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DISTRICT MISSION STATEMENT 

Our mission in the Egg Harbor Township School District is to partner with the student, family,                

school, and community to provide a safe learning environment that addresses rigorous and             

relevant 21st Century standards and best practices which will develop academic scholarship,            

integrity, leadership, citizenship, and the unique learning style of students, while encouraging            

them to develop a strong work ethic and to act responsibly in their school community and                

everyday society. 

  

CAREER AND TECHNICAL EDUCATION 

Mission: 

New Jersey's Office of Career and Technical Education seeks to prepare students for career 

opportunities of the 21st century, succeed as global citizens and support healthy economic growth 

for New Jersey.  Career and Technical Education prepares students to succeed as global citizens for 

career opportunities for the 21st Century and to support healthy economic growth within the 

state. 

INTRODUCTION 

The most precious resource teachers have is time. Regardless of how much time a course is                

scheduled for, it is never enough to accomplish all that one would like. Therefore, it is imperative                 

that teachers utilize the time they have wisely in order to maximize the potential for all students to                  

achieve the desired learning. 

  

High quality educational programs are characterized by clearly stated goals for student learning,             

teachers who are well-informed and skilled in enabling students to reach those goals, program              

designs that allow for continuous growth over the span of years of instruction, and ways of                

measuring whether students are achieving program goals.  

  

EGG HARBOR TOWNSHIP SCHOOL DISTRICT CURRICULUM TEMPLATE 

The Egg Harbor Township School District has embraced the backward-design model as the             

foundation for all curriculum development for the educational program. When reviewing           

curriculum documents and the Egg Harbor Township curriculum template, aspects of the            

backward-design model will be found in the stated enduring understandings/essential questions,           

unit assessments, and instructional activities . Familiarization with backward-design is critical to           

working effectively with Egg Harbor Township’s curriculum guides. 

  

GUIDING PRINCIPLES: WHAT IS BACKWARD DESIGN? 

WHAT IS UNDERSTANDING BY DESIGN? 



 

“Backward design” is an increasingly common approach to planning curriculum and instruction. As             

its name implies, “backward design” is based on defining clear goals, providing acceptable             

evidence of having achieved those goals, and then working ‘backward’ to identify what actions              

need to be taken that will ensure that the gap between the current status and the desired status is                   

closed.  

Building on the concept of backward design, Grant Wiggins and Jay McTighe (2005) have              

developed a structured approach to planning programs, curriculum, and instructional units. Their            

model asks educators to state goals; identify deep understandings, pose essential questions, and             

specify clear evidence that goals, understandings, and core learning have been achieved. 

Program based on backward design use desired results to drive decisions. With this design, there               

are questions to consider, such as: What should students understand, know, and be able to do?                

What does it look like to meet those goals? What kind of program will result in the outcomes                  

stated? How will we know students have achieved that result? What other kinds of evidence will                

tell us that we have a quality program? These questions apply regardless of whether they are goals                 

in program planning or classroom instruction. 

  

The backward design process involves three interrelated stages for developing an entire            

curriculum or a single unit of instruction. The relationship from planning to curriculum design,              

development, and implementation hinges upon the integration of the following three stages. 

  

Stage I: Identifying Desired Results: Enduring understandings, essential questions, knowledge and           

skills need to be woven into curriculum publications, documents, standards, and scope and             

sequence materials. Enduring understandings identify the “big ideas” that students will grapple            

with during the course of the unit. Essential questions provide a unifying focus for the unit and                 

students should be able to answer more deeply and fully these questions as they proceed through                

the unit.  Knowledge and skills are the “stuff”  upon which the understandings are built.  

  

Stage II: Determining Acceptable Evidence: Varied types of evidence are specified to ensure that              

students demonstrate attainment of desired results. While discrete knowledge assessments (e.g.:           

multiple choice, fill-in-the-blank, short answer, etc…) will be utilized during an instructional unit,             

the overall unit assessment is performance-based and asks students to demonstrate that they             

have mastered the desired understandings. These culminating (summative) assessments are          

authentic tasks that students would likely encounter in the real-world after they leave school.              

They allow students to demonstrate all that they have learned and can do. To demonstrate their                

understandings students can explain, interpret, apply, provide critical and insightful points of view,             

show empathy and/or evidence self-knowledge. Models of student performance and clearly           

defined criteria (i.e.: rubrics) are provided to all students in advance of starting work on the unit                 

task.  

  

Stage III: Designing Learning Activities: Instructional tasks, activities, and experiences are aligned            

with stages one and two so that the desired results are obtained based on the identified evidence                 

or assessment tasks. Instructional activities and strategies are considered only once stages one             



 

and two have been clearly explicated. Therefore, congruence among all three stages can be              

ensured and teachers can make wise instructional choices.  

  

At the curricular level, these three stages are best realized as a fusion of research, best practices,                 

shared and sustained inquiry, consensus building, and initiative that involves all stakeholders. In             

this design, administrators are instructional leaders who enable the alignment between the            

curriculum and other key initiatives in their district or schools. These leaders demonstrate a clear               

purpose and direction for the curriculum within their school or district by providing support for               

implementation, opportunities for revision through sustained and consistent professional         

development, initiating action research activities, and collecting and evaluating materials to ensure            

alignment with the desired results. Intrinsic to the success of curriculum is to show how it aligns                 

with the overarching goals of the district, how the document relates to district, state, or national                

standards, what a high quality educational program looks like, and what excellent teaching and              

learning looks like. Within education, success of the educational program is realized through this              

blend of commitment and organizational direction. 

  

INTENT OF THE GUIDE 

This guide is intended to provide teachers with course objective and possible activities, as well as                

assist the teacher in planning and delivering instruction in accordance with the New Jersey Core               

Curriculum Content Standards. The guide is not intended to restrict or limit the teacher’s              

resources or individual instruction techniques. It is expected that the teacher will reflectively             

adjust and modify instruction and units during the course of normal lessons depending on the               

varying needs of the class, provided such modified instruction attends to the objectives and              

essential questions outlined below. 

  

 



Course Name - Power Standards 
 

Standard Number Standard 

Marking Period 1 - N/A (half year course) 

  

  

  

  

Marking Period 2 - N/A (half year course) 

  

  

  

  

  

Marking Period 3 

CRP8.  Utilize critical thinking to make sense of problems and persevere in solving 

them. 

CRP4.  Communicate clearly and effectively and with reason. 

9.3.12.BM.4  Identify, demonstrate and implement solutions in managing effective 

business customer relationships.  

9.2.12.C.3  Identify transferable career skills and design alternate career plans. 

 

Marking Period 4 

CRP8.  Utilize critical thinking to make sense of problems and persevere in solving 

them. 

CRP4.  Communicate clearly and effectively and with reason. 

9.3.12.BM.4  Identify, demonstrate and implement solutions in managing effective 

business customer relationships.  

 



Unit Name: Internship Experience Time Frame: 10 weeks (ongoing) 

 
Author: Egg Township High School Business Department 

UNIT 

Subject: Senior Experience Country: United States 

Course/Grade: 12 State/Group: NJ 

School: Egg Harbor Township High School 

UNIT SUMMARY: 

The Senior Experience Program is an initiative of the New Jersey Department of Education that provides 
eligible students the opportunity to utilize their last year of high school to gain purposeful real-life 
experiences. Specifically, the program allows high school seniors in the Academy of Law and Business to 
intern with local companies or pursue service learning opportunities. This program emphasizes creating, 
maintaining, and encouraging diverse and multiple paths for student success. 

Qualifying high school seniors may elect to participate in the Structured Learning Experience Program 
(SLE). These experiences are structured, supervised activities that may take place in a workplace or 
agency or a non-profit community organization. SLE experiences are designed to give students 
structured, supervised activities that will assist them to clarify career goals, explore career possibilities, 
develop employable skills, or make the transition between school and employment or further education 
and training. 

Structured Learning Experiences are experiential, supervised educational activities designed to provide 
students with exposure to the requirements and responsibilities of specific job titles or job groups, and 
to assist them in gaining employment skills and making career and educational decisions. A structured 
learning experience may be either paid or unpaid, depending on the type of activities in which the 
student is involved. All structured learning experiences must adhere to applicable state and federal child 
labor laws and other rules of the State Departments of Education and Labor. Structured learning 
experiences may include, but are not limited to: apprenticeships, internships, job shadowing, 
cooperative education, school-based enterprises, volunteer activities, vocational student organizations, 
and Work Experience Career Exploration Program (WECEP) 

 

UNIT RESOURCES: 

NJ Safe Schools 

Ted Talks 

NJ CAN 

Board Games - “Keys to Job Success”, “Interview Challenge”, “You Can’t Fire the Customer”, “You’re 

Hired”, “Take Me to Your Leader” 

NJ Department of Labor and Workforce Development Administrative Code 

 

 



 

Internet Resource Links: 

● NJDOE CTE 
○ https://www.nj.gov/education/cte/sle/ 

● New Jersey Career Assistance Navigator 
○ https://portal.njcis.intocareers.org/  

● My Student Path 
○ http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dp

uf 
● Bureau of Labor Statistics - Occupational Outlook Handbook 

○ www.bls.gov/ooh  
● Creating an Internship Program: Resources and Examples 

○ https://www.ode.state.or.us/search/page/?id=4021 

 

 STAGE ONE 

GOALS AND STANDARDS 

 

CAREER READY PRACTICES: 

● CRP1. Act as a responsible and contributing citizen and employee. 

● CRP2. Apply appropriate academic and technical skills. 

● CRP4. Communicate clearly and effectively and with reason. 

● CRP5. Consider the environmental, social and economic impacts of decisions. 

● CRP6. Demonstrate creativity and innovation. 

● CRP7. Employ valid and reliable research strategies. 

● CRP8. Utilize critical thinking to make sense of problems and persevere in solving them. 

● CRP9. Model integrity, ethical leadership and effective management. 

● CRP10. Plan education and career paths aligned to personal goals. 

● CRP11. Use technology to enhance productivity. 

● CRP12. Work productively in teams while using cultural global competence. 

9.2 CAREER AWARENESS, EXPLORATION, AND PREPARATION: 
● 9.2.12.C.3 Identify transferable career skills and design alternate career plans. 
● 9.2.12.C.4 Analyze how economic conditions and societal changes influence employment trends 

and future education. 
● 9.2.12.C.7 Examine the professional, legal, and ethical responsibilities for both employers and 

employees in the global workplace. 
 
9.3 CAREER AND TECHNICAL EDUCATION: 

● 9.3.12.BM.3 Explore, develop and apply strategies for ensuring a successful business career.  
● 9.3.12.BM.4 Identify, demonstrate and implement solutions in managing effective business 

customer relationships.  

https://www.nj.gov/education/cte/sle/
https://portal.njcis.intocareers.org/
http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dpuf
http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dpuf
http://www.bls.gov/ooh
https://www.ode.state.or.us/search/page/?id=4021


● 9.3.12.BM.5 Implement systems, strategies and techniques used to manage information in a 
business.  

● 9.3.12.BM.6 Implement, monitor and evaluate business processes to ensure efficiency and 
quality results.  

● 9.3.12.BM-ADM.2 Access, evaluate and disseminate information for business decisions 

New Jersey State Learning Standards Language Arts 

● LA.11-12.W.11-12.4 - Produce clear and coherent writing in which the development, 
organization, and style are appropriate to task, purpose, and audience.  

New Jersey State Learning Standards Technology 

● TECH.8.1.12.A.CS2 - Select and use applications effectively and productively. 
● TECH.8.1.12.C.CS2 - Communicate information and ideas to multiple audiences using a variety of 

media and formats. 
● TECH.8.1.12.C.CS1 - Interact, collaborate, and publish with peers, experts, or others by 

employing a variety of digital environments and media. 
● TECH.8.1.12.C - Students use digital media and environments to communicate and work 

collaboratively, including at a distance, to support individual learning and contribute to the 
learning of others. 

● TECH.8.1.12.B.2 - Apply previous content knowledge by creating and piloting a digital learning 
game or tutorial. 

● TECH.8.1.12.B.CS2 - Create original works as a means of personal or group expression. 
● TECH.8.1.12.B.CS1 - Apply existing knowledge to generate new ideas, products, or processes. 

 
ENDURING UNDERSTANDING 

Students will understand and learn how to…….. 

● Use critical and logical methods of thinking. 
● Examine how observations, hypothesis testing and problem solving are used to develop theories 

in various disciplines. 
● Demonstrate skills in inductive, deductive and analogous reasoning in various disciplines. 
● To develop the ability to communicate effectively through reading, listening, speaking and 

writing. 
● Read and listen analytically, with understanding and openness toward other points of view 
● Receive, analyze and present information in order to develop and support a main point or to 

persuade an audience 
● To develop the ability to solve problems by collecting, organizing and evaluating information 
● State a problem clearly. 
● Gather information from libraries and other career educational sources. 
● Conduct the research. 
● Observe, classify, analyze, synthesize and evaluate data. 
● Interpret results and draw conclusions in terms of the stated problem. 
● Demonstrate competency with computers and other career educational tools in using 

information to solve problems 
● Gain hands-on experience at a local business to build upon skills learned in the classroom.  
●  Establish a clear connection between education and work.  



●  Develop an understanding of the workplace under the guidance of an adult mentor.  
● Explore and research a variety of careers.  
●  Develop workplace responsibility and learn about workplace realities.  
● Establish professional contacts for future employment and mentoring.  
● Establish positive work habits and attitudes.  
●  Learn technical skills that will be invaluable for future jobs.  
●  Understand what education opportunities are available that will lead to a career in their chosen 

career pathway. 

 

ESSENTIAL QUESTIONS 

● How is planning and leadership connected? 

● How can I ensure I am following directions? 

● What are the rules for effective teamwork?  

● How can I communicate effectively as an employee? 

● How can I take responsibility for my decisions and actions? 

 

KNOWLEDGE AND SKILLS 

Students will know: 

● Critical and logical methods of thinking. 

● How  to communicate effectively through reading, listening, speaking and writing. 

● How to read and listen analytically, with understanding and openness toward other points of 
view 

● How to develop the ability to solve problems by collecting, organizing and evaluating 
information 

● Where and how to gather information from libraries and other career educational sources. 

● Where and how to conduct the research. 

● How to observe, classify, analyze, synthesize and evaluate data. 

● Interpret results and draw conclusions in terms of the stated problem. 

● Computers and other career educational tools in using information to solve problems 

 

Students will be skilled at: 

● Communicating effectively through reading, listening, speaking and writing. 

● Reading and listening analytically, with understanding and openness toward other points of view 

● The ability to solve problems by collecting, organizing and evaluating information 

● Gathering information from libraries and other career educational sources. 

● Conducting research independently 

● Interpreting results and draw conclusions in terms of the stated problem. 



● Using computers and other career educational tools, such as NJCAN,  in using information to 
solve problems 

 

STAGE TWO 

PERFORMANCE TASKS 

● Role Playing Scenarios 

● Modeling and demonstrating directions while completing assigned activities. 

● Resolve conflict at the workplace 

● Displaying positive body language and communication 

● Describe responsibilities on a daily basis 

● Compare and contrast consequences of negative and positive choices 

● Demonstrate active listening skills 
 

OTHER EVIDENCE 

● Performance Based Assessments 

● Staff and Peer Verbal Feedback 

● Individualized Prompts 

● Structured Observations 
● Quizzes  

● Classroom discussion participation 

● Teacher observation of classroom assignments/activities 

● Presentations and interactive student teaching 

● Student self reflection  

STAGE THREE 

LEARNING PLAN 

● Assign articles from leadership publications and have students speculate on how these topics 

will be integrated into the senior experience. 

● Observe students at their on-site internships every eight days. 

● Provide feedback and prompting questions into students daily journals and reflections. 

● Interact with business owners to better the internship experience.  

 

Formative Assessments 

Classwork, homework, observation of group cooperation and interaction, participation in classroom 

discussion, and Unit Pre-Test, Presentation 

 

Summative Assessments 



Unit Post-Test, Quizzes, Biz Innovator computer simulations, Student Career Plan, and Benchmark 

assessment 

 

Special Education Interventions in General Education 

Visual Supports 

Extended time to complete tests and assignments 

Graphic Organizers 

Mnemonic tricks to improve memory 

Study guides 

Use agenda book for assignments 

Provide a posted daily schedule 

Use of classroom behavior management system 

Use prompts and model directions 

Use task analysis to break down activities and lessons into each individual step needed to complete 

the task 

Use concrete examples to teach concepts 

Have student repeat/rephrase written directions 

Heterogeneous grouping 

 

Resources: 

 

Do to Learn: 

http://www.do2learn.com/  

 

Sen Teacher: 

http://www.senteacher.org/  

 

Intervention Central: 

http://www.interventioncentral.org/  

 

Learning Ally: 

https://www.learningally.org/  

 

English Language Learners Interventions in Regular Education 

Resources: 

 

FABRIC - Learning Paradigm for ELLs (NJDOE) 

www.nj.gov/education/bilingual/pd/fabric/fabric.pdf  

 

Guide to Teaching ELL Students 

http://www.colorincolorado.org/new-teaching-ells  

 

Edutopia - Supporting English Language Learners 

https://www.edutopia.org/blog/strategies-and-resources-supporting-ell-todd-finley  

 

Reading Rockets 

http://www.readingrockets.org/reading-topics/english-language-learners  

 

Gifted and Talented Interventions in Regular Education 

http://www.do2learn.com/
http://www.senteacher.org/
http://www.interventioncentral.org/
https://www.learningally.org/
http://www.nj.gov/education/bilingual/pd/fabric/fabric.pdf
http://www.nj.gov/education/bilingual/pd/fabric/fabric.pdf
http://www.nj.gov/education/bilingual/pd/fabric/fabric.pdf
http://www.nj.gov/education/bilingual/pd/fabric/fabric.pdf
http://www.nj.gov/education/bilingual/pd/fabric/fabric.pdf
http://www.colorincolorado.org/new-teaching-ells
https://www.edutopia.org/blog/strategies-and-resources-supporting-ell-todd-finley
http://www.readingrockets.org/reading-topics/english-language-learners


Resources: 

 

Who are Gifted and Talented Students 

http://www.npr.org/sections/ed/2015/09/28/443193523/who-are-the-gifted-and-talented-and-what-d

o-they-need  

 

Hoagies Gifted Education Page 

http://www.hoagiesgifted.org/programs.htm  

 

21st Century Learning 

Resources: 

 

Partnership for 21st Century Learning 

http://www.p21.org/  

 

Career Ready Practices (NJDOE) 

http://www.nj.gov/education/cte/hl/CRP.pdf  

 

http://www.npr.org/sections/ed/2015/09/28/443193523/who-are-the-gifted-and-talented-and-what-do-they-need
http://www.npr.org/sections/ed/2015/09/28/443193523/who-are-the-gifted-and-talented-and-what-do-they-need
http://www.hoagiesgifted.org/programs.htm
http://www.p21.org/
http://www.nj.gov/education/cte/hl/CRP.pdf


Unit Name: Professional Portfolio Time Frame: 8 weeks  

 
Author: Egg Township High School Business Department 

UNIT 

Subject: Senior Experience Country: United States 

Course/Grade: 12 State/Group: NJ 

School: Egg Harbor Township High School 

UNIT SUMMARY: 

In this section, students will focus on creating a professional digital portfolio that can be taken with 
them into college or the workforce after graduating from Egg Harbor Township High School. A 
professional portfolio is a collection of carefully selected artifacts that represent progress and 
accomplishment.  Throughout this unit students will be creating a resume, cover letter and elevator 
pitch. These elements will be included in their professional digital portfolios. Students will also 
participate in an interview role play project during this unit. 

 

UNIT RESOURCES: 

NJ Safe Schools 

Ted Talks 

NJ CAN 

Board Games - “Keys to Job Success”, “Interview Challenge”, “You Can’t Fire the Customer”, “You’re 

Hired”, “Take Me to Your Leader” 

NJ Department of Labor and Workforce Development Administrative Code 

 

 

Internet Resource Links: 

● NJDOE CTE 
○ https://www.nj.gov/education/cte/sle/ 

● New Jersey Career Assistance Navigator 
○ https://portal.njcis.intocareers.org/  

● My Student Path 
○ http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dp

uf 
● Bureau of Labor Statistics - Occupational Outlook Handbook 

○ www.bls.gov/ooh  
● Creating an Internship Program: Resources and Examples 

○ https://www.ode.state.or.us/search/page/?id=4021 

 

 

https://www.nj.gov/education/cte/sle/
https://portal.njcis.intocareers.org/
http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dpuf
http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dpuf
http://www.bls.gov/ooh
https://www.ode.state.or.us/search/page/?id=4021


 STAGE ONE 

GOALS AND STANDARDS 

 

CAREER READY PRACTICES: 

● CRP1. Act as a responsible and contributing citizen and employee. 

● CRP2. Apply appropriate academic and technical skills. 

● CRP4. Communicate clearly and effectively and with reason. 

● CRP5. Consider the environmental, social and economic impacts of decisions. 

● CRP6. Demonstrate creativity and innovation. 

● CRP7. Employ valid and reliable research strategies. 

● CRP8. Utilize critical thinking to make sense of problems and persevere in solving them. 

● CRP9. Model integrity, ethical leadership and effective management. 

● CRP10. Plan education and career paths aligned to personal goals. 

● CRP11. Use technology to enhance productivity. 

● CRP12. Work productively in teams while using cultural global competence. 

9.2 CAREER AWARENESS, EXPLORATION, AND PREPARATION: 
● 9.2.12.C.3 Identify transferable career skills and design alternate career plans. 
● 9.2.12.C.4 Analyze how economic conditions and societal changes influence employment trends 

and future education. 
● 9.2.12.C.7 Examine the professional, legal, and ethical responsibilities for both employers and 

employees in the global workplace. 
 
9.3 CAREER AND TECHNICAL EDUCATION: 

● 9.3.12.BM.3 Explore, develop and apply strategies for ensuring a successful business career.  
● 9.3.12.BM.4 Identify, demonstrate and implement solutions in managing effective business 

customer relationships.  
● 9.3.12.BM.5 Implement systems, strategies and techniques used to manage information in a 

business.  
● 9.3.12.BM.6 Implement, monitor and evaluate business processes to ensure efficiency and 

quality results.  
● 9.3.12.BM-ADM.2 Access, evaluate and disseminate information for business decisions 

New Jersey State Learning Standards Language Arts 

● LA.11-12.W.11-12.4 - Produce clear and coherent writing in which the development, 
organization, and style are appropriate to task, purpose, and audience. 

New Jersey State Learning Standards Technology 

● TECH.8.1.12.A.CS2 - Select and use applications effectively and productively. 
● TECH.8.1.12.C.CS2 - Communicate information and ideas to multiple audiences using a variety of 

media and formats. 
● TECH.8.1.12.C.CS1 - Interact, collaborate, and publish with peers, experts, or others by 

employing a variety of digital environments and media. 



● TECH.8.1.12.C - Students use digital media and environments to communicate and work 
collaboratively, including at a distance, to support individual learning and contribute to the 
learning of others. 

● TECH.8.1.12.B.2 - Apply previous content knowledge by creating and piloting a digital learning 
game or tutorial. 

● TECH.8.1.12.B.CS2 - Create original works as a means of personal or group expression. 
● TECH.8.1.12.B.CS1 - Apply existing knowledge to generate new ideas, products, or processes. 

 
ENDURING UNDERSTANDING 

Students will understand and learn how to…….. 

● Use critical and logical methods of thinking. 
● Examine how observations, hypothesis testing and problem solving are used to develop theories 

in various disciplines. 
● Demonstrate skills in inductive, deductive and analogous reasoning in various disciplines. 
● To develop the ability to communicate effectively through reading, listening, speaking and 

writing. 
● Read and listen analytically, with understanding and openness toward other points of view 
● Receive, analyze and present information in order to develop and support a main point or to 

persuade an audience 
● To develop the ability to solve problems by collecting, organizing and evaluating information 
● State a problem clearly. 
● Gather information from libraries and other career educational sources. 
● Conduct the research. 
● Observe, classify, analyze, synthesize and evaluate data. 
● Interpret results and draw conclusions in terms of the stated problem. 
● Demonstrate competency with computers and other career educational tools in using 

information to solve problems 
● Gain hands-on experience at a local business to build upon skills learned in the classroom.  
●  Establish a clear connection between education and work.  
●  Develop an understanding of the workplace under the guidance of an adult mentor.  
● Explore and research a variety of careers.  
●  Develop workplace responsibility and learn about workplace realities.  
● Establish professional contacts for future employment and mentoring.  
● Establish positive work habits and attitudes.  
●  Learn technical skills that will be invaluable for future jobs.  
●  Understand what education opportunities are available that will lead to a career in their chosen 

career pathway. 

 

ESSENTIAL QUESTIONS 

● How can my interests help find a career? 

● What skills are necessary to help find and maintain employment? 

● What are realistic job goals? 

 



KNOWLEDGE AND SKILLS 

Students will know: 

● How to explore and identify personal interests 

● How to evaluate and select appropriate career goals 

● Critical and logical methods of thinking. 

● How  to communicate effectively through reading, listening, speaking and writing. 

● How to read and listen analytically, with understanding and openness toward other points of 
view 

● How to develop the ability to solve problems by collecting, organizing and evaluating 
information 

● Where and how to gather information from libraries and other career educational sources. 

● Where and how to conduct the research. 

● How to observe, classify, analyze, synthesize and evaluate data. 

● Interpret results and draw conclusions in terms of the stated problem. 

● Computers and other career educational tools in using information to solve problems 

 

Students will be skilled at: 

● Demonstrating appropriate interview skills 

● Locating and applying for jobs 

● Communicating effectively through reading, listening, speaking and writing. 

● Reading and listening analytically, with understanding and openness toward other points of view 

● The ability to solve problems by collecting, organizing and evaluating information 

● Gathering information from libraries and other career educational sources. 

● Conducting research independently 

● Interpreting results and draw conclusions in terms of the stated problem. 

● Using computers and other career educational tools, such as NJCAN,  in using information to 
solve problems 

 

STAGE TWO 

PERFORMANCE TASKS 

● Create a professional quality resume 

● Draft sample cover letters 

● Participate in mock job interviews 

● Design a semester-long E-Portfolio 



● Critique and assist other students with their professional documents 

 

OTHER EVIDENCE 

● Performance Based Assessments 

● Staff and Peer Verbal Feedback 

● Individualized Prompts 

● Quizzes  

● Classroom discussion participation 

● Teacher observation of classroom assignments/activities 

● Presentations and interactive student teaching 

● Student self reflection  

STAGE THREE 

LEARNING PLAN 

● Provide students with examples of poor and exemplary cover letters, resumes, e-portfolios, 

reference pages.  Have students then begin to draft their own. 

● Discuss the importance of dressing appropriately for an interview, first impressions, being on 

time, etc. 

● Participate in role playing scenarios.  Involve unknown adults in the process to decrease 

comfort levels. 

● Develop short and long term goals 

● Complete assessment through NJCAN 

● Demonstrate how to locate and apply for job positions 

● Explore personal and career interests, aptitudes  

 

Formative Assessments 

Classwork, homework, observation of group cooperation and interaction, participation in classroom 

discussion, and Unit Pre-Test, Presentation 

 

Summative Assessments 

Unit Post-Test, Quizzes, Biz Innovator computer simulations, Student Career Plan, and Benchmark 

assessment 

 

Special Education Interventions in General Education 

Visual Supports 

Extended time to complete tests and assignments 

Graphic Organizers 

Mnemonic tricks to improve memory 

Study guides 

Use agenda book for assignments 

Provide a posted daily schedule 

Use of classroom behavior management system 

Use prompts and model directions 

Use task analysis to break down activities and lessons into each individual step needed to complete 

the task 

Use concrete examples to teach concepts 



Have student repeat/rephrase written directions 

Heterogeneous grouping 

 

 

Resources: 

 

Do to Learn: 

http://www.do2learn.com/  

 

Sen Teacher: 

http://www.senteacher.org/  

 

Intervention Central: 

http://www.interventioncentral.org/  

 

Learning Ally: 

https://www.learningally.org/  

 

English Language Learners Interventions in Regular Education 

Resources: 

 

FABRIC - Learning Paradigm for ELLs (NJDOE) 

www.nj.gov/education/bilingual/pd/fabric/fabric.pdf  

 

Guide to Teaching ELL Students 

http://www.colorincolorado.org/new-teaching-ells  

 

Edutopia - Supporting English Language Learners 

https://www.edutopia.org/blog/strategies-and-resources-supporting-ell-todd-finley  

 

Reading Rockets 

http://www.readingrockets.org/reading-topics/english-language-learners  

 

Gifted and Talented Interventions in Regular Education 

Resources: 

 

Who are Gifted and Talented Students 

http://www.npr.org/sections/ed/2015/09/28/443193523/who-are-the-gifted-and-talented-and-what-d

o-they-need  

 

Hoagies Gifted Education Page 

http://www.hoagiesgifted.org/programs.htm  

 

21st Century Learning 

Resources: 

 

Partnership for 21st Century Learning 

http://www.p21.org/  
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http://www.senteacher.org/
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Career Ready Practices (NJDOE) 

http://www.nj.gov/education/cte/hl/CRP.pdf  

 

http://www.nj.gov/education/cte/hl/CRP.pdf


Unit Name: Communication Skills Time Frame: 8 weeks 

 
Author: Egg Township High School Business Department 

UNIT 

Subject: Senior Experience Country: United States 

Course/Grade: 12 State/Group: NJ 

School: Egg Harbor Township High School 

UNIT SUMMARY: 

Students are introduced to public speaking as an important component of their academic, work, and 
social lives. They study public speaking occasions and develop skills as fair and critical listeners, or 
consumers, of spoken information and persuasion. Students study types of speeches (informative, 
persuasive, dramatic, and special occasion), read and listen to models of speeches, and prepare and 
present their own speeches to diverse audiences. Students learn to choose speaking topics and adapt 
them for specific audiences, to research and support their ideas, and to benefit from listener feedback. 
They study how to incorporate well-designed visual and multimedia aids in presentations and how to 
maintain a credible presence in the digital world. Students also learn about the ethics of public speaking 
and about techniques for managing communication anxiety. 

Another topic area covered in this unit are the techniques and types of professional writing, including 
correspondence and reports. It is designed to help strengthen skills of effective business and 
professional communication in both oral and written modes. After successful completion of this course, 
students will have the skills necessary to communicate effectively in a variety of professional situations. 

After completing this section, students will have gained exposure to the following genres of business 
and professional writing: 

● Email 

● Business Letter (Positive Newsletter, Negative Newsletter, Fundraising Letter, Cover Letter) 

● Memo 

● Proposal 

● Press Release 

● Presentation 

● Résumé 

● Report (Progress Report, Informative Report, Recommendation Report, Business Plan) 

Additionally, students will gain valuable experience with research, reading and analyzing popular press 
business articles, issues in business ethics, and working with teams. 

 

 



UNIT RESOURCES: 

NJ Safe Schools 
Ted Talks 
NJ CAN 
Board Games - “Keys to Job Success”, “Interview Challenge”, “You Can’t Fire the Customer”, “You’re 
Hired”, “Take Me to Your Leader” 
NJ Department of Labor and Workforce Development Administrative Code 
FBLA Impromptu and Public Speaking Prompts 

Internet Resource Links: 

● The Language Arts Classroom 
○ http://languageartsclassroom.com/2017/07/public-speaking-curriculum.html 

● Writing Commons Syllabus 
○ https://writingcommons.org/chapters/professional-technical-communication/ptc-instru

ctional-resources/1086-business-and-professional-writing 
● NJDOE CTE 

○ https://www.nj.gov/education/cte/sle/ 
● New Jersey Career Assistance Navigator 

○ https://portal.njcis.intocareers.org/  
● My Student Path 

○ http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dp
uf 

● Bureau of Labor Statistics - Occupational Outlook Handbook 
○ www.bls.gov/ooh  

● Creating an Internship Program: Resources and Examples 
○ https://www.ode.state.or.us/search/page/?id=4021 

● FBLA Impromptu Speaking Topics 
○ https://www.tangischools.org/cms/lib/LA01001731/Centricity/Domain/2671/Imprompt

u%20Speaking%20Topics.pdf  
● FBLA Public Speaking Guidelines 

○ http://www.fbla-pbl.org/competitive-event/public-speaking-fbla/  
● Purdue Business Writing Lab 

○ https://owl.english.purdue.edu/owl/resource/1015/04/ 

 

 STAGE ONE 

GOALS AND STANDARDS 

 

CAREER READY PRACTICES: 

● CRP1. Act as a responsible and contributing citizen and employee. 

● CRP2. Apply appropriate academic and technical skills. 

● CRP4. Communicate clearly and effectively and with reason. 

● CRP5. Consider the environmental, social and economic impacts of decisions. 

http://languageartsclassroom.com/2017/07/public-speaking-curriculum.html
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https://www.nj.gov/education/cte/sle/
https://portal.njcis.intocareers.org/
http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dpuf
http://www.mystudentpath.com/articles/high-school-vs-college#sthash.3NK4KVMw.dpuf
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http://www.fbla-pbl.org/competitive-event/public-speaking-fbla/


● CRP6. Demonstrate creativity and innovation. 

● CRP7. Employ valid and reliable research strategies. 

● CRP8. Utilize critical thinking to make sense of problems and persevere in solving them. 

● CRP9. Model integrity, ethical leadership and effective management. 

● CRP10. Plan education and career paths aligned to personal goals. 

● CRP11. Use technology to enhance productivity. 

● CRP12. Work productively in teams while using cultural global competence. 

9.2 CAREER AWARENESS, EXPLORATION, AND PREPARATION: 
● 9.2.12.C.3 Identify transferable career skills and design alternate career plans. 
● 9.2.12.C.4 Analyze how economic conditions and societal changes influence employment trends 

and future education. 
● 9.2.12.C.7 Examine the professional, legal, and ethical responsibilities for both employers and 

employees in the global workplace. 
 
9.3 CAREER AND TECHNICAL EDUCATION: 

● 9.3.12.BM.3 Explore, develop and apply strategies for ensuring a successful business career.  
● 9.3.12.BM.4 Identify, demonstrate and implement solutions in managing effective business 

customer relationships.  
● 9.3.12.BM.5 Implement systems, strategies and techniques used to manage information in a 

business.  
● 9.3.12.BM.6 Implement, monitor and evaluate business processes to ensure efficiency and 

quality results.  
● 9.3.12.BM-ADM.2 Access, evaluate and disseminate information for business decisions 

New Jersey State Learning Standards Language Arts 

● LA.11-12.W.11-12.4 - Produce clear and coherent writing in which the development, 
organization, and style are appropriate to task, purpose, and audience.  

New Jersey State Learning Standards Technology 

● TECH.8.1.12.A.CS2 - Select and use applications effectively and productively. 
● TECH.8.1.12.C.CS2 - Communicate information and ideas to multiple audiences using a variety of 

media and formats. 
● TECH.8.1.12.C.CS1 - Interact, collaborate, and publish with peers, experts, or others by 

employing a variety of digital environments and media. 
● TECH.8.1.12.C - Students use digital media and environments to communicate and work 

collaboratively, including at a distance, to support individual learning and contribute to the 
learning of others. 

● TECH.8.1.12.B.2 - Apply previous content knowledge by creating and piloting a digital learning 
game or tutorial. 

● TECH.8.1.12.B.CS2 - Create original works as a means of personal or group expression. 
● TECH.8.1.12.B.CS1 - Apply existing knowledge to generate new ideas, products, or processes. 

 
 
 



 
ENDURING UNDERSTANDING 

Students will understand and learn how to…….. 

● Compare and contrast public speaking with casual conversation 

● Develop an effective and purposeful speech 

● Strategize to eliminate anxiety associated with public speaking 

● Analyze written and verbal communications and evaluate their usefulness, relevance, rhetorical 
components, and stylistic elements 

● Think critically about rhetorical choices and audience awareness 

● Compose effective and persuasive written, visual, and oral texts for diverse audiences 

● Recognize and implement the qualities associated with effective business writing, particularly 
the hallmarks of correctness, conciseness, coherence, and clarity 

● Design visually attractive documents with informative and eye-catching visual elements 

● Use technology to effectively present your messages 

● Conduct research using a broad range of sources, synthesizing and judging the quality of 
collected information 

● Communicate ethically 

● Write in a variety of workplace genres including resumes, letters, emails, memos, white papers, 
and reports 

● Collaborate effectively with peers  

 
ESSENTIAL QUESTIONS 

● How is planning and leadership connected? 

● How can I ensure I am following directions? 

● What are the rules for effective teamwork?  

● How can I communicate effectively as an employee? 

● How can I take responsibility for my decisions and actions? 

● What makes a speech successful? 

● How can I cope with anxiety in public speaking? 

● How is business writing different from other types of writing? 

● How is an email different than a handwritten letter? 

 

KNOWLEDGE AND SKILLS 

Students will know: 

● Conversational skills 

● Anxiety coping strategies 



● Analyze written and verbal communications and evaluate their usefulness, relevance, rhetorical 
components, and stylistic elements 

● Think critically about rhetorical choices and audience awareness 

● Technology skills (typing, researching, visual presentation software, etc) 

● How to conduct research using a broad range of sources, synthesizing and judging the quality of 
collected information 

● How to communicate ethically 

● How to write in a variety of workplace genres including resumes, letters, emails, memos, white 
papers, and reports 

● How to collaborate effectively with peers  

● Investigating skills 

 

Students will be skilled at: 

● Comparing and contrasting public speaking with casual conversation 

● Developing an effective and purposeful speech 

● Eliminate anxiety associated with public speaking 

● Analyzing written and verbal communications and evaluate their usefulness, relevance, 
rhetorical components, and stylistic elements 

● Thinking critically about rhetorical choices and audience awareness 

● Composing effective and persuasive written, visual, and oral texts for diverse audiences 

● Recognizing and implementing the qualities associated with effective business writing, 
particularly the hallmarks of correctness, conciseness, coherence, and clarity 

● Designing visually attractive documents with informative and eye-catching visual elements 

● Using technology to effectively present your messages 

● Conducting research using a broad range of sources, synthesizing and judging the quality of 
collected information 

● Writing in a variety of workplace genres including resumes, letters, emails, memos, white 
papers, and reports 

● Collaborating effectively with peers  
 

STAGE TWO 

PERFORMANCE TASKS 

● Create and identify job rules, responsibilities, and tasks sheets. 

● Present in front of the class at least once a month 

● Deliver the annual middle school ALAB pitch to 8th grade students  

● Participate in the NJ Consumer Bowl challenge 



● Practice and deliver FBLA public and impromptu speaking prompts 

OTHER EVIDENCE 

● Performance Based Assessments 

● Staff and Peer Verbal Feedback 

● Individualized Prompts 

● Structured Observations 
● Quizzes  

● Classroom discussion participation 

● Teacher observation of classroom assignments/activities 

● Presentations and interactive student teaching 

● Student self reflection  

STAGE THREE 

LEARNING PLAN 

● Assign challenging  writing prompts for hypothetical situations 

● Provide students with an overview of the ALAB program and allow them to design marketing 

materials and presentations to be used at middle schools 

● Review and practice NJ Consumer Bowl course material to strengthen confidence 

● Review FBLA public and impromptu speaking past topics.  Rotate prompts weekly. 
 

Formative Assessments 

Classwork, homework, observation of group cooperation and interaction, participation in classroom 

discussion, and Unit Pre-Test, Presentation 

 

Summative Assessments 

Unit Post-Test, Quizzes, Biz Innovator computer simulations, Student Career Plan, and Benchmark 

assessment 

 

Special Education Interventions in General Education 

Visual Supports 

Extended time to complete tests and assignments 

Graphic Organizers 

Mnemonic tricks to improve memory 

Study guides 

Use agenda book for assignments 

Provide a posted daily schedule 

Use of classroom behavior management system 

Use prompts and model directions 

Use task analysis to break down activities and lessons into each individual step needed to complete 

the task 

Use concrete examples to teach concepts 

Have student repeat/rephrase written directions 

Heterogeneous grouping 



 

Resources: 

 

Do to Learn: 

http://www.do2learn.com/  

 

Sen Teacher: 

http://www.senteacher.org/  

 

Intervention Central: 

http://www.interventioncentral.org/  

 

Learning Ally: 

https://www.learningally.org/  

 

English Language Learners Interventions in Regular Education 

Resources: 

 

FABRIC - Learning Paradigm for ELLs (NJDOE) 

www.nj.gov/education/bilingual/pd/fabric/fabric.pdf  

 

Guide to Teaching ELL Students 

http://www.colorincolorado.org/new-teaching-ells  

 

Edutopia - Supporting English Language Learners 

https://www.edutopia.org/blog/strategies-and-resources-supporting-ell-todd-finley  

 

Reading Rockets 

http://www.readingrockets.org/reading-topics/english-language-learners  

 

Gifted and Talented Interventions in Regular Education 

Resources: 

 

Who are Gifted and Talented Students 

http://www.npr.org/sections/ed/2015/09/28/443193523/who-are-the-gifted-and-talented-and-what-d

o-they-need  

 

Hoagies Gifted Education Page 

http://www.hoagiesgifted.org/programs.htm  

 

21st Century Learning 

Resources: 

 

Partnership for 21st Century Learning 

http://www.p21.org/  

 

Career Ready Practices (NJDOE) 

http://www.nj.gov/education/cte/hl/CRP.pdf  
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