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	BEFORE YOU BEGIN

	
ALIGNMENT TO THE TENNESSEE CAREER AND TECHNICAL EDUCATION STANDARDS: 

Tennessee’s Career and Technical Education Standards (hereafter, “the standards”) represent a significant shift in the definition of student proficiency within career and technical education environments. Evaluators of materials should understand that the standards replace the proficiency frameworks of years past in three major respects: 

1) A shift to clear, specific, and measurable expectations for student learning. The standards articulate deep knowledge and skill attainment, departing from the competency-based structure of years past.
2) Increased focus on rigor in literacy and mathematics within technical contexts. 
3) [bookmark: _GoBack]Sequential progression of knowledge and skills within and across courses. The new standards build on each other both within course content and across course levels, arranged within programs of study that culminate in capstone and/or work-based learning experiences for students.

Evaluators of materials must be well versed in the standards for the course(s) aligned to the materials in question, how the content fits into the progressions in the content standards, and the expectations of the standards with respect to conceptual understanding, fluency, and technical application. Aligned courses in the Business Management & Administration Career Cluster:

INTRODUCTION TO BUSINESS & MARKETING (5905)                                      
HEALTH INFORMATION TECHNOLOGY (5997)        
BUSINESS MANAGEMENT (5889)         
HEALTH SERVICES ADMINISTRATION PRACTICUM (6188)                             


	


	REVIEW	

	
Book Title and ISBN: ____________________ Level(s)/Course(s): ____________________________________________

Publisher: _______________________________ Copyright Year: _____________________________



	STATEMENT OF STUDENT PROFICIENCY

	Health Services Administration program of study is intended to prepare students with an understanding of the changing world of health care information. With the inclusion of electronic medical records, electronic billing, and electronic prescriptions, students in all healthcare professions must increasingly demonstrate competency in Page 2 health information and health informatics. Upon completion of this program, proficient students will be able to differentiate among the types of health information/informatics, code and manage medical records, retrieve crucial data from health information systems and indexes, and understand the implications for careers in a range of health care fields.

Note to reviewers: All materials reviewed as part of this application must align to the statement of student proficiency provided above.



	ORGANIZATION OF THIS DOCUMENT

	
SECTION I: NON-NEGOTIABLE ALIGNMENT CRITERIA

All submissions must meet all of the non-negotiable criteria for each course before passing on to Section II. 

SECTION II: ADDITIONAL ALIGNMENT CRITERIA AND INDICATORS OF QUALITY

Section II includes additional criteria for alignment to the standards as well as indicators of quality.

SECTION III: FOCUS AREA (optional)

Section III allows reviewers to capture qualitative observations on an additional area of focus, if presented in the materials.






	SECTION I(1):
FOCUS:
Students and teachers using the materials as designed devote the majority of time in each level to the course standards.*

	METRICS:

		A. In any single course level, materials are designed where there is 80%** alignment to the course standards.
	Yes _____
	No ______

	B. All materials are appropriate for the designated course level, both in terms of content and in terms of language. For materials spanning multiple course levels and/or grade bands, content is presented at the appropriate grain size (i.e., level of detail) commensurate to expectations in the standard.
	Yes ____
	No _____

	C. Materials focus equally on the conceptual knowledge as well as the technical skill outlined in the standards.
	Yes ____
	No _____

	D. Topics do not deviate from the content outlined in the course standards. Topics may go “above and beyond” stated learning expectations, but not in a manner that distracts from the focus on specific knowledge and skills as determined by the standards.
	Yes _____
	No _____




	To be aligned to the Tennessee Standards, materials for each level must attend to all four indicators of Focus. All four indicators must be marked Yes.
	Meet?
Yes _____     No _____

	Justification/Notes

This textbook does not meet the mandatory 80 percent alignment to course standards in Business Communications.


*For the purposes of this document, Tennessee CTE students are considered to be enrolled in course “levels” (i.e., Level 1, Level 2, Level 3, and Level 4) due to variation in the grade level at which students may take a course. For example, a tenth-grade student may be enrolled in a Level 1 course. For this reason, reviewers are asked to evaluate materials on the basis of their alignment to particular course levels, not grade levels or grade bands.
**This percentage is a guide. Reviewers should not attempt to compute percentages based on counting pages or counting lessons. Reviewers will use their professional judgment to determine how students are meant to spend their time to determine focus and provide evidence for their decision.


INTRODUCTION TO BUSINESS & MARKETING (5905)
	Evidence of 80% Alignment with Standards

	Standard
	Yes
	No
	Evidence (e.g. page numbers and/or examples of inclusion)

	1. Explore careers in each of the Business Management & Administration, Finance, and Marketing pathways. For each of these career clusters, research the job descriptions and typical activities of major professions such as chief executive officer, accountant, real estate agent, advertising specialist, branch manager, wealth management/trust officer, and more. Produce a career pathways chart or other graphic detailing the aptitudes and training required for careers of interest. For example, outline the typical skills and training required to become a human relations manager, including personal aptitudes, postsecondary credentials, and licensing. Upon completion of the chart, conduct a self-assessment of aptitudes, interests, and personality aligned to careers; then devise a tentative career plan to reach employment goals based on the research conducted.
	
	
	

	2. Conduct a job market search for one of the careers selected in the preceding standard by browsing print and online job boards and vacancy announcements. Consider factors such as local industry needs, projected annual openings, and prospects for growth when researching specific occupations. Synthesize findings to create a report comparing three or more job openings within the selected career, based on the following criteria: (1) education/certification requirements, (2) recommended years of experience, (3) salary and benefits, and (4) expected roles and responsibilities outlined in the vacancy announcement.
	
	
	

	3. Research the management skills required of individuals in order to be productive members of society. Identify the specific skills related to time management, organizational planning, teamwork, and professionalism necessary for success in the workplace.
	
	
	

	4. Research the development of self-esteem and self-image in individuals. Create a list of factors that promote and hinder the development of positive self-esteem and self-image. Formulate a plan to build/improve self-esteem in a class project or school based project.
	
	
	

	5. Compare and contrast skills for communicating professionally in business as well as informally in everyday social interactions. Differentiate between verbal and nonverbal communication. List specific techniques for effective communication and evaluate how different cultures attach different meanings to communication techniques.
	
	
	

	6. Define the term business, and research the four major functions of business: (1) production and procurement, (2) marketing, (3) management, and (4) finance and accounting. As part of a short research project and presentation, select a product and trace its development through each of the four functions, detailing who is involved at each stage. For example, deliver a presentation explaining how the iPhone goes from raw materials to final packaged product available for sale.
	
	
	

	7. Identify the factors of production (i.e., natural, labor, capital, and entrepreneurial). Drawing on case studies, textbooks, or similar resources, discuss the concept of opportunity cost in the context of business operations, and explain how businesses make decisions based on scarcity of resources.
	
	
	

	8. Summarize the foundational economic principles of supply and demand. Distinguish between an economic good and an economic service, and draw conclusions about how the law of supply and demand influences what goods and services businesses will produce using limited resources. Using a range of goods and services as evidence, write a brief informative text illustrating this relationship and the implications for consumers and the economy at large.
	
	
	

	9. Research and describe the four stages of a business cycle (recession, depression, recovery, and peak). Using a graphic organizer, label each stage of the business cycle and plot the generally accepted economic activities occurring at each stage.
	
	
	

	10. Compare and contrast the three primary types of business ownership: sole proprietorship, partnership, and corporation. Research a local business in the community and compile a profile detailing the type of ownership, history and background of founding, and description of products or services offered. In an informative narrative, highlight any changes the business has made to its operations in response to market and population shifts, infrastructure development (i.e., interstates, public transportation), inventions, expansion opportunities, and other market factors.
	
	
	

	11. Drawing on resources such as the Tennessee Department of Labor and Workforce Development, the Tennessee Department of Economic and Community Development, and local Chambers of Commerce or Development Districts, investigate the current economic situation in the county and compare it to the economic situation of the state. Write a report on the findings, citing evidence from sources researched. Findings can include the unemployment rate, business growth/decline, occupation growth/decline, population changes, government operating budget, etc. Include an analysis on how economic conditions affect employment and product consumption, and draw conclusions about the implications of such conditions on the creation, expansion, and relocation of businesses.
	
	
	

	12. Draw on a range of print and digital sources, such as articles, videos, and textbooks, to create a timeline or similar narrative detailing the evolution of business in the U.S. Annotate the timeline to explain the impact that various technological innovations (e.g., the steam engine, sewing machine, assembly line, telephone, automobile, computer, internet) have had on consumer buying behavior over time. For example, the invention of the sewing machine created mass production and surplus of goods requiring advertising. Formulate a written argument concerning how emerging technologies continue to transform business and present new challenges and opportunities to business owners.
	
	
	

	13. Cite the advantages and disadvantages of a market economy, a command economy, and a mixed economy. Discuss the relationships between consumers, business, and government in various economic systems, and analyze differences in the rights and responsibilities of these actors in countries where these distinctive systems exist.
	
	
	

	14. Explain the purpose of a business plan, and list the four major parts typically included (business description, management plan, marketing plan, and financial plan). Describe the importance of developing a business plan when seeking out potential investors or lenders. In preparation for a future career as an owner or entrepreneur, develop an original business philosophy detailing one’s beliefs for how a business should be run.
	
	
	

	15. Define and furnish examples of foundational financial concepts and terminology, including but not limited to financial statements, revenue, expenses, assets, liabilities, equity, net worth, profit, and net loss. Demonstrate financial literacy and quantitative reasoning when discussing these concepts in the context of business operations (for example, when interpreting a business’s financial plan). Apply basic numeracy skills to understand financial phenomena such as interest and savings.
	
	
	

	16. Differentiate between fixed and variable expenses on a business’s balance sheet. Select three of the expenses listed, draw conclusions as to their importance to the business, and analyze cost-cutting strategies a company might take to minimize expenses in each of the chosen categories.
	
	
	

	17. Prepare a mock purchase order, invoice, and/or sales receipt (including shipping and taxes) for a sample product/package. Explain the elements that comprise the financial document and be able to identify any mistakes and miscalculations in order to assist a mock client.
	
	
	

	18. Plan a budget for an upcoming community service project or career and technical student organization (CTSO) event. Create a comprehensive budget narrative to accompany the budget, including both a written statement and a summary worksheet listing all expenses, justifying each cost with evidence for why it is needed to successfully complete the project. Detail estimated and actual costs as well as differences in cost in terms of dollars and percentages.
	
	
	

	19. Define the term marketing, and describe the seven functions of marketing (distribution, financing, marketing information management, pricing, product/service management, promotion, and selling). Citing examples of prominent or local companies’ marketing campaigns, argue for the importance of marketing as part of a business’s strategy to increase revenue.
	
	
	

	20. Describe the components of the marketing mix (i.e., price, product, promotion, and place). Investigate the launch of a new product or service; research how the company employed the marketing mix to aid in the launch; then create a presentation highlighting successes, challenges, and lessons learned. Additionally, critique the company’s strategies and suggest alternative ideas for future campaigns, following the principles of the marketing mix.
	
	
	

	21. Define advertising and list types of media that business use to reach potential customers. Analyze sample advertisements, describe the purpose of the ads, and evaluate the decision regarding which medium (TV, radio, social media, billboard, magazine, newspaper, or other) was chosen in terms of market reach.
	
	
	

	22. Define marketing research and explain the importance of marketing research in making business decisions. Conduct a short research project following the basic marketing research process: (1) define the problem to be researched, (2) design a survey instrument, (3) collect and tabulate data, (4) interpret findings, and (5) make recommendations for solving the identified problem. Draw on data generated from the survey to supply evidence for the proposed recommendations; demonstrate the ability to use and manipulate pivot tables to illustrate different ways of presenting and grouping data. Prepare a chart to be utilized in a mock marketing management meeting, displaying data in a graphic format based on one or more of the tables, and present as evidence alongside recommendations. Example projects include determining the demand for an expanded school lunch menu, or gauging interest in the development of a new neighborhood park.
	
	
	

	23. Research the concept of social responsibility and ethics as important components of business. Develop a hypothesis for why businesses must increasingly consider their impact on society when making decisions. Then, attend a local business-sponsored community event or explore case studies illustrating the social responsibilities of today’s businesses. Write a reflection paper summarizing observations; specifically, evaluate how businesses benefit from engaging in responsible business practices, including benefits to the community, the environment, the marketplace, and the business/workplace itself.
	
	
	


								                  
HEALTH INFORMATION TECHNOLOGY (5997)
	Evidence of 80% Alignment with Standards

	Standard
	Yes
	No
	Evidence (e.g. page numbers and/or examples of inclusion)

	1. Define the broad field of informatics and discuss its increasing importance in health care. Compare and contrast the types of healthcare informatics, such as medical, clinical, biomedical, nursing, public health, and information science. Identify the impact each of these areas of informatics has had on its corresponding sector of healthcare.
	
	
	

	2. Research careers within the healthcare informatics, health information management, and health information technology fields, and document educational requirements as well as state and national guidelines governing practicing professionals (such as licensing, certifications, training, and compliance). Using real-time and projected labor market data, identify local and national employment opportunities and determine areas of growth. Complete a job application, resume, and cover letter for one of the jobs located in the search.
	
	
	

	3. Compare and contrast the history of health informatics with projected developments and innovations expected in the future. Discuss in an oral, digital, or written presentation the relationship between major issues in healthcare and the changes in health information technology.
	
	
	

	4. Analyze an ethical issue related to health informatics, such as ownership of and access to data, or the debate around respecting the privacy of individuals versus promoting the public good in the disclosure of health threats like HIV/AIDS and avian flu. Relate the findings of the research to the International Medical Informatics Association and American Health Information Management Association (AHIMA) Code of Ethics for Health Information Professionals.
	
	
	

	5. Summarize the purposes and functions of the patient health record. Identify the purpose of each of the following components: 
a. History and Physical 
b. Discharge summary 
c. Progress notes and orders 
d. Nursing notes 
e. Operative reports 
f. Preoperative and postoperative anesthesia notes 
g. Pathology reports 
h. Consultation reports 
i. Medication administration records 
j. Consent forms
k. Ancillary reports (X-ray, lab, therapy reports) 
l. Advance Directives (Do Not Resuscitate, living will, power of attorney, specialty records such as in OB, ER, and nursery)
	
	
	

	6. Compose a list of clinical health information data points for alternative care settings including but not limited to ambulatory care, behavioral health, stand-alone clinical laboratory, home care, long-term care, stand-alone surgical center, and walk-in/urgent care clinics. For example, list all the typical diagnostic information collected as part of a routine physical. For each setting examined, explain why certain data points are of more interest or importance to the healthcare provider in that particular setting.
	
	
	

	7. Explain the guidelines surrounding medical record storage, control, and retention as prescribed by local, state, and federal regulations.
	
	
	

	8. Compare and contrast numbering and filing systems used in health information departments. Differentiate among and be able to retrieve files using the following health record numbering systems: enterprise-wide numbering, unit numbering, serial numbering, and serial-unit numbering.
	
	
	

	9. Compare and contrast qualitative and quantitate record analysis, then practice the skill of assembling a patient health record. Apply alphabetical, numerical, and terminal digit filing methods to patient records. Analyze the record for completeness and accuracy.
	
	
	

	10. Using correct medical terminology and authentication of patient record entries, compare and contrast the standards from external agencies (such as the Joint Commission and AHIMA) and facility policies regarding provider documentation responsibilities. Refer to the American Society for Testing and Materials (ASTM) publication ASTM E2369-12 Standard Specification for Continuity of Care Record.
	
	
	

	11. Define Electronic Health Record (EHR) and briefly explain its emergence and evolution. Compare the advantages and disadvantages of manual versus automated record systems. Identify barriers and challenges associated with the large-scale move to EHR in healthcare institutions.
	
	
	

	12. Research how the Affordable Care Act and the American Recovery Reinvestment Act, Public Law 111-5 have impacted the evolution and integration of Electronic Health Records. Citing specific textual evidence from the laws, together with professional and scholarly commentary, debate whether these changes will benefit consumers and healthcare providers, and analyze the short-term and long-term consequences.
	
	
	

	13. Identify the multiple indexes maintained by health care facilities and state and federal agencies, and create a brief profile of each based on evidence drawn from case studies. Record in the profile the content, significance, purpose, development, and maintenance of indexes such as the master patient index, disease index, and operation index.
	
	
	

	14. Investigate the major parameters most frequently reported in health databases, including descriptive health care statistics and hospital-based statistics. Review a case scenario involving health care statistics and summarize the statistical information into a bar graph, pie chart, scatterplot, or other graphical representation. Identify the characteristics, units, and standards of each parameter, including applicable medical terminology.
	
	
	

	15. Differentiate between the terms registries and registers and detail the characteristics of each. Review data from the National Center for Health Statistics (NCHS) in order to develop a vital statistics depiction of a community. Record items such as births per thousand, deaths, fetal death, marriages, divorces, and maternal health information in an electronic spreadsheet or chart.
	
	
	

	16. Develop a digital or paper presentation to illustrate the purpose, content, and use of registries in the United States, such as: 
a. Tumor Registry 
b. Birth Registry 
c. Trauma Registry 
d. Brain Injury Registry 
e. Implant Registry
f. Immunization Registry 
g. Diabetes Registry
	
	
	

	17. Summarize the Health Insurance Portability and Accountability Act (HIPAA) and applicable state laws to explain methods of ensuring data security and confidentiality by controlling access and release of information. Develop a policy and procedure explaining the process for providing access to health records for a variety of third parties, including but not limited to state licensing boards, court systems (i.e., in the event a subpoena is issued), insurance companies, law enforcement, government agencies, employers, and other health care providers.
	
	
	

	18. Explain in a written, oral, or digital format the differences in privacy of individually identifiable health information, protected health information (PHI), and security rule. Review case studies to identify violations, preventive measures, and penalties that might be levied for violations.
	
	
	

	19. Research major federal and state legislation that has impacted health information management. Identify the law or regulation, the year it was instated, the sponsor(s) of the legislation, a description of its content, any justification provided for its passage, and a case that has used the legislation in the defense on the patient/client’s behalf.
	
	
	

	20. Identify emerging technologies and practices related to health information, such as the use of mobile technologies, consumer outline to health records, and evidenced-based practices. Argue the ethical and legal complications associated with these practices. 
	
	
	

	21. Investigate identify theft and fraud associated with electronic health information. Develop a Public Service Announcement for the elderly or other vulnerable population to alert them to the problems and explain how to prevent fraud or theft of their health care information.
	
	
	

	22. Design a comprehensive teaching brochure for a new patient that explains the multiple sources of reimbursement in healthcare services and how medical records can affect the reimbursement rate. Report on areas such as capitation, Medicare, TennCare, prospective payment systems, Relative Value Resource Based systems (RVRB), case mix, MS-DRGs, healthcare insurance, and accountable care organizations.
	
	
	

	23. Differentiate between medical nomenclatures and classification systems used for reporting to third-party payers for reimbursement, for data collection, and for education and research. Identify the components of the coding systems, including but not limited to: DSM, CPT, ICIDH, HCPCS Level II, CDT, NDC, ICD-9-CM, and ICD-10-CM.
	
	
	

	24. The Centers for Medicare and Medicaid Services (CMS) developed the prospective payment System (PPS), payment systems, fee schedules, and exclusions. Explain the payments systems of third-party payers as related to the types of forms they use. Develop a written or visual presentation explaining the differences among the payment systems.
	
	
	

	25. Compare and contrast the following types of data sets related to medical coding and/or reimbursement: OASIS, HEDIS, UHDDS, DEEDS and MDS 3.0. Explain in an informational text the development of, purpose, advantages, challenges, and health care setting in which each might be used.
	
	
	

	26. Practice the introductory skills related to coding for diagnosis using the ICD-9 or ICD-10 coding system and CPT coding system for procedures.
	
	
	

	27. Define the terms related to billing and coding fraud and abuse. Evaluate multiple scenarios to identify fraud and/or abuse and explain how they can be avoided. Cite specific regulations and/or laws from the Fair Debt Collection Act, HIPAA, and the Privacy Act in the explanation.
	
	
	


									 

BUSINESS MANAGEMENT (5889)     
	Evidence of 80% Alignment with Standards

	Standard
	Yes
	No
	Evidence (e.g. page numbers and/or examples of inclusion)

	1. Describe the management process and examine the functions of management (planning, organizing, leading, and controlling). Through review of case studies or news media, illustrate how concerns for the environment, an increasingly diverse workforce, globalization of the marketplace, and rapidly changing technology have impacted how businesses apply these functions.
	
	
	

	2. Analyzing the two components of industrial psychology—workplace productivity and employee wellbeing—explore the characteristics of and distinguish between various management theories (such as scientific management, Total Quality Management (TQM), Ouchi’s Theory Z, Six Sigma, situational leadership, etc.). Drawing on information from research, illustrate how economic, political, or cultural decisions influence management theories that have been applied in the business environment. For example, hypothesize how Maslow’s Hierarchy of Needs affects theories of management.
	
	
	

	3. Distinguish between historical management theories (such as Scientific Management Theory, Human Relations Movement, etc.) and modern management theories (such as Contingency Theory, Systems Theory, Chaos Theory, etc.) then compare and contrast similarities and differences. Discuss ways in which major historical events and dramatic shifts in societal processes and procedures have informed the evolution of management theories. Identify factors and variables that have influenced changes, progressions, and/or modifications to theories of management.
	
	
	

	4. Research the management skills needed in today’s business environment (such as goal setting, decision making, communications, delegation, technical skills, motivational and leadership skills). Through the analysis of case studies, discuss the role of business leaders who have been recognized for their influence on modern managerial approaches (such as Theory Z’s William Ouchi, General Electric’s Jack Welch, Hewlett-Packard’s Carleton Fiorina, or Facebook’s Sheryl Sandberg). Synthesize research to produce a profile of a strong candidate for a business manager, citing specific evidence from text.
	
	
	

	5. Select a historical and a modern theory of management and develop a business plan for a proposed organization using each identified approach. Include a clear comparison of the two business plans with differences clearly defining and explaining the variables contributing to these variations. Create a graphic that illustrates each component of a business plan (such as executive summary, business description, products and services, etc.) which clearly distinguishes the differences between the plan using a historical theory and the plan using a modern theory.
	
	
	

	6. Analyze the elements of sample business plans or business plan templates found in informational text, identifying and describing the purpose of common elements. Discriminate between elements that govern culture (such as vision, mission, core priorities and social responsibility) and those that may govern operational goals (such as market share, profitability, and product development).
	
	
	

	7. Investigate and choose an existing business to research (individually or in teams) throughout the duration of the course. Describe the business’ current target market, primary products or services offered, unique characteristics, current market position, and customer volume by summarizing available public documents about the business.
	
	
	

	8. Design, write, modify and evaluate a business plan for the identified existing business. The business plan should include, but may not be limited to, detailed descriptions of products and/or services offered, risk analysis, short and long term profits, marketing plan, investment needed to start and maintain the business, plans to obtain working capital, legal licenses, and vendor contracts. Include a company organization chart, job description and skills needed of main employees, physical equipment and facilities required, and any future expansion plans.
	
	
	

	9. Study benchmark indicators included in a SWOT (Strength, Weaknesses, Opportunities, and Threats) analysis and conduct a SWOT analysis of the selected business using data and evidence collected from personal interviews, observations, print articles, and internet searches. Citing specific data and evidence, make a claim about the business’ most significant weakness(es), or area(s) of opportunity, to address throughout the duration of the course.
	
	
	

	10. Create a new, or recommend updates to an existing, mission statement for the selected business by summarizing information gleaned from personal interviews, observations, print articles, and internet searches about the specific aspirations, beliefs, and values of the company.
	
	
	

	11. Conduct a PEST analysis (Political issues, Economic factors, Socio-cultural factors, Technology) of the selected business, including available geographic, demographic and economic data gathered from multiple authoritative sources. Based on the analysis, make a prediction about necessary factors which need to be considered in order to accurately address the businesses’ most significant weakness(es) or area(s) of opportunity selected in standards 6.
	
	
	

	12. Identify up to five businesses that could be considered competitors of the selected business. Gather and summarize information about the competition succinctly in a chart, table, or graphic. Information may include variety of products available, location, prices, services, and other unique characteristics.
	
	
	

	13. Make a claim about the current target market of the selected business, developing and supporting the claim and counterclaim(s) with data and evidence provided by the business and from research on potential competitors. Develop a detailed customer profile to summarize characteristics, including the BPI (Buying Power Index), for the target market.
	
	
	

	14. Using previous research on the selected business and its competitors, describe typical prices in the industry for similar products or services, noting how the prices of the selected business compare to others. Summarize how businesses make and review pricing decisions based on four key market factors: cost and expenses, supply and demand, consumer perception, and competition. Analyze each factor for the selected business and summarize how each relates to typical organizational goals of earning a profit, gaining market share, and being competitive, noting where there are chances to address weakness(es) or capitalize on area(s) of opportunity identified in standard 6.
	
	
	

	15. Describe advantages and disadvantages of the basic forms of business ownership (sole proprietorship, partnership, and corporation) and identify variations of basic forms of business ownership (franchise, limited partnership, cooperative, limited liability company, and S corporation). Determine which ownership structure is employed by the selected business and hypothesize why it was selected. Review copies of available partnership agreements, articles of incorporation or franchise contracts, noting characteristics important for successful operation of a given business.
	
	
	

	16. Document existing operations plan of the selected business, describing location, hours of operation, customer accessibility, equipment, storage, and inventory needs, and current supply chain elements. Reviewing the most significant weakness(es), or largest area(s) of opportunity for the selected business determined in standards 6, make recommendations about changes to current plan to improve business operations. For example, recommending a new location to improve customer foot traffic.
	
	
	

	17. Diagram and describe the organizational structure of the business by creating an organizational chart of existing positions and/or department in the business, paying close attention to documentation of job descriptions (including reporting structures), accurate number of employees, and any outsourced labor.
	
	
	

	18. Identify applicable risks to the selected business (such as fire or flood damage or significant theft of inventory) and research available options for risk management, such as insurance. Make a claim about appropriate risk management strategies to employ to address the businesses’ weakness(es) or area(s) of opportunity identified in standard 6, justifying claim with data and evidence from research.
	
	
	

	19. Identify and list appropriate national, state, and local bodies governing the operations of the selected business. Review documentation to summarize federal, state, and local regulations and laws (such as environmental regulations, zoning or licensing requirements, and legal stipulations) that are necessary for the continued operations of the selected business.
	
	
	

	20. Analyze the essential parts of a contract by reviewing sample contracts and researching the Uniform Commercial Code for basic commercial law. Request a copy of a contract in use at the selected business and review it to recommend potential areas for refinement or improvement.
	
	
	

	21. Create a new, or recommend updates to an existing, employee manual for the selected business by summarizing information gleaned from personal interviews, observations, print articles, and internet searches about the human resource policies and employee expectations of the company. Include the following: a. procedures for employee hiring and release b. orientation of new employees c. performance assessments d. handling grievances e. compensation packages
	
	
	

	22. Describe legal strategies used by labor and management (strikes, boycotts, layoffs, and lockouts) and illegal strategies used by labor and management (wildcat strikes, secondary boycotts, and preventing workers from forming unions). Conduct current event research highlighting recent activities involving labor and management disputes, drawing conclusions about the potential impacts of a labor and management strategy on the selected business, if any.
	
	
	

	23. Interpret the data shown on financial statements (income statement, balance sheet, cash flow statement, and statement of net worth) of the selected business. Benchmark the business’ financial position against others in the industry, by reviewing available public filing documents such as financial statements, annual reports, and statements to shareholders of national firms.
	
	
	

	24. Evaluate various financial control tools such as budgets, audits, and financial ratios. Construct a TQM operations cost controlling matrix that includes costs, inventory tracking levels, and turnover rates of the selected business. Identify potential areas of improvement, especially as they relate to the identified weakness(es) and area(s) of opportunities outlined in standard 6.
	
	
	

	25. Assess the short-term and long-term financial needs of the selected business, attending to details about the current ownership structure. Evaluate advantages and disadvantages of additional funding through equity capital versus debt capital, noting where potential influx of funding may impact current ownership structure.
	
	
	

	26. Analyze the importance of international trade as it relates to small businesses and corporations. Research reasons a company might choose to enter a foreign market, examine cross-cultural communication marketing challenges, the laws and import regulations that govern international trade, and prepare a presentation on how the business could succeed in an international environment.
	
	
	

	27. As would a management consultant, compile a set of recommendations for the selected business based on the research completed in standards 7-24 to address one or more of the following: streamlining operations, increasing profitability and competitiveness, meeting long-term funding needs, or addressing employee concerns in order to ultimately attend to the weakness(es) and/or area(s) of opportunity identified in standard 6. Plan, revise, edit, and rewrite recommendations throughout the course to ensure focus on what is most significant for a given audience. Present recommendations through both a formal, written report and an oral presentation, including appropriate financial calculations, charts and graphs, and citations for relevant sources.
	
	
	



									 
HEALTH SERVICES ADMINISTRATION PRACTICUM (6188) 
	          Evidence of 80% Alignment with Standards

	Standard
	Yes
	No
	Evidence (e.g. page numbers and/or examples of inclusion)

	1. A student will have a Personalized Learning Plan that identifies their long-term goals, demonstrates how the Work-Based Learning (WBL) experience aligns with their elective focus and/or high school plan of study, addresses how the student plans to meet and demonstrate the course standards, and addresses employability skill attainment in the following areas: a. Application of academic and technical knowledge and skills (embedded in course standards) b. Career knowledge and navigation skills c. 21st Century learning and innovation skills d. Personal and social skills
	
	
	

	2. Identify areas of health services administration (such as medical office, hospital administration, dental office, etc.) and distinguish differences in the professional setting in each environment. Investigate 21st Century/soft skills necessary for employment in any health services administration setting and create a graphic of these skills to include an in depth description of each. Compare and contrast the differences in training and development offered for employees of each health services administration setting identified.
	
	
	

	3. Reflect on potential ethical and legal challenges associated with different types of health services administration settings. Examine a variety of perspectives surrounding the issue(s) then develop an original analysis explaining the impact of the issue on those involved, using persuasive language and citing evidence from the research. Potential issues may include security of transferred healthcare records, implementation of advance directives, patient privacy and data usage concerns, and safety of employees and consumers.
	
	
	

	4. Collect Codes of Ethics from various public health related professional organizations such as: the American Public Health Association, the National Environmental Health Association, and the Society for Public Health Education to examine areas of commonality. Participate in a class discussion on the significance of including specific standards in these areas. Synthesize principles from the codes investigated to create a personal code of ethics.
	
	
	

	5. Access information efficiently, using sources appropriate to task, purpose, and audience. Distinguish between credible and non-credible sources, including the difference between advertising and legitimate research. Evaluate information for usefulness, bias, and accuracy, and question information that may not originate from credible sources. Demonstrate the ability to organize and manage information effectively and efficiently. Demonstrate ethical and legal use of information, including adherence to all rules and regulations related to sharing of protected information.
	
	
	

	6. Access and manage online communication and information, such as electronic medical records, using multiple digital devices such as laptop computers, tablets, smart phones, etc. Demonstrate adherence to all rules and regulations related to the use of electronic tools and the Internet, including appropriate protection of passcodes and adherence to all security protocols.
	
	
	

	7. Research and develop skills in the appropriate use of technology in the healthcare administration services setting for information search and retrieval, synchronous and asynchronous communications, multimedia presentations, document production, quantitative and qualitative analysis, and information management. Use social networking and online collaboration tools such as shared documents and web conferencing to create, integrate, and manage information in group projects.
	
	
	

	8. Accurately read, interpret, and demonstrate adherence to safety guidelines appropriate for the roles and responsibilities of an employee of a healthcare facility. Listen to safety instructions and be able to explain why certain rules apply. Demonstrate safety techniques and follow all applicable facility policies and procedures (such as Standard Precautions) related to the clinical placement. Based on placement, document completion of training topics on the appropriate work-based learning (WBL) and work site forms.
	
	
	

	9. Observe and analyze organizational culture and practices. For example, analyze how to interact with supervisors, clients, and co-workers, and how to recognize and address health, safety, and sustainability issues. Seek information from supervisors and other employees about appropriate methods of pursuing employment in the industry, and determine what knowledge, skills, and educational credentials are required.
	
	
	

	10. Demonstrate integrity and ethical behavior when engaging in all worksite activities, including the use of tools and materials, documentation of hours, handling of money, billing of clients, sharing of information, and completion of all personnel-related forms. Identify an actual or potential work site ethical issue and construct an argumentative essay outlining how to the issue should be resolved, including claims and counterclaims with relevant data to support conclusions.
	
	
	

	11. Articulate ideas effectively in written personal communications with supervisors, coworkers, and customers using appropriate medical terminology and revising as necessary. Verbally articulate ideas effectively in interpersonal communications with supervisors, coworkers, and customers. Develop and deliver messages effectively in oral presentations. Demonstrate effective listening skills, attending to the meaning and intention of communication, and accurately paraphrasing what has been heard. Communicate effectively with individuals of diverse backgrounds who may also speak languages other than English, using foreign language skills and facility resources as appropriate.
	
	
	

	12. Complete tasks as directed with supervision, knowing when to ask questions or request guidance, and work effectively as a team member. Exhibit resourcefulness and initiative in taking on new tasks and solving problems independently as appropriate to the workplace setting. Demonstrate understanding of one’s own impact and build on different perspectives to strengthen joint efforts. Demonstrate self-efficacy and confidence in one's ability to succeed in specific situations. Demonstrate leadership where appropriate to collaborate on workplace tasks.
	
	
	

	13. Research and select an organization for a work-based learning project in a public health area of choice. Cite specific textual evidence from the organization’s literature, as well as independent news articles to summarize: 
a. The mission and history of the organization
b. Headquarters and organizational structure 
c. Products or services provided 
d. Credentials required for employment and how they are obtained and maintained 
e. Policies and procedures 
f. Reports, newsletters, and other documents published by the organization 
g. Website and contact information
	
	
	

	14. Manage time and projects effectively by (a) setting goals; (b) developing and using a system for prioritizing, planning and managing daily work; (c) persisting in the face of challenges; and (d) seeking assistance and adjusting plans to adapt to changing circumstances. Demonstrate attention to detail and accuracy appropriate to the task. Demonstrate accountability to supervisors, coworkers, and customers by delivering work to agreed-upon standards; accepting constructive criticism; completing designated projects on time; and exhibiting pride in workmanship.
	
	
	

	15. Create a portfolio, or similar collection of work, that illustrates mastery of skills and knowledge outlined in the previous courses and applied in the practicum. The portfolio should reflect thoughtful assessment and evaluation of the progression of work involving the application of steps of the entrepreneurial or business acquisition process. The following documents will reside in the student’s portfolio: 
a. Career and professional development plan 
b. Resume 
c. List of responsibilities undertaken through the course 
d. Examples of health services administration experience and supporting materials developed and used during the course 
e. Sources of support, including mentors, financial, in-kind, and other
f. Description of technology used, with examples if appropriate 
g. Periodic journal entries reflecting on tasks and activities 
h. Feedback from instructor and/or supervisor based on observations
	
	
	

	16. Upon completion of the practicum, develop a technology-enhanced presentation showcasing highlights, challenges, and lessons learned from the experience. The presentation should be delivered orally, but supported by relevant graphic illustrations, such as sample survey results, excerpts from the business plan or market data on the target users. Prepare the presentation in a format that could be presented to both a business and a lay audience. Seek opportunities to submit presentation to local or national contests, career and technical student organization (CTSO) competitive events, or other opportunities to increase the potential for success of the business idea.
	
	
	


               									 

	SECTION I(2):
RIGOR:
Each level’s instructional materials reflect high expectations for all students. They follow faithfully the level of rigor intended in the standards and support student learning through high-quality presentation of content and challenging application.

	METRICS:

	
	A. Materials effectively meet the level of rigor intended in the standards.
	Yes _____
	No _____

	B. High-quality problems and questions designed to invite exploration and support conceptual understanding are included throughout. A variety of problems, both conceptual and technical, enable students to connect course content and transfer understandings to new situations.
	Yes _____
	No _____

	C. All materials reinforce literacy and mathematics instruction in career and technical education environments. Texts are of an appropriately challenging Lexile level; mathematics problems push students to apply quantitative reasoning to specific technical situations. 
	Yes _____
	No _____

	D. Materials support the development of fluency, including regular opportunities to practice knowledge and skills, appropriately apply tools, and use technology.
	Yes _____
	No _____

	E. Domain-specific vocabulary and industry terminology are frequently used to explain topics, or to make connections to key workplace activities.
	Yes _____
	No _____




	To be aligned to the standards, all five indicators of Rigor must be marked Yes.
	Meet?
Yes _____     No _____

	Justification/Notes






	SECTION I(3):
POSTSECONDARY AND CAREER READINESS:
Materials promote multiple pathways to student success beyond high school, highlighting a range of career opportunities aligned with entry and exit points to and from appropriate postsecondary programs. Aligned pathways are presented in a fair and balanced fashion that underscores the need for advanced training beyond high school, but does not privilege one set of credentials over another and is consistent with occupational requirements.

	METRICS:

	
	A. Technical skills are promoted within the context of applicable industries and work environments. They are not presented in isolation or without meaningful connections to aligned careers.
	Yes _____
	No _____

	B. Materials showcase a diversity of career and postsecondary opportunities for students upon completion of high school, including all applicable levels of postsecondary training (i.e., technical schools, community colleges, four-year universities, etc.).
	Yes _____
	No _____

	C. Connections to relevant certifications and other credentials are clearly explained, and their value in industry is communicated where appropriate.
	Yes _____
	No _____

	D. Materials provide opportunities for students to practice and reflect upon 21st century (or “soft”) skills.
	Yes _____
	No _____




	To be aligned to the standards, all four indicators of Postsecondary and Career Readiness must be marked Yes.  
	Meet?

Yes _____     No _____

	Justification/Notes





	Were all three non-negotiables in section I met?
(Was each component marked “yes”?)

	Yes _____       No _____



	SECTION II: ADDITIONAL ALIGNMENT CRITERIA AND INDICATORS OF QUALITY

	
Materials must meet all non-negotiable criteria in Section I to be aligned to the course standards and receive state approval.

Section II includes additional criteria for alignment to the course standards as well as indicators of quality. Instructional materials evaluated against the criteria in Section II will be rated on the following scale:

· 2 – (meets criteria): A score of 2 means that the materials meet the full intention of the criterion in all grades.
· 1 – (partially meets criteria): A score of 1 means that the materials meet the full intention of the criterion for some grades or meets the criterion in many aspects but not the full intent of the criterion.
· 0 – (does not meet criteria): A score of 0 means that the materials do not meet many aspects of the criterion.




	Section II(1). ADDITIONAL ALIGNMENT CRITERIA
	SCORE
	JUSTIFICATION/NOTES

	A. Materials are aligned to relevant national and/or industry standards where appropriate. For example, Mechatronics I materials routinely make reference to and reinforce connections with national industry certification standards from companies like Siemens.
	2      1      0
	

	B. Materials are aligned to discipline-specific content or pedagogical frameworks frequently used by professionals in associated industries. For example, Differentiating Instruction materials routinely make reference to and reinforce connections with instructional strategies that meet the educational needs of the student, as specified in the standards.
	2      1      0
	

	C. Connections are made to discipline-specific professional societies and organizations, and their value is clearly communicated in the materials. For example, School Counseling materials routinely make reference to and reinforce connections with the American School Counselor Association (ASCA).
	2      1      0
	



	Section II(2). SEQUENCE AND PROGRESSION OF STANDARDS
	SCORE
	JUSTIFICATION/NOTES

	A. Connections are made within a course between knowledge and skills, where these connections are appropriate and natural, as set forth by the standards.
	2      1      0
	

	B. Materials are vertically coherent with previous courses and these connections are made clear in the materials. The connections are explicit to the other materials in the course.
	2      1      0
	

	C. For materials in a series, content progressions reflect the progressions as seen in the standards. These progression connections are clearly indicated in the materials. Any discrepancies in content progressions enhance the required learning in each course and are clearly aimed at helping students meet the standards as written. 
	2      1      0
	



	Section II(3). TEACHER SUPPORTS
	SCORE
	JUSTIFICATION/NOTES

	A. Materials support teachers in ways such as the following: planning (including ideas for pacing), sample lessons, laboratory applications, projects, vocabulary, and instructional strategies.
	2      1      0
	

	B. Materials include teacher-directed materials that explain the role of the practice activities in the classroom and in students’ content development. Problems and activities present opportunities for students to make use of and exhibit the skills as they work on mastery of content.
	2      1      0
	

	C. Opportunities and resources are provided for teachers to conduct independent study to enhance their own understanding and knowledge of course topics. Materials provide avenues to seek and identify quality professional development in a manner that will support student learning.
	2      1      0
	



	Section II(4). USABILITY
	SCORE
	JUSTIFICATION/NOTES

	A. Materials can be accessed in a variety of formats and media, including but not limited to printed textbooks, digital storage devices, online applications, and cloud-based forums.
	2      1      0
	

	B. Materials are clear and easy to read for students, teachers, and parents. The design and graphics do not distract from the course content and are appropriately placed.
	2      1      0
	

	C. Materials include supports for all learners, e.g., ELs, students who are below grade level, advanced students.
	2      1      0
	

	D. Materials are culturally and politically sensitive to the full range of potential users, and do not advance unwarranted opinions that are not factually based. All materials strive to present content, not beliefs.
	2      1      0
	



Please note any concerns with sensitivity below:








	Section II(5). ASSESSMENTS
	SCORE
	JUSTIFICATION/NOTES

	A. Materials include aligned assessments at regular intervals throughout the text(s), or as supplements to the primary instructional materials. Aligned assessments may include end-of-chapter quizzes, unit test modules, and practice exams.
	2      1      0
	

	B. Materials offer ideas and guidance on measuring student progress throughout the duration of the aligned course(s). Formative, interim, and summative assessment strategies are all presented to inform instructional strategy and improvement.
	2      1      0
	

	C. Materials include assessment accommodations for diverse learners, including sample items that capture multiple measures of student proficiency.
	2      1      0
	



	SECTION III (optional): FOCUS AREA

Use this section to capture qualitative observations on an additional area of focus, if presented in the materials. A sample focus area for the Health Informatics program of study is provided in the following. If applicable, fill in the blank table with observations and notes.


	III. EXAMPLE: FOCUS IN Health Information Systems 
	NOTES

	A. Materials include coverage of major parameters most frequently reported in health databases.
	[Insert reviewer evaluation here.]

	B. Materials draw clear connections between policy and procedures and the legal ramifications of health informatics. 
	[Insert reviewer evaluation here.]


	
III. FOCUS AREA:
	NOTES

	
	

	
	



image1.png
Department of
.Education





