

 Delaware Business, Finance and Marketing Education

MIDDLE SCHOOL GUIDELINES

Teachers may use these guidelines to develop 7th and 8th grade business education courses as appropriate to meet their students’ needs and the requirements of State Regulation 502 and Career and Technical Education state approval.  These documents were designed as a guideline in presenting evidence of a clear articulation to an existing CTE high school pathway and to inform curriculum development at the middle school level.  Identified performance elements and indicators are based on the prerequisite skills identified in the national career clusters project for the business, finance and marketing core knowledge and skills.

These guidelines should be reviewed and revised based on available staff and student scheduling (see page 13).  Additional knowledge and skills may be indicated and defined within each district/school.  In addition, evidence of alignment with the Business, Finance and Marketing pathways must be present.  “One size” will not fit all for middle school programs; therefore, offerings must be customized in each district as a collaborative effort between middle and high school instructional leaders. 
I.  Instructional Area:  Career Exploration

MS.01 Performance Element:  Participate in career-planning to enhance job-success potential.

	MS.01.01           Performance Indicator:  Assess personal interests and skills needed for success in business (PQ)


	MS.01.02           Performance Indicator:  Analyze employer expectations in the business environment (PQ)


	MS.01.03           Performance Indicator:  Explain the rights of workers (PQ)


	MS.01.04           Performance Indicator:  Identify sources of career information (CS)


	MS.01.05           Performance Indicator:  Identify tentative occupational interest (CS)


	MS.01.06           Performance Indicator:  Explain employment opportunities in business (CS)

	

	MS.01.07          Performance Indicator:  Assess personal strengths and weaknesses. (PQ)


	MS.01.08          Performance Indicator:  Recognize personal biases and stereotypes (PQ)


MS.02 Performance Element:  Implement job-seeking skills to obtain employment.

	MS.02.01  Performance Indicator:  Set personal goals (CS)

	


	MS.02.02  Performance Indicator:  Utilize job-search strategies (PQ)

	

	MS.02.03  Performance Indicator:  Use networking techniques to identify employment opportunities (SP)

	MS.02.04  Performance Indicator:  Prepare a résumé (CS)

MS.02.05  Performance Indicator:  Complete a job application (PQ)

	

	MS.02.06  Performance Indicator:  Write a letter of application (CS)

	

	MS.02.07  Performance Indicator:  Maintain appropriate personal appearance (PQ)

	

	MS.02.08 Performance Indicator: Exhibit self-confidence (PQ)

	

	MS.02.09 Performance Indicator:  Demonstrate interest and enthusiasm (PQ)


	MS.02.10  Performance Indicator:  Interview for a job (PQ)


	MS.02.11  Performance Indicator:  Write a follow-up letter after job interviews (CS)


MS.03 Performance Element:  Apply ethics to demonstrate responsible behavior.

MS.03.01 Performance Indicator:  Identify responsible behavior (PQ)

MS.03.02 Performance Indicator:  Demonstrate responsible behavior (PQ)

	MS.03.03  Performance Indicator:  Identify honesty  and integrity (PQ)

	

	MS.03.04  Performance Indicator:  Demonstrate honesty  and integrity (PQ)

	

	MS.03.05  Performance Indicator:  Identify ethical work habits (PQ)


	

	MS.03.06  Performance Indicator:  Demonstrate ethical work habits (PQ)


MS.04 Performance Element:  Exhibit techniques to manage emotional reactions to people and situations.

	MS.04.01  Performance Indicator:  Identify positive attitude (PQ)


	MS.04.02  Performance Indicator:  Demonstrate the use self-control in the workplace (PQ)


	MS.04.03  Performance Indicator:  Explain the use of feedback for personal growth (PQ)


	MS.04.04  Performance Indicator:  Demonstrate adaptable behavior (PQ)


MS.05 Performance Element:  Identify feelings, needs and concerns that will enhance interpersonal relations.

	MS.05.01  Performance Indicator:  Explain the importance of confidentiality (PQ)


	MS.05.02  Performance Indicator: Describe the elements of professional courtesy(PQ)


	MS.05.03  Performance Indicator:  Explain the importance of global diversity (CS)


II. INSTRUCTIONAL Area:  Communication Skills   - should be integrated into all areas of instruction 

MS.06 Performance Element:  Read to acquire meaning from written material and to apply the information to a task.
	MS.06.01 Performance Indicator.  Identify sources that provide relevant, valid written material PQ)

	

	MS.06.02 Performance Indicator.  Utilize sources that provide relevant, valid written material PQ)


	MS.06.03 Performance Indicator.  Extract relevant information from written materials (PQ)

	

	MS.06.04 Performance Indicator.  Interpret relevant information from written materials (PQ)


	MS.06.05 Performance Indicator.  Apply written directions to achieve tasks (PQ)

	

	MS.06.06 Performance Indicator.  Create written directions to achieve tasks (PQ)


MS.07 Performance Element:  Apply active listening skills to demonstrate understanding of what is being said.

	MS.07.01  Performance Indicator:  Explain communication techniques that support and encourage a speaker (PQ)

	

	MS.07.02  Performance Indicator:  Demonstrate communication techniques that support and encourage a speaker (PQ)


	MS.07.03  Performance Indicator:   Follow oral directions (PQ)


	MS.07.04  Performance Indicator:  Explain active listening skills (PQ)

	

	MS.07.05  Performance Indicator:  Demonstrate active listening skills (PQ)


MS.08 Performance Element:  Apply verbal skills to obtain and convey information.

	MS.08.01  Performance Indicator:  Explain the nature of effective communication (PQ)

	

	MS.08.02  Performance Indicator:  Utilize effective communication skills (PQ)


	MS.08.03  Performance Indicator:   Ask relevant questions (PQ)


	MS.08.04  Performance Indicator:  Interpret others’ nonverbal cues (PQ)

	

	MS.08.05  Performance Indicator:  Create clear and concise oral directions (PQ)


	MS.08.06  Performance Indicator:  Provide legitimate responses to inquiries (PQ)


	MS.08.07  Performance Indicator: Explain proper telephone etiquette (CS)

	

	MS.08.08  Performance Indicator: Demonstrate proper telephone etiquette (CS)


	MS.08.09  Performance Indicator:  Participate in group discussions (CS)

	

	MS.08.10  Performance Indicator:  Lead a group discussions (CS)


	MS.08.11  Performance Indicator:  Make individual oral presentations (CS)

	

	MS.08.12  Performance Indicator:  Make team oral presentations (CS)


MS.09 Performance Element:  Write internal and external business correspondence to convey and obtain information effectively.

	MS.09.01  Performance Indicator:  Edit and revise written work consistent with professional standards (CS)

	

	MS.09.02  Performance Indicator:  Identify professional writing standards (CS)


	MS.09.03  Performance Indicator:  Format professional documents (CS)

	

	MS.09.04  Performance Indicator:  Compose professional documents (CS)

	

	MS.09.05  Performance Indicator: Prepare written reports (SP)


III. INSTRUCTIONAL Area:  Finance

MS.10 Performance Element:  Understand the fundamental principles of money needed to make financial exchanges.

	MS.10.01 Performance Indicator:  Explain forms of financial exchange (cash, credit, debit, electronic funds transfer, etc.) (PQ)


	MS.10.02 Performance Indicator:  Identify types of currency (paper money, coins, banknotes, government bonds, treasury notes, etc.) (PQ)


	MS.10.03 Performance Indicator:  Identify sources of income (wages/salaries, interest, rent, dividends, transfer payments, etc.) (PQ)


MS.11 Performance Element:  Analyze financial needs and goals to determine financial requirements.

	MS.11.01  Performance Indicator:  Explain the nature of financial needs (CS)


	MS.11.02  Performance Indicator:  Set financial goals (CS)


	MS.11.03  Performance Indicator:  Develop personal budget (CS)


MS.12 Performance Element:  Manage personal and business finances to achieve financial goals.

	MS.12.01  Performance Indicator:   Interpret a pay stub (PQ)

	

	MS.12.02  Performance Indicator: Calculate net income (PQ)


	MS.12.03  Performance Indicator:  Read and reconcile bank statements (PQ)


	MS.12.04  Performance Indicator:  Maintain personal financial records (CS)

	

	MS.12.05  Performance Indicator:  Explain the concept of accounting (CS)


	MS.12.06 Performance Indicator:  Describe the wise use of credit. (CS)


	MS.12.07 Performance Indicator:  Protect against identity theft. (CS)


	MS.12.08  Performance Indicator:  Prepare personal income tax forms (CS)

	

	MS.12.09  Performance Indicator: Analyze business financial reports (CS)

	

	MS.12.10  Performance Indicator: Identify investment opportunities for financial growth (PQ)


IV. INSTRUCTIONAL Area:  Information Technology – should be integrated into all areas of instruction   

MS.13 Performance Element:   Use information literacy skills to increase productivity.

	MS.13.01  Performance Indicator:  Explain legal issues associated with the use of information (CS)


	MS.13.02  Performance Indicator:  Obtain needed information efficiently (CS)


	MS.13.03  Performance Indicator:  Evaluate quality and source of information (CS)


	MS.13.04  Performance Indicator:  Apply information to accomplish a task (CS)


	MS.13.05  Performance Indicator:  Store information for future use (CS)


MS.14 Performance Element:   Utilize information-technology tools to manage and perform work responsibilities.

	MS.14.01  Performance Indicator:  Identify ways that technology impacts business (PQ)


	MS.14.02  Performance Indicator:  Explain the role of information systems (PQ)


	MS.14.03  Performance Indicator:  Discuss principles of computer systems (PQ)


	MS.14.04  Performance Indicator:  Use basic operating systems (PQ)


	MS.14.05  Performance Indicator:  Describe the scope of the internet (PQ)


	MS.14.06  Performance Indicator:  Demonstrate basic e-mail functions (PQ)


	MS.14.07  Performance Indicator:  Demonstrate personal information management/productivity applications (PQ)


	MS.14.08  Performance Indicator:  Demonstrate basic web-search skills (PQ)


	MS.14.09  Performance Indicator:  Demonstrate basic word processing skills (PQ)

	

	MS.14.10  Performance Indicator: Demonstrate intermediate word processing skills (PQ)


	MS.14.11  Performance Indicator:  Demonstrate basic presentation skills (CS)

	

	MS.14.12  Performance Indicator: Demonstrate intermediate presentation skills (PQ)


	MS.14.13  Performance Indicator:  Demonstrate basic spreadsheet skills (CS)

	

	MS.14.14  Performance Indicator: Demonstrate intermediate spreadsheet skills (PQ)

	

	MS.14.15  Performance Indicator:  Demonstrate basic database skills (CS)

	

	MS.14.16  Performance Indicator: Demonstrate intermediate database skills (PQ)


	MS.14.17  Performance Indicator:  Use integrated business software (CS)


	MS.14.18  Performance Indicator:  Create and/or post a basic web page (SP)

	

	MS.14.19  Performance Indicator: Create and/or post an interactive web site (PQ)


V.  Instructional Area:  Management 

MS.15 Performance Element:  Recognize management’s role to understand its contribution to business success.

	MS.15.01  Performance Indicator:  Explain the concept of management (CS)


	MS.15.02  Performance Indicator:  Explain the importance of ethics in the workplace (MN)


	MS.15.03  Performance Indicator:  Explain the purpose of a business plan (MN)

	

	MS.15.04  Performance Indicator:  Explain how management relies on financial and marketing reports for decision making

	

	MS.15.05  Performance Indicator: Create an organizational chart


MS.16 Performance Element: Interpret the relationship between people and structure in business.

	MS.16.01  Performance Indicator: Create an organizational chart

	

	MS.16.02 Performance Indicator:  Identify the various interdepartmental relationships.

	

	MS.16.03 Performance Indicator: Describe management hierarchy.

	

	MS.16.04 Performance Indicator:  Define the various types of business entities (proprietorship, partnership, etc.)


VI. Instructional Area: Marketing

MS.17 Performance Element:  Understand marketing’s role and function in business to facilitate economic exchanges with customers.

	MS.17.01  Performance Indicator:  Describe marketing functions and related activities (CS)

	

	MS.17.02 Performance Indicator:  Demonstrate the process of developing a product. 


	

	MS.17.03  Performance Indicator:  Identify the marketing cycle

	

	MS.17.04  Performance Indicator:  Define the three “C’s” of marketing


VII. INSTRUCTIONAL Area:   Business Professionals of America – should be integrated into all areas of instruction
MS.18 Performance Element:  Implement teamwork techniques to accomplish goals.

	MS.18.01  Performance Indicator:  Participate as a team member 

	

	MS.18.02  Performance Indicator:  Use consensus-building skills 


	MS.18.03  Performance Indicator:  Motivate team members 


MS.19 Performance Element:  Communicate with Business Professionals of America members.

	MS.19.01  Performance Indicator:  Choose appropriate channel for promoting BPA participation


	MS.19.02  Performance Indicator:  Participate in a chapter meeting


	MS.19.03  Performance Indicator:  Provide directions for completing job/project tasks 


	MS.19.04  Performance Indicator:  Update members on BPA activities


	MS.19.05  Performance Indicator:  Conduct a BPA meeting 

	

	MS.19.06 Performance Indicator: Utilize opportunities provided to participate in BPA activities (ie. Leadership conferences, community service, other activities as identified in local chapters)


This procedure may be followed by schools to inform curriculum development at the middle school level.  Interpretation will vary based on scheduling of students and number of staff available.   

1)  Review each:

· Instructional Area (IA)
· Performance Element (PE)
· Performance Indicator (PI)
2)  For each of the levels above, indicate the following:

· Accept (A)

· Change (C) Please record suggested change or clarification

· Delete (D)

3)
Add Instructional Areas, Performance Elements, Performance Indicators

4)  For each Performance Indicator, please indicate level of instruction:

· Seventh Grade, or first level (MS1)
· Eighth Grade, or second level (MS2)
5) Complete CTE Course Approval template using ALL Instructional Areas, Performance Elements and Indicators:

· Exploring Business I (52.000001)
· Exploring Business II (52.000002)
Considerations:
Backward Design

As the course outlines are developed, the elements of backward design should be kept in mind.  Big Ideas should be developed and Performance Indicators assigned to each before developing the Course Outline within template.  Assessment activities will be essential in assuring fidelity of implementation.
BFM Core


CTE middle school programs are required to show a clear articulation into HS CTE pathways.  For business education, this must be evident with the BFM Core.
Middle School Levels (MS1 / MS2):


This will differ across the state, but will serve as a guideline for curriculum development and the articulation of programs with high school pathways (required).
Middle School Draft
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