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Help Close the Workforce Skills Gap
Workforce education has the power to improve the economic well-being of 
millions of lives. According to McKinsey & Company, the global leader in 
research and insights for the social sector, almost 40 percent of American 
employers say they cannot find suitable candidates with the skills they need, 
even for entry-level jobs. Over half of all employers say that there is a lack of 
preparation among applicants for today’s and especially tomorrow’s jobs. 
This gap in workforce skills represents a large opportunity for adult educators 
to upskill students and boost the economy through education, closing the 
skills gap one student at a time. 

The Workforce Innovation and Opportunity Act (WIOA) supports this goal by 
aiming to make the workforce development system more outcome driven, 
through contextualized academic instruction and career pathways training. 

We all want to help adult learners succeed. Our mission is to create workforce 
education products that benefit individual students, adult education centers, 
and the economy as a whole. Each product in McGraw-Hill Education’s 
workforce education programs are aligned to WIOA requirements and 
combine academic and essential skills instruction within workplace contexts 
to guide adult learners on a path to a living wage and a sustainable career 
path. The Workplace Skills Ecosystem is based on a single set of 9 skills in 
reading, 8 skills in applied math, and 6 skills in locating information. These 
are the academic skills that employers typically require and adults need to 
master in order to be college and career ready. Each program in the 
ecosystem integrates these skills in different ways, depending on its focus. 
You can mix and match programs to find your ideal balance of 
contextualized academic skill instruction and practice and career pathway 
exploration. The programs span the full continuum of workplace skill 
development products, focusing on instruction, practice, and integration.
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It Starts with Skills Instruction
The Workplace Skills Ecosystem is based on a single set of applied, 
academic skills that are built upon understanding the core skills identified 
by industries and mapping backward from these to develop the content 
for all workforce education materials. Products can be combined into a 
variety of configurations to meet your career pathway needs. The core 
academic skills that are essential to career success are organized into a 
thematic topic/skill hierarchy within the subject areas of Reading for 
Information, Applied Mathematics, and Locating Information. All 
products also integrate basic education skills, critical thinking skills, and 
decision-making skills. The Essential Skills for the Workplace Series 
features essential skills contextualized in workplace scenarios. 

Industry Competency Models
For many years, the Department of Labor Employment and Training 
Administration (ETA) has provided tools for industries to develop 
competency models. These models allow ETA and its industry partners to 
identify the skills and competencies—including the personal 
effectiveness, academic, and workplace competencies—needed for 
general success, as well as industry-wide competencies relevant to all 
careers within a specific industry.
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Reading for Information Skills
Important for reading, understanding, and acting upon  

written information presented within workplace documents

TOPICS SKILLS

Read and Understand 
Information Workplace 
Documents

Identify Main Idea and 
Details

Identify Details that Are 
Not Clearly Stated

Follow Instructions from 
Workplace Documents

Understand and Apply 
Basic and Multi-Step 
Instructions

Apply Instructions to 
Unique Situations

Define and Use Words in 
the Workplace

Determine the Meaning of 
New Words

Understand Unique Words 
and Acronyms

Understand and Apply 
Technical Terms and 
Jargon

Understand and Follow 
Policies & Procedures in 
Workplace Documents

Apply Workplace Policies 
and Procedures

Understand the Rationale 
Behind Workplace Policies

Locating Information Skills
Focus upon effective locating, analyzing, and making use  

of information that is presented within workplace graphics.

TOPICS SKILLS

Locate and Compare Information  
in Graphics

Find information into  
Workplace Graphics

Enter Information into  
Workplace Graphics

Analyze Trends in  
Workplace Graphics

Identify Trends in  
Workplace Graphics

Compare Trends in  
Workplace Graphics

Use Information from  
Workplace Graphics

Summarize Information in 
Workplace Graphics

Make Decisions Based on  
Workplace Graphics

Applied Mathematics Skills
Essential for performing the mathematical functions  

required in a majority of workplace situations.

TOPICS SKILLS

Perform Basic Arithmetic 
Calculations to Solve  
Workplace Problems

Solve problems with whole numbers 
and negative numbers

Use Fractions, Decimals,  
and Percents to Solve  
Workplace Problems

Apply Computations to  
Solve Workplace Problems

Use general problem-solving Solve problems in geometry

Solve Measurement Problems Calculate with conversions  
and formulas

Manipulate formulas to  
solve problems

Make Spending Decisions to  
Solve Workplace Problems

Calculate costs and discounts Make consumer comparisons

Core Academic Skills
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Reading for Information Overview

INSTRUCTION  (sample lesson pp. 6–13)  The Career Readiness Preparation series builds the academic 

skills needed for career readiness through contextualized instruction and practice. Contextualized extension 

activities and ELL strategies are included throughout each Teacher Edition.

Reading for Information Student Edition   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-655574-1

Reading for Information Teacher Edition   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661082-2

Reading for Information titles develop skills to read and effectively use workplace documents 
including business letters, memos, directions, bulletins, regulations, and policies.
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PRACTICE  (sample lesson pp. 14–19)  These consumable workbooks are built upon the College and 

Career Readiness Standards and are aligned to CCRS levels A–D. Designed to provide extra practice of core  

workplace skills, these workbooks can supplement any CCRS-aligned contextualized academic skills and 

essential skills instruction or can serve as stand-alone materials for practicing these skills. The series includes 

nine workbooks in the subject areas of applied mathematics, locating information, reading for information, 

employability skills, and writing for work, each with workplace contextualization. Available in English  

and Spanish.

Workplace Skills Practice Workbook, Levels B/C, Reading for Information, 10-pack .  .  .  .  .  .  .  .  .  978-0-07-902035-2

Workplace Skills Practice Workbook, Levels C/D, Reading for Information, 10-pack .  .  .  .  .  .  .  .  .  978-0-07-902036-9

Workplace Skills Practice Workbook, Levels B/C, Reading for Information  
(Spanish Edition), 10-pack . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 978-0-07-902044-4

Workplace Skills Practice Workbook, Levels C/D, Reading for Information  
(Spanish Edition), 10-pack . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 978-0-07-902045-1
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Locating Information Overview

INSTRUCTION  (sample lesson pp. 22–35)  The Career Readiness Preparation series builds the academic 

skills needed for career readiness through contextualized instruction and practice. Contextualized extension 

activities and ELL strategies are included throughout each Teacher Edition.

Locating Information Student Edition   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-657482-7

Locating Information Teacher Edition   . .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-661081-5

Locating Information titles provide vital skills instruction for retrieving and using 
information communicated in the workplace through graphical sources, such as 
diagrams, workplace signs, and flow charts. 
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PRACTICE  (sample lesson pp. 36–43 )  These consumable workbooks are built upon the College and 

Career Readiness Standards and are aligned to CCRS levels A–D. Designed to provide extra practice of core 

workplace skills, these workbooks can supplement any CCRS-aligned contextualized academic skills and 

essential skills instruction or can serve as stand-alone materials for practicing these skills. The series includes 

nine workbooks in the subject areas of applied mathematics, locating information, reading for information, 

employability skills, and writing for work, each with workplace contextualization. Available in English  

and Spanish.

Workplace Skills Practice Workbook, Levels B/C, Locating Information, 10-pack   . .  .  .  .  .  .  .  .  .    978-0-07-902037-6

Workplace Skills Practice Workbook, Levels C/D, Locating Information, 10-pack   .  .  .  .  .  .  .  .  .    978-0-07-902038-3

Workplace Skills Practice Workbook, Levels B/C, Locating Information  
(Spanish Edition), 10-pack    .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-902046-8

Workplace Skills Practice Workbook, Levels C/D, Locating Information  
(Spanish Edition), 10-pack   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-902047-5
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Applied Mathematics Overview

INSTRUCTION  (sample lesson pp. 46–51)  The Career Readiness Preparation series builds the academic 

skills needed for career readiness through contextualized instruction and practice. Contextualized extension 

activities and ELL strategies are included throughout each Teacher Edition.

Applied Mathematics Student Edition .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 978-0-07-657481-0

Applied Mathematics Teacher Edition .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  978-0-07-661080-8

Applied Mathematics titels provide instruction and application of key math skills needed 
for success in today’s workplace, focusing on mathematical reasoning, critical thinking, 
and problem-solving skills.
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PRACTICE  (sample lesson pp. 52–55)  These consumable workbooks are built upon the College and 

Career Readiness Standards and are aligned to CCRS levels A–D. Designed to provide extra practice of core 

workplace skills, these workbooks can supplement any CCRS-aligned contextualized academic skills and 

essential skills instruction or can serve as stand-alone materials for practicing these skills. The series includes 

nine workbooks in the subject areas of applied mathematics, locating information, reading for information, 

employability skills, and writing for work, each with workplace contextualization. Available in English  

and Spanish.

Workplace Skills Practice Workbook, Levels B/C, Applied Mathematics, 10-pack   .  .  .  .  .  .  .  .  .  .    978-0-07-902033-8

Workplace Skills Practice Workbook, Levels C/D, Applied Mathematics, 10-pack   .  .  .  .  .  .  .  .  .  .    978-0-07-902034-5

Workplace Skills Practice Workbook, Levels B/C, Applied Mathematics  
(Spanish Edition), 10-pack    .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-902042-0

Workplace Skills Practice Workbook, Levels C/D, Applied Mathematics  
(Spanish Edition), 10-pack   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-902043-7
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Basic Skills for the Workplace Overview

INSTRUCTION  (sample lesson pp. 58–63)  The Career Readiness Preparation series builds the academic 

skills needed for career readiness through contextualized instruction and practice. Contextualized extension 

activities and ELL strategies are included throughout each Teacher Edition.

Basic Skills for the Workplace Student Edition   . .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-657481-0

Basic Skills for the Workplace Teacher Edition   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661080-8

Basic Skills for the Workplace titles introduce contextualized, low-level basic academic 
skills that build the foundation for Applied Mathematics, Reading for Information, and 
Locating Information.
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PRACTICE  (sample lesson pp. 64–67)  These consumable workbooks are built upon the College and 

Career Readiness Standards and are aligned to CCRS levels A–D. Designed to provide extra practice of core 

workplace skills, these workbooks can supplement any CCRS-aligned contextualized academic skills and 

essential skills instruction or can serve as stand-alone materials for practicing these skills. The series includes 

nine workbooks in the subject areas of applied mathematics, locating information, reading for information, 

employability skills, and writing for work, each with workplace contextualization. Available in English  

and Spanish.

Workplace Skills Practice Workbook, Basic Skills for the Workplace, 10-pack   .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-902039-0

Workplace Skills Practice Workbook, Basic Skills for the Workplace  
(Spanish Edition), 10-pack   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-902049-9
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Tools for Workplace Success Overview

INSTRUCTION  (sample lesson pp. 70–75)  The Essential Skills for the Workplace series develops 

employability skills through workplace-based scenarios to develop the decision making and written 

communication skills needed to be an effective employee.

Tools for Workplace Success Student Edition   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-661063-1

Tools for Workplace Success Teacher Edition   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661086-0

Tools for Workplace Success titles provide essential (“soft”) skill instruction through 
scenario-based modeling and application of workplace decision-making processes. 
Students will learn the skills employers most commonly require from their employees as 
defined by the Department of Labor’s workplace competency models.
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PRACTICE  (sample lesson pp. 76–77)  These consumable workbooks are built upon the College and 

Career Readiness Standards and are aligned to CCRS levels A–D. Designed to provide extra practice of core 

workplace skills, these workbooks can supplement any CCRS-aligned contextualized academic skills and 

essential skills instruction or can serve as stand-alone materials for practicing these skills. The series includes 

nine workbooks in the subject areas of applied mathematics, locating information, reading for information, 

employability skills, and writing for work, each with workplace contextualization. Available in English  

and Spanish.

Workplace Skills Practice Workbook, Tools for Workplace Success, 10-pack   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-902040-6

Workplace Skills Practice Workbook, Tools for Workplace Success  
(Spanish Edition), 10-pack   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-902048-2
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Writing for Work Overview

INSTRUCTION  (sample lesson pp. 80–85)  The Essential Skills for the Workplace series develops 

employability skills through workplace-based scenarios to develop the decision making and written 

communication skills needed to be an effective employee.

Writing for Work Student Edition   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-657792-7

Writing for Work Teacher Edition   . .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661083-9

Writing for Work titles provide applied workplace writing activities designed to help 
students develop their written communication skills within real-world situations. This 
includes critical skills such as responding to workplace issues and effectively relaying 
workplace information.

78



PRACTICE  (sample lesson pp. 86–87)  These consumable workbooks are built upon the College and 

Career Readiness Standards and are aligned to CCRS levels A–D. Designed to provide extra practice of core 

workplace skills, these workbooks can supplement any CCRS-aligned contextualized academic skills and 

essential skills instruction or can serve as stand-alone materials for practicing these skills. The series includes 

nine workbooks in the subject areas of applied mathematics, locating information, reading for information, 

employability skills, and writing for work, each with workplace contextualization. Available in English  

and Spanish.

Workplace Skills Practice Workbook, Writing for Work, 10-pack   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-902041-3

Workplace Skills Practice Workbook, Writing for Work (Spanish Edition), 10-pack   .  .  .  .  .  .  .  .  .  .   978-0-07-682971-2
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Career Companions Overview

The Career Companions series helps students explore career paths and understand what 
it takes to be successful in various fields. Students will be prepared for a sustainable 
career path that provides living wages within one of the 16 national career clusters.

Each book is broken into “Explore” and “Prepare” sections. The “Explore” section provides 
synopses of careers and prepares student to enter an industry. The “Prepare” section includes 
instruction, examples, and problems presented within the context of a specific industry, 
allowing students to practice contextualized skills within the area of their career interests. 

Adult educators can use these books to craft individual student plans of study for a broad 
range of career options.

PRACTICE  (sample lesson pp. 90–97)

Agriculture, Food, & Natural Resources   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661064-8

Hospitality & Tourism   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-661072-3

Architecture & Construction   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661065-5

Human Services   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661073-0

Arts, Audio/Video Technology, & Communications    .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661066-2

Information Technology   . .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-661074-7

Business Management & Administration   . .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661067-9

Law, Public Safety, Corrections, & Security   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661075-4

Education & Training   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661068-6

Manufacturing   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-661076-1

Finance   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661069-3

Marketing, Sales, & Service   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   978-0-07-661077-8

Government & Public Administration   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661070-9

Science, Technology, Engineering, & Math   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661078-5

Health Science   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   978-0-07-661071-6

Transportation, Distribution, & Logistics   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .    978-0-07-661079-2
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CN17D11348

The programs in the Workplace Skills Ecosystem support the 

full span of instruction, practice, and integration. Every 

program is based on a single set of applied, academic skills that 

can be combined into a variety of configurations to meet your 

career pathways needs.

To learn more, go to mheducation.com/adulted 

To order call 1-800-334-7344


