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INTRODUCTION

This document demonstrates how well The National Restaurant Association’s Foundations of
Restaurant Management & Culinary Arts, Second Edition, Level 1 © 2018 meets HT, HT-RFB, and
CRP learning objectives of the Common Core Technical Career Standards as released by the National
Association of State Directors of Career Technical Education Consortium (NASDCTEc) in 2013/2014.
Correlation page references are to the student edition and are cited at the page level. Where
particularly useful, parenthetical information clarifies the nature of the relevant page content, e.g.,
activities to indicate “activities page,” Q2 to mean “Case Study Follow-Up Question 2.”

The National Restaurant Association created the most comprehensive curriculum developed by industry
and academic experts, Foundations of Restaurant Management & Culinary Arts, Second Edition. This
two-level program provides comprehensive student resources and robust teacher materials to provide an
in-depth, industry-driven learning experience.

¢ Each Level features blended coverage of culinary arts and management topics designed to
build well-rounded skills for the workplace.

e 21st Century Learning objectives are taught and reinforced throughout the program; critical
thinking and problem solving; communication and collaboration; creativity and innovation;
global awareness; and health literacy.

e Curriculum of the ProStart® Program

Certification

Students can earn exclusive certificates from the National Restaurant Association that meet Carl Perkins
funding requirements. Upon completion of each course, Levels 1 and 2, students are eligible to take the
corresponding exam. Those that pass will receive a certificate of recognition from the National
Restaurant Association.
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Management & Culinary Arts,
Second Edition, Level 1 ©2018

Common Career Technical Core

Career Cluster™Hospitality & Tourism (HT)

HT 1. Describe the key
components of marketing
and promoting
hospitality and tourism
products and services.

HT 1.1: Demonstrate knowledge of marketing
techniques commonly used in the hospitality
and tourism industry to sell a product or
service.

Sample Indicators:

W/ dentify the elements of marketing.
WwCompare/contrast different marketing
packets.

wDevelop strategies for making a sale.

HT 1.2: Identify effects of the economy on the
hospitality and tourism industry to effectively
plan products and services.

Sample Indicators:

wDescribe how economics applies to the
hospitality and tourism industry.

wDiscuss the importance of the hospitality and
tourism industry to the U.S. economy.

W xplain the effects that supply and demand
have on the hospitality and tourism industry.

SE: 13, 20 (knowledge check Q1),
422-433 (entire chapter, including
summary, activities, and exam prep),
439-445, 460 (Q2), 461 (summary),
462 (activities), 463 (exam prep),
477 (activity)

HT 2. Evaluate the nature
and scope of the
Hospitality & Tourism
Career Cluster and the
role of hospitality and
tourism in society and
the economy.

HT 2.1: Identify management styles within a
variety of organizational structures.

Sample Indicators:

wDefine industry management terms including
yield, yield management, no-show, discount
inventory control, overbooking and spoilage.
WwCompare/contrast management of different
organizational structures including
independently owned, chain-affiliated and
corporations in the industry.

HT 2.2: Trace the development of the
hospitality and tourism industry to understand
the overall structure.

Sample Indicators:

wDiscuss the current trends in society and how
they affect hospitality and tourism.

SE: 10-13, 16-20, 21 (summary), 22
(activities), 23 (exam prep)

SE = Student Edition, 2e = second edition
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Performance Standard

Performance Indicators
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identification)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

HT 3. Demonstrate
hospitality and tourism
customer service skills
that meet customer’s
needs.

HT 3.1: Use customer comments to guide
customer satisfaction policies.

Sample Indicators:

WAssess the importance of customer
satisfaction.

WwDevise strategies for maximizing customer
satisfaction.

WwRole-play customer dissatisfaction scenarios.

HT 3.2: Integrate the principles of customer
service to positively impact organizational
performance.

Sample Indicators:

wDescribe how customer service affects a
company's bottom line.

HT 3.3: Identify and compare services and

products from related industries to understand

how they affect hospitality and tourism
products and services.

Sample Indicators:

w\o Sample Indicators.

SE: 51, 102-103, 112-113, 115
(summary), 184, 185, 192, 193
(summary), 422—-433 (entire
chapter, including summary,
activities, & exam prep), 438-441,
442-445, 456, 458, 459-460, 461
(summary), 462 (activities), 463
(exam prep)

HT 4. Describe employee
rights and responsibilities
and employers'
obligations concerning
occupational health and
safety in the hospitality
and tourism workplace.

HT 4.1: State the rationale for rules and laws
designed to promote safety and health in the
workplace.

Sample Indicators:

W dentify key rights of employees related to
occupational safety and health.

W/ dentify the responsibilities of employers
related to occupational safety and health.

W xplain the role of government agencies in
providing a safe workplace.

ww/lustrate compliance with OSHA safety
regulations and practices.

HT 4.2: Assess workplace conditions with
regard to safety and health.

Sample Indicators:

wrollow industry standards to comply with
safety regulations and practices.

WwReview safety and sanitation procedures
applicable to the workplace.

SE: 47, 48-50, 52, 53 (summary), 54
(activities), 55 (exam prep), 111—
114, 115 (summary), 122-139
(entire chapter, including summary,
activities, & exam prep), 142-157
(entire chapter, including summary,
activities, & exam prep), 160-164,
165-167, 168-170, 171 (summary),
172 (activities), 173 (exam prep),
176-195 (entire chapter, including
summary, activities, & exam prep),
204-205, 212-213, 237-238, 241
(summary), 242 (activities), 426 (see
people with disabilities), 443—-445,
463 (exam prep Q2), 466—467, 469
(knowledge check Q1), 470-471

SE = Student Edition, 2e = second edition
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Performance Standard

Performance Indicators
(for internal use only in correlations
identification)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

HT 4, cont.

HT 4.3: Demonstrate application of legal
policies to comply with laws regarding hiring,
harassment and safety issues.

Sample Indicators:

w\o Sample Indicators.

HT 5. Identify potential,
real and perceived
hazards and emergency
situations and determine
the appropriate safety
and security measures in
the hospitality and
tourism workplace.

HT 5.1: Outline safety and security issues for
individuals and groups to minimize risks.
Sample Indicators:

WCreate a solution to guest/customer exposure
to a health hazard.

W dentify ways to manage guests/customers
facing a threat.

W/ dentify ways to prevent common safety
hazards.

wDevelop and role play mock emergency
situations.

WCreate a plan of action to manage guests
with special needs (disabilities, handicap
accessibility, etc.).

HT 5.2: Identify resources to utilize in various
emergency situations for self, co-workers and
guests/customers.

Sample Indicators:

wDetail steps to use in medical emergencies.
W /st resources for assistance with
environmental issues.

w\ame the resources for assistance in crimes
or accidents.

wDetail how to access help in a terrorist
situation.

HT 5.3: Create response plans to cope with
hazards and emergency situations applicable to
the hospitality and tourism industries.

Sample Indicators:

w\o Sample Indicators.

SE: 102—-119 (entire chapter,
including summary, activities, &
exam prep), 152-153, 154, 155
(summary), 156 (Q1 & Q2;
activities), 157 (exam prep), 160—
173 (entire chapter, including
summary, activities, & exam prep),
176-195 (entire chapter, including
summary, activities, & exam prep),
425-426, 432 (activity)

SE = Student Edition, 2e = second edition
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Performance Standard

Performance Indicators
(for internal use only in correlations
identification)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

HT 6. Describe career
opportunities and means
to attain those
opportunities in each of
the Hospitality &Tourism
Career Pathways.

HT 6.1: Research career opportunities based
upon their fit with personal career goals in the
hospitality and tourism industries.

Sample Indicators:

W ocate and interpret career information for at
least one career cluster.

W/ dentify job requirements for career
pathways.

W dentify educational and credentialing
requirements for career cluster and pathways.

HT 6.2: Match personal interests and aptitudes
to careers in the hospitality and tourism
industry when researching opportunities
within the pathways.

Sample Indicators:

W dentify personal interests and aptitudes.

W dentify job requirements and characteristics
of selected careers.

WwCompare personal interests and aptitudes
with job requirements and characteristics of
career selected.

w\/odify career goals based on results of
personal interests and aptitudes with career
requirements and characteristics.

HT 6.3: Examine entry-level, skilled level and
supervisory positions and the qualifications
and skills needed for different levels of
hospitality and tourism employment.
Sample Indicators:

w\o Sample Indicators.

HT 6.4: Develop a career plan for advancement
in hospitality and tourism careers.

Sample Indicators:

w\o Sample Indicators.

HT 6.5: Identify ethical issues and concerns in
the hospitality and tourism career field.
Sample Indicators:

W /st ethical liability issues that are specific to
hospitality and tourism.

WDiscuss solutions to various ethical issues and
concerns.

SE: 8-9, 16-20, 21 (summary), 22
(activities), 26—28, 29-33, 37-38, 39
(summary), 40 (activities), 41 (exam
prep), 46-47,52, 53 (summary), 54
(activities), 55 (exam prep), 74-95
(entire chapter, including summary,
Q1, activities, & exam prep), 117
(career readiness activity), 168-169,
218 (career readiness activity), 272,
275 (Q2), 436-437, 466—-467, 468—
469, 470- 471, 475, 476 (summary),
479 (exam prep)

SE = Student Edition, 2e = second edition
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Performance Standard

Performance Indicators
(for internal use only in correlations
identification)
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Common Career Technical Core

Career Cluster™ Hospitality & Tourism

Career Pathway: Restaurants and Food/Beverage Services (HT-RFB)

HT-RFB 1. Describe
ethical and legal
responsibilities in food
and beverage service
facilities.

HT-RFB 1.1: Utilize comments and suggestions
from the customer service area to formulate
improvements and ensure guest satisfaction.
Sample Indicators:

e Detail ways to achieve a high rate of positive
comments.

e Get regular feedback from guests and staff.

HT-RFB 1.2: Comply with laws regarding hiring,
harassment and safety issues.

Sample Indicators:

e Demonstrate understanding of legal
interviewing processes.

e Outline how harassment and stereotyping
can create an unhealthy work environment.

e Define legal and ethical responsibilities for
safety procedures. e Interpret worker’s
compensation requirements and forms.

HT-RFB 1.3: Apply ethical and legal guidelines
as they relate to restaurants and food and
beverage services job performance. Sample
Indicators:

e [dentify ethical and legal situations that occur
in the workplace.

e Relate appropriate response to legal/ethical
infractions in the workplace.

HT-RFB 1.4: Identify ethical issues and model
ethical behavior in the workplace.

Sample Indicators:

e Integrate guideline for ethical treatment in
the workplace.

e Discuss how ethical issues and concerns
affect a career field.

SE: 47, 48, 53 (summary), 55 (exam
prep), 160-161, 162—-164, 165-167,
168-170, 171 (summary), 172
(activities), 173 (exam prep), 176—
177,178, 189-191, 192 (knowledge
check Q2), 193 (summary), 194
(activities), 195 (exam prep), 425—
426, 427-428, 429-430, 431
(summary), 432 (activities), 433
(exam prep), 443—-445, 459-460,
461 (summary), 470-471, 476
(knowledge check, summary), 477
(Q1), 479 (exam prep)

SE = Student Edition, 2e = second edition
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Performance Standard

Performance Indicators
(for internal use only in correlations
identification)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

HT-RFB 2. Demonstrate
safety and sanitation
procedures in food and
beverage service

HT-RFB 2.1: Identify sanitation procedures to
ensure facility is in compliance with health
codes.

Sample Indicators:

SE: 104-110, 111-114, 115
(summary), 116—-117 (activities),
118-119 (exam prep), 122-135, 136
(summary), 137 (activities), 138-139

information from cultural
and geographical studies
to guide customer service
decisions in food and
beverage service
facilities.

from ethnic and geographical studies in a
service environment.

Sample Indicators:

e [dentify ethnicities and their dining habits and
rules.

e [dentify countries and their native food

resources.

facilities. e Outline compliance requirements of (exam prep), 142-154, 155
sanitation and health inspections. (summary), 156 (activities), 157
e Show exemplary appearance and hygiene. (exam prep), 160-164, 165, 166~
e lllustrate correct use of knives and kitchen 167,168, 171 (summary), 172
equipment. (activities), 173 (exam prep), 176—
e Use protective gloves and clothing. 177,179-192, 193 (summary), 194
e Demonstrate correct food handling and (activities), 195 (exam prep), 204~
production techniques. 205, 212-213, 217 (summary), 218
HT-RFB 2.2: Identify overall safety procedures | (activities), 219 (exam prep), 226
necessary to maintain a safe work area. (see Tongs), 232, 237, 238-239, 241
Sample Indicators: (summary), 242 (activities), 243
e Practice appropriate safety and health (exam prep), 316-317, 326 (exam

. prep), 336 (14), 337 (safety side
procedures. e Apply hazardous material !
practices and procedures for the handling and not.e?, 341 (step 3?’ 344 (science
disposing of chemicals. activity), 424 (.hyg!(-?n.e), 426 (see
people with disabilities)

HT-RFB 2.3: Demonstrate emergency and first-
aid knowledge and procedures applicable to
the workplace.
Sample Indicators:
e No Sample Indicators.

HT-RFB 3. Use HT-RFB 3.1: Utilize facts and statistics retrieved | SE: 14-20, 21 (summary), 322-323

NOTE:

Correlations provided for HT-RFB 3
are based on the interpretation of
studies to mean “areas studied”
rather than published or formal
“research studies.”

SE = Student Edition, 2e = second edition
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Performance Standard

Performance Indicators
(for internal use only in correlations
identification)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

HT-RFB 4. Demonstrate
leadership qualities and
collaboration with
others.

HT-RFB 4.1: Model leadership and teamwork
qualities to aid in employee retention.
Sample Indicators:

e Detail ways to minimize staff turnover.

HT-RFB 4.2: Formulate staff development plans
to create an effective working team.

Sample Indicators:

e Conduct thorough orientation for new staff.

e Detail elements involved in new orientation.

e Conduct regular training and coaching of
staff.

e Explain human relations policies and
procedures.

HT-RFB 4.3: Make staffing decisions based on
proven managerial skills to improve staff
performance.

Sample Indicators:

e Conduct regular reviews of staff.

e Utilize leadership skills to create motivation
for change.

HT-RFB 4.4: Establish and maintain effective
working relationships with all levels of
personnel and other departments to provide
effective services to guests.

Sample Indicators:

e Use people skills to build effective working
relationships.

e Learn conflict management skills to facilitate
solutions.

SE: 46—47, 48-52, 53 (summary), 54
(activities), 55 (exam prep), 60—65,
70 (activities), 71 (exam prep), 165—
167 (training), 170, 171 (summary),
172 (activities), 173 (exam prep),
466-479 (entire chapter, including
summary, activities, & exam prep)

HT-RFB 5. Research costs,
pricing, market demands
and marketing strategies
to manage profitability in
food and beverage
service facilities.

HT-RFB 5.1: Interpret calculations of food,
labor and pricing to ensure profitability.
Sample Indicators:

e Calculate food cost and determine ways to
meet goals.

e Calculate labor cost and determine ways to
meet goals.

e Determine the values of inventory or stock.
e Determine menu pricing.

e Define portion control.

HT-RFB 5.2: Compare alternative ways of
marketing to develop a promotional package.
Sample Indicators:

e Develop promotional materials.

e Create methods to market materials.

SE: 212 (side note), 218 (first & last
activity), 286—288, 289-291, 292
(summary), 293—-294 (activities), 295
(exam prep), 344 (math activity),
355, 427-428, 432 (activities), 433
(exam prep), 442-443, 457, 462
(activities), 463 (exam prep), 468—
469, 477 (science activity), 479
(exam prep)

SE = Student Edition, 2e = second edition

10
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Performance Standard

Performance Indicators
(for internal use only in correlations
identification)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

HT-RFB 5., cont.

HT-RFB 5.3: Anticipate future needs using
information about current trends that
contribute to effectively price and market food
and beverage offerings.

Sample Indicators:

e Demonstrate awareness of operational
needs.

e Demonstrate awareness of capabilities and
limitations of the operation.

HT-RFB 6. Explain the
benefits of the use of
computerized systems to
manage food service
operations and guest
service.

HT-RFB 5.4: Discuss sustainable practices and
how it impacts profitability and customer
demands (i.e. locally grown products, organics,
recycled or recyclable products).

Sample Indicators:

e No Sample Indicators

SE: 209 (computerized fryers), 428
(social feedback side note), 439—
440, 459-460, 462 (activity 5)

HT-RFB 7. Utilize
technical resources for
food services and
beverage operations to
update or enhance
present practice.

HT-RFB 7.1: Use software applications to
manage food service operations.

Sample Indicators:

e Demonstrate the use of software programs
for human resource management.

e Demonstrate the use of software programs
for inventory control, point of sale, profit loss,
etc.

HT-RFB 7.2: Retrieve website information to
use in menu planning, recipes and for product
information. Sample Indicators:

e Access relevant websites.

e Download recipes.

e Bookmark websites.

SE: 37, 39 (summary), 439-440, 462
(activity 5), 463 (exam prep)

HT-RFB 8. Implement
standard operating
procedures related to
food and beverage
production and guest
service.

HT-RFB 8.1: Implement operating procedures
to comply with company requirements.
Sample Indicators:

e Detail operating procedures for food quality.
e Detail operating procedures for food
presentation.

e Describe customer service table standards.

HT-RFB 8.2: Evaluate prepared foods for
quality and presentation to meet quality
standards.

Sample Indicators:

e Show consistent appearance in prepared
foods.

e Detail ways to monitor quality of prepared
food.

SE: 47,105-110, 112-113, 115
(summary), 116—-117 (activities),
118-119 (exam prep), 122-139
(entire chapter, including summary,
activities, & exam prep), 142-157
(entire chapter, including summary,
activities, & exam prep), 160-168,
171 (summary), 172 (activities), 173
(exam prep), 176—195 (entire
chapter, including summary,
activities, & exam prep), 204-216
(217 (summary), 218 (activities), 219
(exam prep), 222-243 (entire
chapter, including summary,
activities, & exam prep), 250-251,

SE = Student Edition, 2e = second edition

11
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identification)
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HT-RFB 8., cont.

HT-RFB 8.3: Prepare nutritional, quality foods
utilizing basic food knowledge.

Sample Indicators:

e Explain the use of a variety of sauces.

e Choose appropriate cooking procedures
(sauté, broil, bake, etc.).

e Employ knowledge of nutritional values.

e Exhibit high quality food presentation.

HT-RFB 8.4: Determine the appropriate type of
food service to provide quality customer
service.

Sample Indicators:

e Detail characteristics of French, Russian,
Bistro style and other forms of service.

e [dentify types of dining utensils and proper
uses.

e Show proper set up procedures for dining
room/counter.

e Explain menu items.

e Detail the process of upselling and other
forms of marketing at tableside.

HT-RFB 8.5: Evaluate types of kitchen
equipment to match the correct cooking
methodology.

Sample Indicators:

e Use pots and pans for different food
preparations.

e Explain how to store and retrieve foods in a
variety of settings (cold, hot, dry, etc.).

HT-RFB 8.6: Describe the role of the menu as a
marketing and planning tool.

Sample Indicators:

e Explain the importance of the menu.

e Detail the menu's role in communicating an
image.

cont.

259-263, 264-265, 266 (summary),
268 (activities), 269 (exam prep),
283-285, 286-288, 292 (summary),
293 (activities 1 & 2), 310-317, 320
323, 324 (summary), 325 (activities),
326 (exam prep), 338-342, 343
(summary), 344—-345 (activities), 346
(exam prep), 356—358, 359-369,
370 (summary), 371 (activities), 372
(exam prep), 378-397 (entire
chapter, including summary,
activities, & exam prep), 405-409,
410 (summary), 411 (activities), 412
(exam prep), 423—-424, 425-426,
429-430, 431 (summary), 432
(activities), 433 (exam prep), 436—
463 (entire chapter, including
summary, activities, & exam prep)

SE = Student Edition, 2e = second edition

12
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Performance Indicators
(for internal use only in correlations
identification)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

HT-RFB 9. Describe
career opportunities and
qualifications in the
restaurant and food
service industry.

HT-RFB 9.1: Identify steps needed to obtain a

job in the restaurant and food service industry.

Sample Indicators:

e Outline a plan for an effective job search.
e Write a resume that lists skills and
competencies.

e Role play a job interview.

e Explain follow-up steps for a job interview.

HT-RFB 9.2: Identify behaviors and personal
habits needed to retain a job in the restaurant
and food service industry.

Sample Indicators:

e Develop a list of workplace rules and
regulations.

e [dentify and give examples of positive work
attitudes.

e Make a list of qualities of successful food
service employees.

HT-RFB 9.3: Examine career opportunities
available in restaurants and food service
operations.

Sample Indicators:

e List the qualifications for various careers in
the food service industry.

e Describe major duties/tasks for each job
option.

e [dentify careers related to family and
consumer sciences in the field of culinary arts.

HT-RFB 9.4: Differentiate career opportunities
in restaurant and food service operations in
the various industry sectors (e.g., independent
vs. chain operations).

Sample Indicators:

e List various types of food service operations.
e List advantages/disadvantages of different
sectors.

SE: 8-13, 21 (summary), 22
(activities), 26—33, 37-38, 39
(summary), 40 (activities), 41 (exam
prep), 44-55 (entire chapter,
including summary, activities, &
exam prep), 74-89, 92 (summary,
Q1 & Q2), 93 (activities), 94-95
(exam prep), 117 (career readiness
activity), 161, 168-170, 171
(summary), 172 (activities), 173
(exam prep), 272, 294 (culinary
education activity), 422-426, 429—
430, 431 (summary), 432 (activities),
433 (exam prep), 436-447, 456—
457, 458, 459-460, 461 (summary),
462 (activities), 463 (exam prep),
466-479 (entire chapter, including
summary, activities, & exam prep)

SE = Student Edition, 2e = second edition

13
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Performance Standard

Performance Indicators
(for internal use only in correlations
identification)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

HT-RFB 10. Apply
listening, reading, writing
and speaking skills to
enhance operations and
customer service in food
and beverage service
facilities.

HT-RFB 10.1: Interpret and use tables, charts
and figures.

Sample Indicators:

e No Sample Indicators.

HT-RFB 10.2: Understand verbal and nonverbal
communications to provide a positive
experience for guest.

Sample Indicators:

e Recognize and respond to guests' needs and
nonverbal cues.

e Interpret verbal and nonverbal behaviors to
enhance communications with coworkers and
customers/guests.

e Listen and understand others.

HT-RFB 10.3: Manage unexpected situations to
ensure continuity of quality services.

Sample Indicators:

e [dentify the problem and possible solutions
and decide on a course of action to resolve
unexpected situations.

e Provide feedback to management in order to
enhance operations.

HT-RFB 10.4: Use basic academic skills to
perform effectively in the workplace.

Sample Indicators:

e Read and comprehend recipes, operational
manuals, inventory control sheets, menus,
correspondence, training manuals, etc.

e Create inventory control sheets, recipes,
menus, correspondence, employee evaluations,
etc.

e Calculate menu and recipe costs.

SE: 58-71 (entire chapter, including
summary, activities, & exam prep),
111-114, 117 (critical thinking
activity), 168, 170, 172 (activities),
173 (exam prep), 212 (safety
precaution 1), 264-265, 268 (critical
thinking on SOPs activity), 269
(exam prep), 276-279, 289-291,
292 (knowledge check & summary),
293-294 (activities), 295 (exam
prep), 422-433 (entire chapter,
including summary, activities, &
exam prep), 442—-443, 462 (language
arts activity, math activity), 463
(exam prep), 472—-474, 475-476,
476 (summary), 477-478 (activities),
479 (exam prep)

SE = Student Edition, 2e = second edition

14




A Correlation of Foundations of Restaurant Management & Culinary Arts
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CCTC Career Ready Practices (CRP)

Foundations of Restaurant
Management & Culinary Arts,
Second Edition, Level 1 ©2018

1. Act as a responsible and contributing citizen and
employee.

Career-ready individuals understand the obligations
and responsibilities of being a member of a
community, and they demonstrate this understanding
every day through their interactions with others. They
are conscientious of the impacts of their decisions on
others and the environment around them. They think
about the near-term and long-term consequences of
their actions and seek to act in ways that contribute to
the betterment of their teams, families, community
and workplace. They are reliable and consistent in
going beyond the minimum expectation and in
participating in activities that serve the greater good.

SE: 44-55 (entire chapter, including summary,
activities, & exam prep), 58-71 (entire chapter,
including summary, activities, & exam prep), 102-103,
111-114, 115 (summary), 116-117 (activities), 119
(exam prep Q8), 160-161, 162—-164, 167, 168-169, 171
(summary), 172 (activities), 173 (exam prep), 182-184,
185-188, 189-191, 192, 193 (summary), 194
(activities), 195 (exam prep), 212, 250-251, 268
(critical thinking SOPs activity), 422-433 (entire
chapter, including summary, activities, & exam prep),
439-441, 442-443, 444-445, 460 (Q1 & Q2), 461
(summary), 462 (activities), 463 (exam prep), 466—-479
(entire chapter, including summary, activities, & exam
prep)

2. Apply appropriate academic and technical skills.

Career-ready individuals readily access and use the
knowledge and skills acquired through experience and
education to be more productive. They make
connections between abstract concepts with real-
world applications and they make correct insights
about when it is appropriate to apply the use of an
academic skill in a workplace situation.

SE: 29-31, 37-38, 40 (activities), 41 (exam prep), 62—
65, 69 (summary), 70 (activities), 71 (exam prep), 102—
103, 116-117 (math activity), 172 (math activity), 194
(science & math activities), 218 (science & math
activities), 272-295 (entire chapter, including
summary, activities, & exam prep), 378-379, 393, 394,
395 (Q1 & Q2), 296 (activities), 397 (exam prep), 462
(activities), 477 (activities)

3. Attend to personal health and financial well-being.

Career-ready individuals understand the relationship
between personal health, workplace performance and
personal well-being; they act on that understanding to
regularly practice healthy diet, exercise and mental
health activities. Career-ready individuals also take
regular action to contribute to their personal financial
well-being, understanding that personal financial
security provides the peace of mind required to
contribute more fully to their own career success.

SE: 34-36, 39 (summary & Q1 & Q2), 40 (activities)

4. Communicate clearly, effectively and with reason.

Career-ready individuals communicate thoughts, ideas
and action plans with clarity, whether using written,
verbal and/ or visual methods. They communicate in
the workplace with clarity and purpose to make
maximum use of their own and others’ time. They are
excellent writers; they master conventions, word
choice and organization and use effective tone and
presentation skills to articulate ideas. They are skilled
at interacting with others; they are active listeners and

SE: 58-71 (entire chapter, including summary,
activities, & exam prep), 422-433 (entire chapter,
including summary, activities, & exam prep), 439-441,
442-443, 460 (Q1 & Q2), 462 (activities), 472—-474, 478
(activities), 479 (exam prep)
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4., cont.

speak clearly and with purpose. Career-ready
individuals think about the audience for their
communication and prepare accordingly to ensure the
desired outcome.

5. Consider the environmental, social and economic
impacts of decisions.

Career-ready individuals understand the interrelated
nature of their actions and regularly make decisions
that positively impact and/or mitigate negative impact
on other people, organizations and the environment.
They are aware of and utilize new technologies,
understandings, procedures, materials and regulations
affecting the nature of their work as it relates to the
impact on the social condition, the environment and
profitability of the organization.

SE: 45-47, 48-50, 51, 52 (knowledge check), 53
(summary), 54 (activities), 55 (exam prep), 102-119
(entire chapter, including summary, activities, & exam
prep), 122-127, 127-130, 134-135, 136 (summary),
137 (activities), 138—139 (exam prep), 142, 146—154,
155 (summary), 156 (activities), 157 (exam prep), 160—
173 (entire chapter, including summary, activities, &
exam prep), 176—195 (entire chapter, including
summary, activities, & exam prep), 422—-433 (entire
chapter, including summary, activities, & exam
prep),442-443, 443-445, 468-469, 471, 472-474, 476
(summary), 477—-478 (activities), 479 (exam prep)

6. Demonstrate creativity and innovation.

Career-ready individuals regularly think of ideas that
solve problems in new and different ways, and they
contribute those ideas in a useful and productive
manner to improve their organization. They can
consider unconventional ideas and suggestions as
solutions to issues, tasks or problems, and they discern
which ideas and suggestions will add greatest value.
They seek new methods, practices and ideas from a
variety of sources and seek to apply those ideas to
their own workplace. They take action on their ideas
and understand how to bring innovation to an
organization.

SE: 325 (critical thinking activity), 371 (critical thinking
activity), 472—-474, 477 (science of the guest activity)

7. Employ valid and reliable research strategies.

Career-ready individuals are discerning in accepting
and using new information to make decisions, change
practices or inform strategies. They use a reliable
research process to search for new information. They
evaluate the validity of sources when considering the
use and adoption of external information or practices.
They use an informed process to test new ideas,
information and practices in their workplace situation.

SE: 427-428, 477 (science of the guest activity)
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8. Utilize critical thinking to make sense of problems
and persevere in solving them.

Career-ready individuals readily recognize problems in
the workplace, understand the nature of the problem,
and devise effective plans to solve the problem. They
are aware of problems when they occur and take
action quickly to address the problem. They
thoughtfully investigate the root cause of the problem
prior to introducing solutions. They carefully consider
the options to solve the problem. Once a solution is
agreed upon, they follow through to ensure the
problem is solved, whether through their own actions
or the actions of others.

SE: 66—68, 69 (Q1 & Q2), 70 (critical thinking problem
resolution activity), 117 (critical thinking problem), 137
(critical thinking activity), 429-430, 433 (exam prep),
472-474, 476 (summary), 479 (exam prep)

9. Model integrity, ethical leadership and effective
management.

Career-ready individuals consistently act in ways that
align to personal and community-held ideals and
principles while employing strategies to positively
influence others in the workplace. They have a clear
understanding of integrity and act on this
understanding in every decision. They use a variety of
means to positively impact the direction and actions of
a team or organization, and they apply insights into
human behavior to change others’ actions, attitudes
and/or beliefs. They recognize the near-term and long-
term effects that management’s actions and attitudes
can have on productivity, morale and organizational
culture.

SE: 44-50, 53 (summary), 54 (activities), 55 (exam
prep), 168-170, 172 (activities), 173 (exam prep), 429—
430, 431 (Q1 & Q2), 432 (activities), 433 (exam prep),
466-479 (entire chapter, including summary, activities,
& exam prep)

10. Plan education and career path aligned to
personal goals.

Career-ready individuals take personal ownership of
their own educational and career goals, and they
regularly act on a plan to attain these goals. They
understand their own career interests, preferences,
goals and requirements. They have perspective
regarding the pathways available to them and the
time, effort, experience and other requirements to
pursue each, including a path of entrepreneurship.
They recognize the value of each step in the
educational and experiential process, and they
recognize that nearly all career paths require ongoing
education and experience. They seek counselors,
mentors and other experts to assist in the planning and
execution of career and personal goals.

SE: 8-13, 17, 18-20, 21 (summary), 22 (activities), 26—
43 (entire chapter, including summary, activities, &
exam prep), 51-52, 74-75, 90-91, 92 (summary), 93
(activities), 94—95 (exam prep), 218 (career readiness
activity), 468-469
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11. Use technology to enhance productivity.

Career-ready individuals find and maximize the
productive value of existing and new technology to
accomplish workplace tasks and solve workplace
problems. They are flexible and adaptive in acquiring
and using new technology. They are proficient with
ubiquitous technology applications. They understand
the inherent risks -- personal and organizational -- of
technology applications, and they take actions to
prevent or mitigate these risks.

SE: 204-216, 217 (summary), 218 (activities), 291
(technology side note), 439-440, 459-460, 462
(activity), 463 (exam prep)

12. Work productively in teams while using
cultural/global competence.

Career-ready individuals positively contribute to every
team whether formal or informal. They apply an
awareness of cultural differences to avoid barriers to
productive and positive interaction. They find ways to
increase the engagement and contribution of all team
members. They plan and facilitate effective team
meetings.

SE: 4647, 48, 49, 53 (summary & Q1), 54 (activities),
55 (exam prep), 66—68, 70 (activities), 475, 476
(summary), 477-478 (Q1 & Q2, activities), 479 (exam
prep)
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