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COURSE OUTLINE COMPETENCY-BASED COMPONENTS

A course outline reflects the essential intent and content of the course described.  Acceptable course
outlines have six components. (Education Code Section 52506).  Course outlines for all apportionment
classes, including those in jails, state hospitals, and convalescent hospitals, contain the six required
elements:

(EC 52504; 5CCR 10508 [b]; Adult Education Handbook for California [1977], Section 100)

Course Outline Components Location

GOALS AND PURPOSES

The educational goals or purposes of every course are clearly stated and the class periods
are devoted to instruction.  The course should be broad enough in scope and should have
sufficient educational worth to justify the expenditure of public funds.

The goals and purpose of a course are stated in the COURSE DESCRIPTION.  Course
descriptions state the major emphasis and content of a course, and are written to be
understandable by a prospective student.

Cover

PERFORMANCE OBJECTIVES OR COMPETENCIES

Objectives should be delineated and described in terms of measurable results for the
student and include the possible ways in which the objectives contribute to the student’s
acquisition of skills and competencies.

Performance Objectives are sequentially listed in the COMPETENCY-BASED
COMPONENTS section of the course outline.  Competency Areas are units of instruction
based on related competencies.  Competency Statements are competency area goals that
together define the framework and purpose of a course.  Competencies fall on a continuum
between goals and performance objectives and denote the outcome of instruction.

Competency-based instruction tells a student before instruction what skills or knowledge
they will demonstrate after instruction.  Competency-based education provides instruction
which enables each student to attain individual goals as measured against prestated
standards.

Competency-based instruction provides immediate and continual repetition and In
competency-based education the curriculum, instruction, and assessment share common
characteristics based on clearly stated competencies.  Curriculum, instruction and
assessment in competency-based education are: explicit, known, agreed upon, integrated,
performance oriented, and adaptive.

pp. 6-9

INSTRUCTIONAL STRATEGIES

Instructional techniques or methods could include laboratory techniques, lecture method,
small-group discussion, grouping plans, and other strategies used in the classroom.

Instructional strategies for this course are listed in the TEACHING STRATEGIES AND
EVALUATION section of the course outline.  Instructional strategies and activities for a
course should be selected so that the overall teaching approach takes into account the
instructional standards of a particular program, i.e., English as a Second Language,
Programs for Older Adults, Programs for Adults with Disabilities.  

p. 16
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COURSE OUTLINE COMPETENCY-BASED COMPONENTS
(continued)

Course Outline Components Location

UNITS OF STUDY, WITH APPROXIMATE HOURS ALLOTTED FOR EACH UNIT

The approximate time devoted to each instructional unit within the course, as well as the
total hours for the course, is indicated.  The time in class is consistent with the needs of
the student, and the length of the class should be that it ensures the student will learn at
an optimum level.

Units of study, with approximate hours allotted for each unit are listed in the
COMPETENCY AREA STATEMENT(S) of the course outline.  The total hours of the
course, including work-based learning hours (community classroom and cooperative
vocational education) is listed on the cover of every CBE course outline. Each
Competency Area listed within a CBE outline is assigned hours of instruction per unit.

Cover

pp. 6-9

EVALUATION PROCEDURES

The evaluation describes measurable evaluation criteria clearly within the reach of the
student.  The evaluation indicates anticipated improvement in performances as well as
anticipated skills and competencies to be achieved.

Evaluation procedures are detailed in the TEACHING STRATEGIES AND EVALUATION
section of the course outline. Instructor’s monitor students’ progress on a continuing
basis, assessing students on attainment of objectives identified in the course outline
through a variety of formal and informal tests (applied performance procedures,
observations, simulations), paper and pencil exams, and standardized tests.

p. 16

REPETITION POLICY THAT PREVENTS PERPETUATION OF STUDENT
ENROLLMENT

After a student has completed all the objectives of the course, he or she should not be
allowed to reenroll in the course.  There is, therefore, a need for a statement about the
conditions for possible repetition of a course to prevent perpetuation of students in a
particular program for an indefinite period of time.

Cover
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CBE
Competency-Based Education

COMPETENCY-BASED COMPONENTS
for the Functional Literacy Course

COMPETENCY AREAS
AND STATEMENTS

MINIMAL COMPETENCIES

A. SIGHT WORDS AND
LETTER SOUNDS

Review consonants and
vowels. Learn important
sight words encountered in
the community: at home, in
stores/businesses, in
medical facilities, using
transportation.

( hours)

1. Identify vowels (a, e, i, o, u and sometimes y)
2. Identify consonants.
3. Match and say consonant and vowel (long and short) sounds.
4. Read and write basic sight words (one syllable/high

frequency words).
5. Classify and sort common words into basic groups (e.g.,

colors, shapes, food).
6. Identify “environmental” sight words common in the

community (train, bus, police, men, women, restroom, bike,
etc.).

B. LIFE SKILLS

Learn how to read labels,
interpret a calendar, read
schedules, follow
instructions, read and
interpret basic health and
safety information.

( hours)

1. Follow written directions.
2. Read and use coupons.
3. Read and interpret product labels.
4. Read and interpret advertisements.
5. Read and interpret information on weather conditions.
6. Read and interpret weight on a scale.
7. Read and interpret temperature on a thermometer.
8. Read and follow instructions on medical labels.
9. Read and explain simple first aid instructions.
10. Read and explain survival and safety signs.
11. Know proper placement of postage, return address, and

recipient address on letter
12. Know how to pay a bill by mail, using check or money order.
13. Read and interpret schedules (e.g., bus, train, or airplane)
14. Read and interpret a calendar.
15. Read and interpret traffic/road signs.

C. COMMUNITY RESOURCES

Know how to use telephone
directories, locate and utilize
various forms of
transportation, and be able
to locate and use various
community agencies and
services.

( hours)

1. Recognize the various sections of the telephone book.
2. Understand how to locate and access different types of

transportation.
3. Understand concepts of time and weather.
4. Use postal services.
5. Use community agencies and services.
6. Use leisure time resources and facilities.
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D. HEALTH SERVICES

Understand personal
medical emergency
information (doctor’s name
and number), read
prescription instructions, and
follow basic health and safety
procedures.

( hours)

1. Know name of personal physician and which practice that
doctor is affiliated (Facey, Kaiser, etc.)

2. Understand medical and dental forms and related information.
3. Understand how to read prescribed medication label,

including correct dosage/timing recommendations.
4. Understand basic health and safety procedures.
5. Understand the basic principles of health maintenance.

E. PERSONAL
ENVIRONMENT

Know personal emergency
information, such as
address, telephone and
emergency phone numbers,
and location of local
businesses and medical
facilities.

( hours)

1. Read, write, and say home address, street, zip code.
2. Read, write, and say telephone number and at least one

emergency phone number.
3. Become familiar with nearby schools in the community.
4. Become familiar with nearby stores/businesses in the

community.
5. Become familiar with nearby medical services/facilities in the

community.

F. LIBRARY SERVICES

Know how to access and
utilize local library.

( hours)

1. Become familiar with library services in the community.
2. Use library to find materials and information.
3. Obtain and use library card to check out books and/or

materials
4. Identify that the Dewey Decimal System organizes and

groups books and materials.

G. FORMS/APPLICATIONS

Know how to complete
various types of identification
and registration forms.

( hours)

1. Know how to complete school registration form.
2. Know how to complete emergency information card.
3. Know how to complete (volunteer) Job application.
4. Know how to complete California identification card

application.
5. Know how to complete library card application form.

H. REFERENCING

( hours)

1. Identify different types of reference materials (atlas,
encyclopedia, dictionary, thesaurus)

2. Use different types of materials to obtain basic information.


