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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. 6-10

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. 15
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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. 6-10

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. 15

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 Math Course

COMPETENCY AREAS
AND STATEMENTS

MINIMAL COMPETENCIES

A. NUMBERS RELATED TO
DAILY LIVING

Identify important numbers,
including emergency
information, in personal living
environment.

(10 hours)

1. Identify (and carry) personal living information:  address, city,
zip code, apartment or unit number.

2. Identify (and carry) phone number and at least one emergency
phone number.

3. Identify (and carry) work and/or volunteer work address and
phone number.

4. Identify (and carry) Social Security number.
5. Identify (and carry) California Identification car number.
6. Identify area code of own community plus two neighboring

communities.
7. Find to look up several people in the White Pages.
8. Find to look up several local businesses in the Yellow Pages.
9. Discuss the appropriate use of 911 and 411.

COMPETENCIES
Information: Acquires and Evaluates Information/ Organizes and
maintains Information/ Interprets and Communicates Information
Systems: Understands Systems

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Reasoning
Personal Qualities: Self-Management

B. MONEY CONCEPTS

Identify coin and currency
denominations related to daily
living, learn correct change
from simulated purchases.

1. Identify five different coin denominations (penny, nickel,
dime, quarter, half-dollar).

2. Identify four different currency denominations (dollar, five
dollar, ten dollar, twenty dollar bill).

3. Identify how to count to one hundred by one’s, five’s, ten’s,
and twenty-five’s.

4. Identify how to count money in various amounts, in gradually
increasing degree of difficulty.

5. Make change from simulated purchases using coins and bills
or simulated money.

6. Add the total purchase price of ten items using a supermarket
display ad.

7. Simulate the purchase of fifteen items while keeping under a
certain budget, for example, ten dollars, using a supermarket
display ad.

8. Calculate the sales tax on the following amounts: $1.00,
$4.25, $6.50, $8.79 and $10.00.

9. Calculate the recommended tip for the following restaurant
tabs: $5.00, $10.00, $15.00, $20.00.
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(20 hours)

10. Identify correct change for bus fare and one transfer.
11. Identify and carry correct change to use a pay phone.

COMPETENCIES
Resources: Allocates Time/ Allocates Money
Information: Acquires and Evaluates Information/ Organizes and
maintains Information/ Interprets and Communicates Information
Systems: Understands Systems

FOUNDATION
Basic Skills: Reading/ Listening/ Arithmetic/Mathematics/ Speaking
Thinking Skills: Problem Solving/ Reasoning
Personal Qualities: Self-Management

C. BUDGETING

Understand basic budgeting
concepts, including income in
relation to debt.

(20 hours)

1. Determine total income.
2. Determine net income after fixed expenses (such as rent or

room and board).
3. Determine amount desired for monthly savings (for future “big

ticket” purchase (i.e., computer).
4. Determine weekly budget.
5. Determine monthly budget.
6. Identify the minimum deposit required to open a checking

and/or savings account, by using the Yellow Pages to call and
inquire at a local bank.

7. Endorse a check for cash and/or deposit properly.
8. Fill out a deposit slip properly.

COMPETENCIES
Resources: Allocates Time/ Allocates Money
Information: Interprets and Communicates Information
Systems: Understands Systems/ Monitors and Corrects
Performance

FOUNDATION
Basic Skills: Reading/ Listening/ Arithmetic/Mathematics/ Speaking
Thinking Skills: Problem Solving/ Reasoning
Personal Qualities: Self-Management

D. UNITS OF LIQUID AND DRY
MEASURE

Understand basic units of
measure (such as teaspoon,
tablespoon, cup pint, quart
and gallon) and their relation to
everyday life.

1. Identify a teaspoon in relation to a tablespoon.
2. Discuss that a teaspoon and a tablespoon are used for liquid

or dry measurement.
3. Identify that a tablespoon represents 1/16 of a cup.
4. Demonstrate accurate measuring of one to three teaspoons of

liquid and/or dry measure.
5. Demonstrate accurate measuring of one to three tablespoons

of liquid and/or dry measure.
6. Demonstrate accurate measuring of one to three cups of liquid

and/or dry measure.
7. Demonstrate accurate measuring of one to three pints of liquid

and/or dry measure.
8. Demonstrate accurate measuring of one to three quarts of

liquid and/or dry measure.
9. Demonstrate accurate measuring of one to three gallons of

liquid and/or dry measure.
10. Measure correct ingredients for simple recipe (brownies or

pancakes, for example); set time and temperature on oven,
bake, and enjoy.
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(15 hours)

11. Discuss procedures and sequence for washing and drying
clothes using automatic washer and dryer, including:
a. sorting clothes by color
b. measuring correct amount of soap for laundry
c. running a load of clothes in wash machine
d. estimating finish time
e. removing clothes upon completion
f. determine correct settings (length of time and

temperature)of dryer for clothes
g. removing and folding clothes

COMPETENCIES
Resources: Allocates Resources
Information: Organizes and Maintains Information/ Interprets and
Communicates Information
Systems: Understands Systems/ Monitors and Corrects
Performance
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Arithmetic/Mathematics/ Speaking
Thinking Skills: Problem Solving/ Reasoning
Personal Qualities: Self-Management

E. HEIGHT AND WEIGHT
MEASUREMENT

Using proper measurement
tools, demonstrate
understanding of concepts of
height and weight.

(15 hours)

1. Discuss that the scale measures weight in pounds.
2. Determine personal weight by standing on scale.
3. Determine desired ideal weight.
4. Make weekly weight chart to track weight gains or losses.
5. Know that a yard stick or tape measure can be used to

determine height.
6. Determine personal height by using a tape measure or yard

stick.
7. Identify that a supermarket scale is used to measure the

weight of produce.
8. Determine the weight of several apples, potatoes, oranges,

etc.
9. Compute the price of two pounds of apples, oranges, etc.

COMPETENCIES
Information: Organizes and Maintains Information/ Interprets and
Communicates Information
Systems: Understands Systems

FOUNDATION
Basic Skills: Reading/ Listening/ Arithmetic/Mathematics/ Speaking
Thinking Skills: Problem Solving/ Reasoning
Personal Qualities: Self-Management
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F. TIME MANAGEMENT

Learn time management,
including scheduling,
appointment keeping and
trip planning.

(20 hours)

1. Tell time on several types of clocks: digital, wall clock, table
clock, and wrist watch.

2. Demonstrate setting the given time on several types of clocks.
3. Demonstrate correct use of a.m. and p.m.
4. Using a calendar, correctly name all twelve months.
5. Using a calendar, identify the start of the four seasons.
6. Using a calendar, identify month and season of common

holidays (Christmas, Passover, Easter, Cinco de Mayo, Fourth
of July.

7. Using a calendar, name the days of the week.
8. Point to the correct place in the calendar five random dates,

such as: Feb. 5, March 20, July 12, Aug. 30, and Dec. 13.
9. Role-play making an appointment for later in the day.
10. Determine how much time will lapse before that appointment

takes place (expressed in hours and minutes).
11. Role-play making an appointment for later in the week.
12. Determine how much time will lapse before that appointment

takes place (expressed in days, hours, and minutes).
13. Role-play making an appointment for the last week of the

month.
14. Determine how much time will lapse before that appointment

takes place (expressed in weeks, days, hours and minutes).
15. Determine distance to several locations, such as bank, mall,

doctor’s office using MTA maps.
16. Determine total trip time (including waiting for a bus) to reach

those locations.

COMPETENCIES
Resources: Allocates Time
Interpersonal: Negotiates
Information: Acquires and Evaluates Information/ Organizes and
Maintains Information/ Interprets and Communicates Information
Systems: Understands Systems

FOUNDATION
Basic Skills: Reading/ Writing/ Arithmetic/Mathematics/Listening/
Speaking
Thinking Skills: Problem Solving/ Reasoning/ Knowing How to Learn
Personal Qualities: Responsibility/ Self-Management

G. CONCEPTS OF LIVING
SPACE

Understand concept of
sharing living space equitably;
understand concepts of linen
size.

1. Measure to determine area and perimeter of various rooms:
classroom, living room, bedroom, and/or closet using a
yardstick or tape measure.

2. Determine one-half of closet and/or bedroom area if fairly
divided among two persons.

3. Determine one-third of closet and/or bedroom area if fairly
divided among three persons.

4. Understand the difference between double-bed sheets and
single-bed sheets.

5. Identify appropriate size flat sheet to be used as a top sheet.
6. Identify appropriate size fitted sheet to be used as a bottom

sheet.
7. Identify and use proper storage method for bed linen.
8. Identify the difference between bath towel, body towel, hand

towel, wash cloth.
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(15 hours)

9. Identify and use proper storage method for bathroom towels.
10. Identify, in a department store (catalog), correct size and price

of appropriate bed and bath linen.

COMPETENCIES
Resources: Allocates Material and Facilities
Information: Acquires and Evaluates Information/ Organizes and
Maintains Information/ Interprets and Communicates Information
Systems: Understands Systems/ Monitors and Corrects Systems

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving/ Reasoning/
Knowing How to Learn
Personal Qualities: Responsibility/ Self-Management

H. TEMPERATURE

Understand thermometers,
thermostats, and concepts of
temperature.

(5 hours)

1. Determine temperature forecast for local area, based on
newspaper weather section.

2. Determine temperature in the shade and/or sun using an
outside thermometer.

3. Determine room temperature using inside thermometer (or
thermostat).

4. Determine body temperature using an oral thermometer.
5. Determine temperature of meat using a meat thermometer.

COMPETENCIES
Information: Acquires and Evaluates Information
Systems: Understands Systems/ Monitors and Corrects Systems

FOUNDATION
Basic Skills: Reading/ Arithmetic/Mathematics/ Listening/ Speaking
Thinking Skills: Problem Solving
Personal Qualities: Self-Management
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DEFINITIONS of SCANS COMPETENCIES and FOUNDATION SKILLS

Resources • Allocates Time:  Selects goal-related tasks;  prioritizes tasks;  schedules work to
meet deadlines.

• Allocates Money:  Uses or prepares budgets;  forecasts costs;  keeps records to
track budget performance.

•  Allocates Material and Facility Resources:  Acquires, stores, and distributes
materials, supplies, equipment, parts, or products.

•  Allocates Human Resources:  Assesses knowledge and skills and distributes
work accordingly;  evaluates performance;  provides feedback.

Information •  Acquires and Evaluates Information:  Identifies need for data, acquires data or
creates data sources, and evaluates relevance of information.

•  Organizes and Maintains Information:  Organizes, processes, and maintains
written or computerized records;  sorts, classifies or reformats information.

•  Interprets and Communicates Information:  Selects and analyzes information;
communicates the results to others using oral, written, graphic, or multi-media.

•  Uses Computers to Process Information:  Uses computers to acquire, analyze,
organize, and communicate information, including entering, modifying, storing,
retrieving, and verifying data.

Interpersonal •  Participates as a Member of a Team:  Works cooperatively with others;
contributes ideas, suggestions and effort;  encourages team members;  listens
and responds to contributions of others;  resolves differences for the benefit of
the team;  takes responsibility for achieving goals and for doing own share of the
work.

•  Teaches Others:  Helps others learn by coaching or other means;  conveys job
information to others;  provides constructive feedback.

• Serves Clients/Customers:  Works and communicates with clients and customers
to satisfy their expectations; listens actively to determine needs;  communicates
in a positive manner;  obtains additional resources to satisfy client or customer
needs.

•  Exercises Leadership:  Communicates to justify a position;  encourages,
persuades or motivates others; establishes credibility through competence and
integrity; takes minority viewpoints into consideration.

• Negotiates to Arrive at a Decision:  Works toward agreement;  clarifies problems
and resolves conflicts; proposes and examines options;  sets realistic goals;
resolves divergent interests.

• Works with Cultural Diversity:  Works well with men and women and with a variety
of ethnic and social groups;  respects the rights of others;  bases impressions on
individual performance, not on stereotypes.

Systems •  Understands Systems:  Knows how social, organizational, and technological
systems work and operates effectively within them;  knows who to ask for
information and how to get resources.

•  Monitors and Corrects Performance:  Monitors how procedures are working;
predicts trends;  diagnoses problems;  takes action to maintain system
performance.

• Improves and Designs Systems:  Makes suggestions for improving products or
services;  recommends alternatives;  responsibly challenges the status quo.

Technology • Selects Technology:  Chooses procedures, equipment, or computer programs
to produce desired results.

• Applies Technology to Task:  Understands purpose and procedures for setting
up and operating machines, including computers and their programs.

•  Maintains and Troubleshoots Technology:  Prevents, identifies, or solves
problems in machines, computers, and other technologies.
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DEFINITIONS of SCANS COMPETENCIES and FOUNDATION SKILLS
(continued)

Definitions of SCANS Foundation Skills

Basic Skills • Reading:  Locates, understands, and interprets written information in prose and
documents – including manuals, graphs, and schedules – to perform tasks.

•  Writing:  Communicates thoughts, ideas, information, and messages in writing;
records information completely and accurately;  checks, edits, and revises written
material.

•  Arithmetic:  Performs computations;  uses numerical concepts in practical
situations; uses tables, graphs, and diagrams to obtain or convey numerical
information.

•  Mathematics:  Approaches practical problems by choosing from a variety of
mathematical techniques.

•  Listening:  Receives, attends to, interprets, and responds to verbal and non-
verbal messages.

•  Speaking:  Organizes ideas and communicates oral messages appropriately in
conversation, discussion, and group presentations;  asks questions when
needed.

Thinking
Skills

•  Creative Thinking:  Uses imagination;  combines ideas or information in new
ways;  reshapes goals in ways that that reveal new possibilities.

•  Decision Making:  Specifies goals and constraints, generates alternatives,
considers risks, evaluates and chooses best alternative.

•  Problem Solving:  Recognizes that a problem exists, devises and implements a
plan to resolve it, evaluates and monitors progress, and revises plan as needed.

•  Seeing Things in the Mind’s Eye:  Organizes and processes symbols, pictures,
graphs;  visualizes outcomes from blueprints, diagrams, flow charts, recipes, etc.

•  Knowing How to Learn:  Can use learning techniques to apply and adapt new
knowledge and skills in both familiar and changing situations.

•  Reasoning:  Uses underlying principles to solve problems;  uses logic to draw
conclusions.

Personal
Qualities

• Responsibility:  Works hard to be excellent;  sets high standards of attendance,
punctuality, enthusiasm, and optimism in approaching tasks.

• Self-Esteem:  Has a positive view of self;  knows own skills and abilities;  is aware
of impact on others.

• Social:  Demonstrates friendliness, adaptability, empathy and politeness;  relates
well to others;  asserts self appropriately;  takes an interest in others.

•  Self-Management:  Assesses own knowledge, skills, and abilities accurately;
sets personal goals;  responds to feedback unemotionally;  is a “self-starter.”

•  Integrity/Honesty:  Can be trusted;  recognizes personal and societal values;
chooses ethical courses of action.
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CBE
Competency-Based Education

CAREER PREPARATION STANDARDS/SCANS SKILLS
for the Functional Math Course

CAREER PREPARATION
STANDARDS

EXPECTED STUDENT PROFICIENCIES

1. PERSONAL SKILLS

Understand how personal skill
development- including
positive attitude, honesty,
self-confidence, time
management, and other
positive traits- affect
employability.

1. Demonstrate an understanding of classroom policies and
procedures.

2. Discuss importance of the following personal skills in the
classroom environment:
a. positive attitude
b. self-confidence
c. honesty
d. perseverance
e. self-management/work ethic
f. pride in product/work
g. dependability

3. Prioritize tasks and meet deadlines.

2. INTERPERSONAL SKILLS

Understand principles of
effective interpersonal skills,
including group dynamics,
conflict resolution and
negotiation.

1. Identify and discuss behaviors of an effective team.
2. Explain the central importance of mutual respect in

interpersonal relations.
3. Work cooperatively, share responsibilities, accept supervision

and assume leadership roles.
4. Demonstrate cooperative working relationships and proper

etiquette across gender and cultural groups.

3. THINKING and PROBLEM-
SOLVING

Understand the importance of
good academic skills, critical
thinking, and problem solving
skills in the workplace.

1. Recognize the importance of good academic skills in
information technology and implement a plan for self-
improvement as need.

2. Use mathematical concepts in application of skills, techniques
and operations.

3. Read, write, and give directions.
4. Exhibit critical and creative thinking skills and logical reasoning

skills, and employ these skills for problem solving.

4. COMMUNICATION SKILLS

Understand principles of
effective communication.

1. Present a positive image through verbal and nonverbal
communication, and understand the power of body language
in communication.

2. Demonstrate active listening through oral and written feedback.
3. Give and receive feedback.
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SUGGESTED INSTRUCTIONAL MATERIALS and OTHER RESOURCES

TEXTBOOKS

Manly, Myrna.       The           Math          Problem          Solver:          Reasoning          Skills    .  Chicago, Contemporary Books, Latest
Edition.

Suter, Allan.       Real         Numbers:         Developing         Thi        nking         Skills       in          Math-Measurement   .  Chicago, Contemporary
Books, Latest Edition.

Zeman, Anne and Kelly, Kate.       Everything         You          Wanted       to         Know         About          Math     .  N.Y. Scholastic, 1994.
 
 
 
MATERIALS

Yardstick, tape measure, scale, several types of clocks and watches, desk and/or wall calendar, day
planner book, grocery display ads (from newspaper), department store catalog (such as Sears or Penny’s),
MTA maps, telephone, calculator, coins and (simulated) currency, simulated blank checks, simulated
deposit slips, laundry soap, measuring cup, wash machine, teaspoon, tablespoon, empty quart container,
empty gallon container, room thermometer, oral thermometer, meat thermometer, grill or frying pan, box of
brownies and/or pancakes, pencils, paper.
 
 
 
     RESOURCE PERSONS
 
 Subject area specialist
 
 Teacher advisers
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TEACHING STRATEGIES and EVALUATION

METHODS AND PROCEDURES    

A. Lecture and discussion

B. Demonstrations

C. Individualized instruction

D. Interactive activities

EVALUATION    

A .  Numbers Related to Daily Living:  Know emergency information; carry proper identification and
emergency information; demonstrate proper use of phone book; know appropriate use of 911 and
411.

B. Money Concepts: Know how to count money; know how to make change; know how to purchase
items within a certain budget; know how to calculate sales tax; know correct change for bus and pay
phone.

C. Budgeting:  Know monthly income before and after fixed expenses; determine weekly and monthly
budget; know how to properly complete bank forms, including deposit and withdrawal slips.

D. Liquid and Dry Measure:  Know how to measure various units of liquid and dry materials, including
teaspoon, tablespoon, cup, pint, quart, gallon.  Determine proper soap and settings for laundry.

E.  Measuring Height and Weight:  Determine personal height and weight by proper use of scale and
tape measure.  Determine weight and price of several types of fruit and vegetables by using produce
scale.  

F. Time Management:  Be able to tell time, including proper usage of a.m. and p.m. Identify days of the
week, months of the year and the four seasons.  Be able to schedule appointments.  Know how to
use MTA maps and plan trip time.

G. Concepts of Living Space:  Determine room measurements (and area) by using yardstick or tape
measure.  Demonstrate fair division of room and/or closet space, when shared by two or three
persons.

H. Temperature: Determine local temperature forecast, based on newspaper weather section.
Determine indoor and outdoor temperature, using appropriate thermometers.  Know proper usage of
oral thermometer to determine body temperature.

Statement for Civil Rights

All educational and vocational opportunities are offered without regard to race, color,
national origin, gender, or physical disability.


