and safety training.
	Achieves Red Cross First Aid and CPR certification.

	D11
	Maintains first-aid kit.
	

	D12*
	Demonstrates knowledge of established procedures for administering medication to children.
	Follows state guidelines and agency protocols.

	D13*
	Recognizes symptoms of common childhood illnesses.
	

	D14*
	Stores hazardous materials, including cleaning products and medicines, appropriately.
	Follows state guidelines and agency protocols including age restrictions concerning the handling of hazardous materials.

	D15*
	Practices proper food storage and kitchen maintenance.
	Follows practices that comply with legal requirements for nutrition and food service.

	D16*
	Supports development of personal hygiene skills in children.
	Incorporates health concepts into daily routines and through books, conversation and planned activities.

	D17*
	Maintains personal hygiene.
	Dresses/grooms for required duties appropriately and in compliance with health regulations.

	D18
	Demonstrates knowledge of and practices established procedures for transporting children in vehicles.
	

	D19
	Demonstrates knowledge of and practices established procedures for off-site field trips, walks etc..
	

	D20*
	Recognizes the signs of child abuse or neglect and demonstrates knowledge of the procedures for mandated reporting of suspected abuse or neglect.
	

	D21*
	Knows where to locate, becomes familiar with, and follows posted information concerning allergies.
	

	E.  Professionalism

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

CPA01, CPA02, CPA03, CPB01, CPB02, CPB03, CPB04, CPC01, CPC05, CPD01, CPD03, HEA07, HEA08, HEA09, HEA10, HEC01, HEC02, HEC06, HEE01, HEF01, SSCA1



	E1*
	Enjoys working with children and exhibits an attitude that reflects this.
	

	E2*
	Maintains confidentiality.
	Follows program policy concerning dissemination of information about children, families and other staff members.

	E3*
	Establishes and maintains a cooperative relationship with colleagues, parents and community workers.
	

	E4
	Keeps informed about current issues in child development and public policy issues that affect childcare and families.
	

	E5
	Recognizes the opportunities that professional organizations and resources offer in terms of personal and professional growth.
	Locates and uses professional literature such as current periodicals, organizations, and research to inform self and improve practice.

	E6
	Practices professionalism within the community.
	Accesses professional resources by engaging in activities such as researching services of a local professional or support group, arranging for a guest speaker or by attending a workshop/ presentation on a on a particular topic.

	E7
	Engages in volunteerism within the community.
	Participates in outreach activities in the community as an individual or as part of a group project.

	E8
	Makes observations of self, peers, children and supervisors.
	

	E9
	Reflects upon personal growth and progress toward goals.
	Demonstrates reflective practice through activities such as portfolio development, journalizing, exhibitions, observations and learning logs.

	F.  Nutrition

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

HEA04, HEA07, HEC01, HED01, HED02, HED04, HEE04, HEE05, HEE07, HEH04, SSCA1, SSCB2, SSEB3, STC04, STJ01



	F1*
	Demonstrates knowledge of nutritional needs of children.
	

	F2*
	Promotes a relaxed, sociable environment for mealtimes.
	Encourages and models good nutrition habits and table manners; deals with accidental spills calmly and non-punitively; encourages conversation among diners.

	F3*
	Prepares snacks.
	

	F4*
	Includes children in food preparation and service.
	

	F5*
	Plans nutrition education activities for children.
	

	G.  Child Growth & Development

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

CPC03, HEA02, HEA03, HEA04, HEA06, HEA07, HEA09, HEC02, HEE01, HEE02, HEE07, HPEA2, HPEC1, HPEC2, STD05, STK03, VAA03



	G1*
	Demonstrates knowledge of child growth and development – both typical and atypical – from birth through 8 years.
	Demonstrates knowledge of major developmental milestones – motor, language, cognitive, social/emotional – for infants, toddlers, pre-school and primary-age children.

	G2*
	Demonstrates knowledge of and recognizes through observation the differences in temperament and learning styles of children.
	

	G3*
	Applies knowledge of child growth and development by incorporating developmentally appropriate practices in planning classroom activities and in interactions with children.
	Designs lesson plans that provide for learning experiences within and across developmental areas and that reflect development needs and diverse cultures of individual children.

	G4*
	Observes children and records observations systematically.
	Constructs a child assessment portfolio including several observations over time to create a consistent picture or pattern about a particular child and to determine that child's individual needs, skills, interests and learning style.

	H.  Routines, Discipline & Guidance

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

CPA01, HEC01, HEC02, HEE01, HEE02, HEE03, HEE04, HEF01, HPEC1, HPEC3, HPEC5, HPEC6, HPEC7



	H1*
	Provides consistent reinforcement of program limits and routines.
	

	H2*
	Uses techniques to assist children during transitions.
	

	H3*
	Guides behavior of children through the use of choice and redirection of activity.
	

	H4*
	Provides positive reinforcement.
	

	H5*
	Involves children in the construction of classroom expectations and communicates these expectations clearly.
	

	H6*
	Adapts tone and facial expression to the situation and physically gets down to the child’s level.
	

	H7*
	Requests assistance from co-worker if necessary.
	

	H8*
	Includes children in housekeeping tasks such as clean-up and materials preparation. 
	

	H9*
	Constructs an environment that encourages appropriate behavior.
	

	H10*
	Posts and follows daily schedule which specifies routine activities.
	

	H11*
	Demonstrates common sense and flexibility in following daily schedule and in implementing planned activities.
	

	I.  Language Development

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

HEE01, HEE07, LAC02, LAC03, LAC05, LAD06, LAE04, LAE07, LAF02, LAG02, LAG08



	I1*
	Demonstrates knowledge of language and communication development.
	Plans, prepares and presents age appropriate language arts activities for children.

	I2*
	Demonstrates use of strategies to enhance/encourage expressive and receptive language skills in children.
	Practices methods such as establishing eye contact, using open-ended questions and vocabulary sequencing.

	I3*
	Initiates conversation with each child frequently.
	

	I4*
	Communicates with positive statements.
	

	I5*
	Demonstrates active listening.
	

	I6*
	Models correct speech and language.
	

	J.  Social/Emotional Growth

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

HEE01, HEE02, HEE07, HEF01



	J1*
	Accepts children as individuals and as who they are.
	Individualizes interactions with children based on awareness of their unique personalities, strengths and weaknesses.

	J2*
	Encourages and helps children practice self help skills 
	

	J3*
	Offers children choices in activities and respects their choices.
	

	J4*
	Helps children recognize and express their feelings in an acceptable manner.
	Models the recognition and expression of feelings; encourages children to express feelings while controlling actions; gives children the words to express feelings; reads/discusses stories that deal with feelings about situations.

	J5*
	Helps children to empathize with peers.
	

	J6*
	Shows warmth and appropriate affection to children.
	Interacts frequently with children; speaks in a warm, courteous and respectful manner.

	J7*
	Clarifies for children the concept that there is a distinction between what they do and who they are; the child is acceptable, the child’s action might not be.
	Directs attention to the behavior that needs correcting rather than to the child by using language such as “I like you, I don’t like blocks being thrown” or  “Blocks are not for throwing”; avoids using labels such as good or bad or shy to describe the child.

	J8*
	Provides opportunities for all children to feel successful and to be recognized for their accomplishments.
	

	J9*
	Encourages children to share and take turns.
	

	K.  Designing Environment 

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

CPC02, CPC05, HEA05, HEC02, HPEC6, LAH05, LAH07, LAH08, VAA01



	K1*
	Selects materials/equipment for interest areas.
	Provides a variety of age appropriate materials that promote dramatic play, construction, small motor, perceptual, and cognitive skills; ensures play materials are adequate in number and durable; displays materials related to curriculum topics/themes and that reflect diversity; rotates materials to maintain children’s interest.

	K2*
	Locates interest areas so they are accessible and functional.
	Areas are clearly defined by furniture and rugs; equipment and furniture are age appropriate and securely anchored; traffic flow design encourages safe behavior such as walking, and minimizes distractions to activities; arrangement allows for children to work alone or in small or large groups; low shelving and picture labels allow for independent selection and return of materials.

	K3*
	Uses techniques to create an atmosphere that is warm and inviting.
	

	L.  Planning Activities

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

CPA01, CPB01, CPB03, CPC03, CPC05, CPD02, CPD04, HPEA02, HPEA03, HPEA05, HPEC2, HPEC3, HPEC4, HPEC5, HPEC6, LAH06, MAB01, MAC01, MAF01, MAG01, STJ01, STK03, VAA04, VAA05, VAB04



	L1*
	Demonstrates knowledge of the concept that play is children’s work and the role of a teacher in fostering development through play.
	Uses the teacher as coach or mentor model rather than directing while interacting with children.

	L2*
	Plans a daily schedule.
	Creates a balance of large/small motor, indoor/outdoor, active/quiet, staff initiated and child initiated activities; allows plenty of time for child choice activities.

	L3*
	Uses opportunities to integrate curriculum.
	Designs and implements learning experiences within and across developmental areas; recognizes that most learning experiences encompass more than one development domain.

	L4*
	Uses informal and formal assessments and observations to determine the skills, interests and learning styles of individual children and incorporates these into planning activities.
	

	L5*
	Uses a variety of materials, equipment and strategies to encourage children to develop skills.
	

	L6*
	Compiles resource files.
	Creates a portfolio that includes a variety of teaching activities and resources such as finger plays, cooking activities and creative art material sources.

	L7*
	Plans, prepares, and presents developmentally appropriate activities to foster gross motor skill development.
	

	L8*
	Plans, prepares and presents developmentally appropriate activities to foster fine motor skill development. 
	

	L9*
	Plans, prepares and presents developmentally appropriate activities to foster sensory motor, perceptual motor, and cognitive skill development.
	

	L10*
	Demonstrates ability to work effectively one-on-one with a child.
	

	L11*
	Demonstrates ability to work effectively with a small group of children.
	

	L12
	Demonstrates ability to work effectively with the whole group of children.
	

	M.  Creative Art Activities

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

LAH06, VAA03, VAA05



	M1*
	Identifies age appropriate materials for children.
	

	M2*
	Identifies sources for art/crafts materials.
	

	M3*
	Emphasizes process over product.
	

	M4*
	Plans, prepares, and presents age appropriate art experiences for children.
	

	N.  Story Telling

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

LAA01, LAA02, LAA03, LAA04, LAB03, LAB10, LAB11, LAC03, LAE01, LAF02, LAG02, LAG08, VAA01, VAA03, VAB04, VAB05



	N1*
	Selects age appropriate books for children.
	

	N2*
	Relates individual stories to curriculum activities.
	

	N3*
	Demonstrates techniques for keeping children’s attention.
	

	N4*
	Uses props such as puppets or flannel boards as a story telling technique.
	

	

	O.  Music & Circle Activities

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

CPA01, CPB03, CPC03, CPC05, CPD02, CPD04



	O1*
	Uses songs, finger-plays and movement activities to reinforce conceptual themes.
	

	O2*
	Uses rhythmic activities to encourage the development of body coordination.
	

	O3*
	Uses circle time as an opportunity to integrate curriculum and to provide stimulation in multiple developmental areas.
	

	O4*
	Selects activities of an appropriate duration that reflect the abilities and interests of age group.
	

	O5*
	Demonstrates techniques for keeping the attention of the group.
	

	P.  Family/Community Relations

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

CPA04, CPC02, CPCHEB04, HED04, HEE01, LAC03, LAF02, VAB04, 



	P1*
	Greets children and family members at drop-off and pick-up time.
	Displays warmth and welcoming behavior when greeting children and family members.

	P2*
	Shares with family anecdotal information about child’s activities during the day.
	Presents information in a positive manner, avoids labeling and non-constructive information.

	P3*
	Responds to family’s questions and concerns.
	

	P4*
	Demonstrates sensitivity to and respect for diverse family structures, cultural traditions, and child rearing practices.
	Respects parents choices and goals for their children.

	P5*
	Refrains from discussing children or families with other clients of the program.
	

	P6*
	Establishes rapport with family and community members.
	

	P7*
	Contributes to parent newsletter.
	

	P8
	Attends parent group meetings.
	

	P9*
	Recognizes situations where it is beneficial or necessary to have a supervisor present.
	

	Q.  Record Keeping & Program Management

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

STL07, HEA07, HEB03, HEB04, HEC02, HEE01, HEE04, HEE07, LAA03, LAD06LAE04, LAH06, LAH07, MAG01, SSCB2



	Q1*
	Demonstrates knowledge of licensing requirements which regulate/guide early childhood programs and their relationship to quality child development practices.
	

	Q2*
	Demonstrates knowledge of facility’s programs and policies.
	

	Q3
	Maintains attendance records.
	

	Q4
	Maintains inventory.
	

	Q5
	Maintains/updates required records such as inoculations, allergies, medications, and emergency contact information.
	

	Q6*
	Completes incident/accident reports.
	Ensures reports are accurate, objective, dated and signed by author.

	Q7*
	Writes/maintains anecdotal records.
	Ensures reports are accurate, objective, avoid labeling and are dated and signed by writer.

	Q8
	Maintains financial records.
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