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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.

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.  
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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

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.

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 Resident Care Aide/Direct Support Professional Course

COMPETENCY AREAS
AND STATEMENTS

MINIMAL COMPETENCIES

A. CAREER PREPARATION
STANDARDS

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

2. Demonstrate an understanding of classroom and worksite
policies and procedures.

3. Discuss the importance of following personal skills in the
service environment:
a. positive attitude
b. self-confidence
c. honesty
d. self-management/work ethic
e. stress management/emotional and self-control
f. dependability and punctual attendance

4. Identify acceptable work attire and grooming.
5. Establish goals for self-improvement and further

education/training.
6. Prioritize tasks and meet deadlines.
7. State the importance of lifelong learning and demonstrate

commitment to learning.
8. Demonstrate principle of effective interpersonal skill, including

group dynamics, conflict resolution, and negotiation.
a. Identify and discuss behaviors of an effective team.
b. Explain the central importance of mutual respect in

workplace relations.
c. Discuss and demonstrate strategies for conflict resolution

and negotiation, and explain their importance within the
business environment.

d. Cite laws that apply to sexual harassment in the workplace,
and identify tactics for handling harassment situations.

e. Work cooperatively, share responsibilities, and accept
supervision.

f. Demonstrate cooperative working relationships and
respect for individual differences.

g. Discuss the importance of maintaining resident dignity.
9. Demonstrate good academic skills, critical thinking, and

problem-solving skills in the workplace.
a. Demonstrate reading, writing, and basic math skills, and

identify areas for self-improvement.
b. Access community resources, using directories and/or on-

line resources.
c. Identify steps in the problem-solving process and apply

these skills to solve workplace problems:
i. Work as a team member in solving problems.
ii. Accept and give constructive criticism.
iii. Diagnose the problem, its urgency, and its cause(s).
iv. Explore possible solutions.
v. Identify alternatives and their consequences.
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(18 hours)

vi. Compare/Contrast the advantages and disadvantages
of alternatives.

vii. Determine appropriate action(s).
viii. Implement action(s).
ix. Evaluate results of action(s) taken.
x. Document results.
xi. Demonstrate cooperative working relationships.

10. Define and employ principles of effective communication.
a. Identify effective communication strategies.
b. Present a positive image through verbal and nonverbal

communication, and discuss the impact of body language
in communication.

c. Demonstrate active listening through oral and written
feedback.

d. Respond appropriately to constructive criticism.
e. Identify chain of command.
f. Apply appropriate communication skills with peers,

supervisors, and residents, adapting communication style
to facilitate understanding as needed.

g. Accurately follow and give clear directions.
h. Orally present information that is accurate, clear, and

complete.
i. Apply effective writing skills to compose accurate

workplace documentation and correspondences.
j. Interact with residents and their family members

courteously.
11. Meet occupational safety standards, including avoidance of

physical hazards.
a. Identify and follow emergency procedures.
b. Accurately report all incidents and accidents.
c. Maintain a safe work environment.
d. Identify and practice standard/universal precautions.
e. Demonstrate proper body mechanics in lifting.
f. Demonstrate CPR and first aid procedures, and obtain

CPR/First Aid card.
12. Explore career paths and strategies for obtaining employment.

a. Identify career opportunities and required
education/training.

b. Identify steps for setting goals and writing personal goals
and objectives.

c. Relate personal characteristics and interests to educational
and occupational opportunities.

13. Develop a career portfolio, including the following
documents:
a. job application;
b. cover letter; and
c. resume.

14. Identify and demonstrate effective interviewing techniques.
15. Discuss and demonstrate the need to continually seek

educational opportunities for professional and self-growth to
include (required) Continuing Education Units.

16. Use and adapt to changing technology.
a. Use appropriate communication technology, including

phones, fax, pagers, Internet.
b. State the role of technology in all occupational areas.
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B. OVERVIEW OF THE
PROFESSION

(3 hours)

1. Research and discuss the philosophy of empowerment,
choice, and quality of life standards.

2. Define and describe the resident served by the profession.
a. Define developmental disability.
b. Discuss the full range of medical and mental health

characteristics of persons with Mental Retardation,
Cerebral Palsy, Epilepsy, and Autism.

c. Demonstrate sensitivity to persons with disabilities.
d. Explain the importance of maintaining resident dignity.

3. Identify components of the service delivery system, and
explain the role of each of the following:
a. Department of Developmental Services;
b. Area Board;
c. Regional Center;
d. Department of Social Services;
e. Community Care Facilities;
f. Department of Health;
g. Department of Mental Health;
h. Department of Rehabilitation;
i. Department of Education;
j. Local Education Agency/School Districts and SELPAs;
k. Adult and Child Protective Services (include

Ombudsmen).
4. Define the role of the direct support professional, and identify

appropriate duties.

C. LEGISLATION AND
REGULATIONS

(3 hours)

1. Identify and explain legislation and regulations affecting
community care facilities, including the following:
a. Lanterman Act of Welfare and Institutions Code;
b. Title 17;
c. Title 22;
d. ADA; and
e. Technology Related Assistance of Individuals with

Disabilities Act (in California, California Assistive
Technology Systems or CATS).

2. State Specific resident choices and rights relative to living in a
residential facility.

3. Discuss situations involving conflicts between individual
residents’ rights and rights of others, including DSPs and
parents.

4. Define the role of guardians and conservators.
5. Identify abuse-reporting laws with specific notification

requirements.
6. Discuss the concept of Person Centered Planning.
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D. THE DIRECT SUPPORT
PROFESSIONAL

(3 hours)

1. Define professionalism, and identify aspects of
professionalism as related to specific life quality standards to
include:
a. Responsibility;
b. positive attitude;
c. integrity;
d. respect; and
e. co-management and interdependence.

2. Explain the importance of, and give examples of, teamwork in
community care facilities.

3. Define confidentiality and identify consequences of
breaching it.

4. Explain the role of the direct support professional in
maintaining client dignity.

E. INDIVIDUAL PROGRAM
PLAN (IPP)

(3 hours)

1. Define the process of Person Centered Planning.
2. Define the role of the direct support professional in the IPP.
3. Prepare the resident for the IPP conference.
4. Implement the training/treatment plan.
5. Document progress toward goal and objective attainment.

F. PROFESSIONAL
RESPONSIBILITIES:
TEACHING SKILLS

(12 hours)

1. Name three learning modalities and give examples of each.
2. Explain and demonstrate use of modalities in direct

relationship to the individual resident.
3. Identify and/or create positive reinforcers for individual

residents.
4. Demonstrate appropriate teaching techniques for each

individual.
5. Explain and perform a task analysis, state when task analyses

are appropriate, and explain their relationship to effective
teaching.

6. Define prompts and cues.
7. Demonstrate practical application of the prompting hierarchy,

from the least to most assistive.
8. Explain and demonstrate the process for documenting

resident progress.
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G. DIRECT SUPPORT
PROFESSIONAL
RESPONSIBILITIES:
RESIDENT PSYCHO-
SOCIAL DEVELOPMENT

(15 hours)

1. Explain resident rights and state the importance of
maintaining an open mind toward resident choices.

2. Define behavior, and analyze behavior as a form of
communication or an indication of a medical problem.

3. Explain the ABC (antecedent, behavior, consequence)
technique as a strategy for understanding behavior.

4. Explore and identify environmental factors that influence
behavior.

5. Demonstrate redirect interventions.
6. Identify barriers to communication.
7. Discuss the need for communication assistive devices.
8. Identify and use various communication systems.

a. communication technology
i. augmentative communication devices
ii. communication boards

b. sign Language (ASL).
9. Adapt communication style to facilitate understanding as

needed.
10. Communicate using the individual’s specific learning

modality.
11. Provide opportunities for integrated socialization.
12. Assess resident likes and dislikes.
13. Identify opportunities to provide choices.
14. Encourage age-appropriate activities.
15. Identify recreational opportunities in the home and

community with the resident.
16. Observe, assess, and document resident progress.
17. Identify activities of daily living for each resident to include

areas in need of assistance from the direct support
professional:
a. toileting;
b. grooming;
c. feeding;
d. dressing;
e. personal hygiene;
f. bathing; and
g. oral and dental care.

18. Demonstrate effective verbal and written communication
skills in reporting resident progress.

19. Document all activities as required by state and agency
policies.
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H. DIRECT SUPPORT
PROFESSIONAL
RESPONSIBILITIES:
HEALTH AND WELLNESS

(16 hours)

1. Define basic medical terminology appropriate to the job.
2. Interpret medical abbreviations used on prescriptions and in

doctors’ orders.
3. Identify the body systems and common diseases associated

with each.
4. Recognize and report symptoms of common diseases.
5. Discuss seasonal medical conditions and diseases common

to people with developmental disabilities (associated with a
specific disability).

6. Identify signs and symptoms requiring first aid and/or medical
attention, and follow appropriate procedures for accessing
care, including the use of 911.

7. Demonstrate proper use of disposable gloves.
8. Prepare the resident for a doctor’s/dentist’s visit.
9. Discuss strategies to report health concerns with the

doctors.
10. State situations in which a doctor must be contacted.
11. Provide communication back to the facility as to the outcome

of the doctors’ visit(s).
12. Discuss the prevalence of Mental Health issues and

concerns for the residents.
13. Recognize factors that contribute to health and wellness:

a. exercise;
b. nutrition;
c. sanitation and hygiene; and
d. rest.

14. Follow the Individual Program Plan for health and wellness
for each resident.

15. Discuss the importance of exercise in maintaining good
health.

16. Implement motivational strategies to involve residents in
exercise programs.

17. Demonstrate safety when using wheelchairs, walkers and/or
other adaptive equipment.

18. Identify major food groups on the food pyramid, and give
examples of food items for each.

19. Explain appropriate alternative choice for each food group.
20. Explain special diets, and identify healthy nutritional

practices for individual residents.
21. Demonstrate modifications for residents requiring adaptive

feeding equipment.
22. Demonstrate appropriate feeding positions for residents.
23. Discuss and demonstrate proper food handling, preparation,

and storage.
24. Demonstrate sanitation techniques for cooking utensils and

surface areas and for safe food storage.
25. Demonstrate sanitation practices in dealing with human

waste/body fluids.
26. Discuss the importance of proper personal hygiene.
27. Demonstrate proper hand-washing procedures.
28. Explain, state guidelines for, as well as importance of, good

oral and dental hygiene practices for residents.
29. List precautions to avoid dehydration.
30. Recognize, and respond to emergencies to include follow-

up documentation.
31. Discuss and demonstrate Universal Precautions in infection

control.
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I. DIRECT SUPPORT
RESPONSIBILITIES:
MEDICATION AND SIDE
EFFECTS

(12 hours)

1. List medications common to persons with disabilities, and
state their purpose.

2. Interpret medical abbreviations used on prescriptions.
3. Define over-the-counter medication and describe

procedures for administration.
4. Discuss strategies that eliminate medication errors.
5. Explain the role of the pharmacy in maintaining safe practices

in the delivery and administration of drugs.
6. Identify various forms of medication packaging.
7. Recognize and accurately report common adverse reactions

to medications.
8. State and apply the 5 R’s (i.e., right person, right dosage,

right route, right time and right medication).
9. Demonstrate self-medication assistance.
10. Identify situations in which the DSP may have to call the

physician for a PRN.
11. Explain the purpose of the medication logbook and the

DSP’s responsibility for maintaining it accurately.
12. State the importance to have medication in a centrally stored

location.
13. Document response to medication.
14. Accurately communicate medication information with outside

agencies working with the resident.
15. Recognize and report symptoms of overdose and know

when and how to contact poison control.
16. Explain procedure for destruction of medication.
17. Develop procedures for safe administration of medication

when the resident is away from home.
18. File all doctors’/dentists’ reports and/or lab slip, and

miscellaneous diagnostic test results.

J. DIRECT SUPPORT
RESPONSIBILITIES:
RESIDENT SAFETY

(6 hours)

1. Identify safety issues involving a person(s) with disabilities,
both within the facility and in the community, and implement
safeguards for the resident.

2. Instruct resident in safety practices.
3. Recognize and report potential environmental hazards

especially related to potential harm to persons with
disabilities.

4. Identify and discuss the proper storage of medication,
chemicals, and cleaning supplies.

5. Locate emergency supplies.
6. Identify and follow required reporting procedures in cases of

abuse or suspected abuse.
7. Conduct emergency procedure drills.
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K. DIRECT SUPPORT
RESPONSIBILITIES:
DOCUMENTATION
REQUIREMENTS

(6 hours)

1. Accurately complete a Special Incident Report (SIR) for Child
and/or Adult Protective Services, Community Care
Licensing and Regional Center.

2. Document progress in relation to individual program plan.
3. Make an entry on the seizure activity sheet.
4. Identify appropriate steps in documenting seizure activity.
5. Document medication administration and refusal.
6. Document pertinent resident notes:  community outings,

doctors’ visits, etc.
7. Correctly handle and document residents’ personal

spending money (P&I) and wages or other income.
8. Recognize when mediation is needed and correctly

document related events.
9. Identify situations when regional center service coordinators

can provide assistance.

L. DIRECT SUPPORT
RESPONSIBILITIES:
IDENTIFYING RESOURCES

(3 hours)

1. Develop a listing of community resources.
2. Identify resources beneficial to individual residents.
3. Identify strategies to promote and encourage community

integration.

M. WORK-BASED LEARNING

(80 hours)

1. Apply job-specific skill at community work sites according to
the program design of the facility.
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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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SUGGESTED INSTRUCTIONAL MATERIALS and OTHER RESOURCES

TEXTBOOKS    

Contact Supervisor of Adults with Disabilities for current list (213) 241-3159.

RESOURCES

Subject area specialist

Subject area teacher advisor

California State Department of Rehabilitation

Los Angeles Unified School District, Division of Adult and Career Education, Programs for Adults with
Disabilities
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TEACHING  STRATEGIES and EVALUATION

METHODS        AND        PROCEDURES    

1. Demonstrations

2. Drill involving teacher and class as a group

3. Student practice in small groups

4. Dramatizations and learning games and songs

5. Visual aids

EVALUATION    

1. Individual skills examinations

2. Teacher observation

3. Teacher prepared tests based on the competencies in this course outline

Statement for Civil Rights

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


