


A MESSAGE to COMPETENCY-BASED COURSE OUTLINE USERS

This competency-based course outline is for use by students, teachers, counselors and school
administrators, advisory committees, and all others having interest in the course.

Before enrolling, students can read the course competencies listed to help them decide whether or not
the course will meet their needs.  After enrolling, a copy of the competencies can help a student track
his/her progress through the course.

Teachers can use competency-based areas and statements to gain an overview of the course.  The
competencies can be used to develop lesson plans and teaching strategies.  The Instructional Materials
and Other Resources page provides teachers with instructional support in the form of textbook titles,
media and technology options, as well as the names of advisory personnel.  Many course outlines
provide sample lesson plans written by experienced teachers of the course.

Counselors can use the course outline to explain course purpose, goals and content to students.  Sharing
competency lists with students will make them aware of the minimal skills and knowledge they need to
demonstrate after taking the course.  This process can identify potential candidates for a course.

Principals can scan the competency-areas and statements to decide if the content of a course should be
offered at their school in order to meet the needs of the community which it serves.

Competencies can be used to generate relevant questions and items for tests.  The writing of
individualized instructional contracts also needs to reflect the competency-based course outline
components.

Clearly defined competency-based areas, statements, and minimal competencies are the points upon
which curriculum, instruction, and assessment focus.
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THE DEVELOPMENT of a COMPETENCY-BASED COURSE OUTLINE

Every approved CBE course outline is written by Los Angeles Unified School teachers who teach the
course.  All teacher/writers have been inserviced and certified by the Adult Curriculum Office to learn
about competency-based education and the outline format.

New courses and course revisions are initiated by school and/or central office subject area departments.
The schools and the subject area departments share the responsibility for approving the subject content,
hours, credits, etc.  Teacher/writers submit their first draft to the appropriate central office subject area
supervisor, specialist, consultant or adviser.

Course outline draft copies are next submitted to the curriculum office.  There all information required by
the District and the State is verified.  The outlines are edited and entered into the course outline computer
data base.  One formatted copy of an outline, with every page stamped “Draft Copy Only”, is either
approved by the curriculum office or returned for clarification or improvement.

Once signed off by the curriculum office an outline is routed back to the department that submitted it.
When approved there, it is routed to the office of the Director of Instructional Services and finally to the
Division’s Assistant Superintendent for approval.  The curriculum office then requests the required
approvals by the LAUSD Board of Education.

The curriculum office sends master file copies of every approved CBE outline to principals of all
Community Adult Schools and Employment Preparation Centers.  These masters are used to produce
copies for counselors and teachers.  Students, community members, and other interested parties may
also request copies.  The curriculum office maintains a limited inventory of all outlines for additional
distribution.

Changing needs are reflected in the constant development and revision of course outlines.  It is an
ongoing process designed to support the various demands of students, teachers, and the communities
we serve.

TOM CALDERON

Adult Curriculum Office

Instructional and Counseling Services
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CBE
COMPETENCY-BASED EDUCATION

Course Outline Competency-Based Component Definitions

Course descriptions state the major emphasis and content of the course.

Competency areas are units of instruction based on related competencies.

Competency statements are competency area goals that together define the framework and purpose of
the course.

Competencies fall on a continuum between goals and performance objectives and denote outcome of
instruction.

Competency-Based Philosophy Overview

Competency-based instruction tells a student before instruction what skills, or knowledge he/she will
demonstrate after instruction.

A competency is stated as a minimum.  This is the least a student has to demonstrate or know to be
judged as competent.  Stating competencies as minimums does not mean minimum instruction.  Activities
and opportunities should be provided for students to achieve maximum potential.

Competency-based education provides instruction which enables each student to attain individual goals
as measured against pre-stated standards.

CBE instruction provides immediate and continual repetition and remediation.  A student repeats tasks
until achieving competence.

In competency-based education the curriculum, instruction, and assessment share common
characteristics based on clearly stated competencies.

Curriculum, instruction and assessment in CBE are: explicit, known, agreed upon, integrated,
performance-oriented, and adaptive.
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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. 6-11

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 SUGGESTED INSTRUCTIONAL
MATERIALS AND OTHER RESOURCES 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. 23



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. 6-11

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. 23

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 Computer Education/Adaptive Course

COMPETENCY AREAS
AND STATEMENTS

MINIMAL COMPETENCIES

A. INTRODUCTION

Understand course content
and workstation procedures
for safety and equipment
maintenance; practice
ergonomics for computer
operator comfort; understand
the history of computers;
become familiar with basic
computer terminology/
acronyms.

(20 hours)

1. Identify uses for computers.
2. Identify personal computer oriented goals.
3. Discuss seating position at computer.
4. Discuss position of monitor.
5. Demonstrate hand position for keyboard/mouse operation.
6. Explain briefly computers past and present.
7. Discuss types of software applications.
8. Describe function of network server.
9. Use basic computer terminology and acronyms.
10. Follow workstation procedures.

COMPETENCIES
Resources: Time/ Materials and Facilities/  Human Resources
Information: Acquires and Evaluates Information
Systems: Understands Systems
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving

B. HARDWARE,
PERIPHERALS, AND
ACCESSORIES

Recognize the various
components of a computer
and understand the function
each one performs;
differentiate between
input/output devices;
demonstrate equipment
usage.

1. Identify computer.
2. Locate on/off button on computer.
3. Distinguish between desktop, tower and laptop computers.
4. Identify monitor.
5. Locate on/off button on monitor.
6. Identify keyboard.
7. Distinguish between hard disk, floppy disk and CD.
8. Identify floppy disk drive.
9. Insert/remove diskette.
10. Identify CD-ROM player.
11. Insert/remove CD.
12. Identify mouse/mouse pad.
13. Distinguish between standard and trackball mouse.
14. Identify printer.
15. Locate on/off button on printer
16. Identify scanner.
17. Locate on/off button on scanner.
18. Identify common accessories such as modem, speakers and

joystick.
19. Describe purpose of hardware, peripherals and accessories.
20. Demonstrate basic use of keyboard and mouse.
21. Boot-up and shut down computer.
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(60 hours)

COMPETENCIES
Resources: Time/ Materials and Facilities/  Human Resources
Information: Acquires and Evaluates Information
Systems: Understands Systems
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving
Personal Qualities: Self-Management

C. GRAPHIC USER INTERFACE
(GUI)

Demonstrate understanding of
computer desktop features
and perform customization;
employ computer terminology
and acronyms; identify
operating systems and explain
capabilities of each.

(60 hours)

1. Start Windows operating system.
2. Identify icons and buttons.
3. Identify toolbar and taskbar.
4. Identify pull-down menus.
5. Identify scrollbar.
6. Create/delete desktop icon.
7. Arrange desktop icons in desired position.
8. Change desktop wallpaper.
9. Change screensaver and adjust settings.
10. Identify application window.
11. Open/close application window.
12. Maximize/minimize application window.
13. Access applications/programs.
14. Add and remove programs.
15. Locate and identify MS-DOS prompt.
16. Execute basic MS-DOS commands.
17. Exit MS-DOS.
18. Differentiate and discuss differences between MS-DOS,

Windows 3.1, Windows 95 and Windows 98.
19. Discuss causes for the computer to freeze-up and what to do

when it occurs.
20. Shut down Windows operating system.

COMPETENCIES
Resources: Time/ Materials and Facilities/  Human Resources
Information: Acquires and Evaluates Information
Systems: Understands Systems
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving
Personal Qualities: Self-Management



D. KEYBOARD AND MOUSE
TECHNIQUES

Demonstrate understanding of
keyboard layout and key
commands; demonstrate
knowledge of mouse
operations; utilize keyboard
and mouse shortcuts; become
familiar with mouse styles and
alternatives.

(60 hours)

1. Locate alphabet/number keys.
2. Locate special keys e.g. Esc, Alt, Ctrl, etc.
3. Locate function keys e.g. F1, F2, F3, etc.
4. Locate 10-key numeric pad.
5. Use keys to perform desired task.
6. Use combined keystrokes.
7. Create macros.
8. Identify mouse cursor.
9. Identify mouse cursor working/busy signal.
10. Slide mouse to move mouse cursor to desired location.
11. Distinguish single-click and double-clicking.
12. Differentiate use of left/right mouse buttons.
13. Drag and drop items.
14. Adjust mouse tracking, clicking and pointer speed; adjust

cursor size.
15. Use track ball mouse.
16. Use touch screen mouse.

COMPETENCIES
Resources: Time/ Materials and Facilities/  Human Resources
Information: Acquires and Evaluates Information
Systems: Understands Systems
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving
Personal Qualities: Self-Management

E. ADAPTIVE EQUIPMENT

Identify computer accessibility
issues as related to auditory,
visual, and motoric skills;
understand and demonstrate
devices which adapt computer
to meet special needs;
become familiar with
accessibility options included
in Windows 95 and Windows
98.

(60 hours)

1. Explain purpose of SerialKeys.
2. Use Intellikeys.
3. Explain purpose of StickeyKeys.
4. Explain purpose of FilterKeys.
5. Explain purpose of ToggleKeys.
6. Use EasyBall mouse.
7. Explain purpose of MouseKeys.
8. Discuss speech recognition systems and software.
9. Explain purpose of SoundSentry.
10. Discuss monitor settings in relation to visual impairments.
11. Explain purpose of Contrast.
12. Explain purpose of ShowSounds.
13. Describe row-column scanning.
14. Use single and multiple switch operations.
15. Describe how workstation may be modified using adaptive

equipment.

COMPETENCIES
Resources: Time/ Materials and Facilities/  Human Resources
Information: Acquires and Evaluates Information
Systems: Understands Systems
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving
Personal Qualities: Self-Management
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F. FILES, AND FOLDERS, AND
DIRECTORIES

 Demonstrate understanding of
files, folders and directory
structures.

(80 hours)

1. Search and locate file.
2. Copy file.
3. Create file.
4. Name file.
5. Save file to hard disk.
6. Save file to floppy disk.
7. Retrieve file.
8. Convert file.
9. Delete file.
10. Identify folder.
11. Create, name, and delete folder.
12. Identify directory.
13. Create, name and delete directory.
14. Move files, folders and directories.
15. Identify common file extensions e.g. .exe, .doc, .txt, .bmp,

.hlp, etc.

COMPETENCIES
Resources: Time/ Materials and Facilities/  Human Resources
Information: Acquires and Evaluates Information
Systems: Understands Systems
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving
Personal Qualities: Self-Management



G. COMMON APPLICATIONS

Understand uses for a variety
of software applications;
demonstrate knowledge of
common word processing,
spreadsheet, database and
graphics design programs;
demonstrate use of printer;
create selected projects.

1. Describe various types of software applications.
2. Determine application best suited for specific project.
3. Locate and open application.

WORD PROCESSING APPLICATIONS

4. Open word processing application.
5. Create a new document.
6. Utilize help menus.
7. Utilize word processing features e.g. cut, copy, paste, highlight,

font style and size, alignment, numbering, lettering, bullets,
undo typing, etc.

8. Insert and place graphic.
9. Utilize spell check and thesaurus.
10. Print document.
11. Name and save document.
12. Retrieve/delete document.

SPREADSHEET APPLICATIONS

13. Open spreadsheet application.
14. Explain spreadsheet cells, columns, and rows.
15. Plan and build a new spreadsheet.
16. Utilize help menus.
17. Setup and modify standard values.
18. Utilize spreadsheet features e.g. edit, copy, insert, delete,

calculate, etc.
19. Print spreadsheet.
20. Name and save spreadsheet.
21. Retrieve/delete spreadsheet.
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(80 hours)

DATABASE APPLICATIONS

22. Open database application.
23. Explain database tables, records and fields.
24. Create a simple database table.
25. Utilize help menus.
26. Insert/edit records.
27. Find and display specific records.
28. Print calculated fields.
29. Name and save database.
30. Retrieve/delete database.

GRAPHICS DESIGN APPLICATIONS

31. Open a graphics design application.
32. Plan and create project e.g. card, sign, poster, newsletter,

banner, etc.
33. Utilize help menus.
34. Select font style and size; add text.
35. Select, insert and position graphic.
36. Select border.
37. Print graphics design project.
38. Name and save graphics design project.
39. Retrieve/delete graphics design project.

COMPETENCIES
Resources: Time/ Materials and Facilities/  Human Resources
Information: Acquires and Evaluates Information
Systems: Understands Systems
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving
Personal Qualities: Self-Management



H. THE INTERNET AND THE
WORLD WIDE WEB

Understand how the Internet
operates including modems,
network servers, ISP’s
(Internet Service Provider),
URL’s (Universal Resource
Locator), electronic mail (e-
mail) and file attachments;
become familiar with various
Internet browsers; navigate
and explore the WWW (World
Wide Web); send and receive
electronic mail.

1. Explain function of modem.
2. Differentiate modem and network server connection.
3. Explain concept of the Internet.
4. Identify ISP’s.
5. Establish Internet connection.
6. Identify and explain URL’s.
7. Explain electronic mail.
8. Explain file attachments.
9. Describe purpose of search engines.
10. Describe Web pages and links.

BROWSERS

11. Explain purpose of browser.
12. Identify various browsers.
13. Identify toolbar buttons.
14. Locate and describe function of Back button.
15. Locate and describe function of Stop button.
16. Locate and describe function of Refresh button.
17. Locate and describe function of Home button.
18. Locate and describe function of Search button.
19. Locate and describe function of Favorites button.
20. Locate and describe function of History button.
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(80 hours)

21. Locate and describe function of Mail button.
22. Locate and describe function of Print button.
23. Locate and describe function of Edit button.
24. Locate and describe function of Address Bar.
25. Identify alternate browsers.

WEB SITES

26. Type URL for desired Web site.
27. Go to Web site.
28. Differentiate Home Page and succeeding pages.
29. Browse Web site.
30. Identify and follow links.
31. Select and print information from Web site.
32. Create bookmarks (Favorites).
33. Identify popular search engines.
34. Locate and utilize search engine.
35. Understand elements involved in Web page design.

ELECTRONIC MAIL (E-MAIL)

36. Identify free and commercial e-mail service providers.
37. Establish an e-mail account.
38. Create an e-mail name.
39. Compose e-mail.
40. Send/receive e-mail.
41. Save/delete e-mail.
42. Create e-mail address book.
43. Upload/download a file.
44. View downloaded a file.
45. Utilize virus protection.

COMPETENCIES
Resources: Time/ Materials and Facilities/  Human Resources
Information: Acquires and Evaluates Information
Systems: Understands Systems
Technology: Selects Technology/ Applies Technology to Task

FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving
Personal Qualities: Self-Management



CAREER PREPARATION STANDARDS/ SCANS SKILLS

Career Preparation Standards identified in the Career Technical Assessment Portfolio Project (C-TAP),
include all the workplace basic skills and the other kinds of employability skills essential to success:
teamwork/interpersonal skills; communication; problem-solving; using resources, information, and
technology; as well as the usual job preparation skills (resume writing, interviewing, etc.)  These are the
skills identified as essential to workforce preparation by the Department of Labor taskforce known as
SCANS Commission (Secretary’s Commission on Achieving Necessary Skills).  Inclusion of these skills in
course outlines reflects our commitment to responding to the expressed needs of employers and to state
guidelines.

The Career Preparation Standards, which are listed below (with quotes from the C-TAP text), are
sometimes taught directly and sometimes integrated into regular instruction in content area standards.  In
other words, you will sometimes do a whole group/small group lesson, as with safety or sexual
harassment laws, while at other times you will incorporate a skill into a specific skill activity.  An example
of this is telling students that they will need to work together to transplant seedlings.  You tell them that
they will also be practicing an important workplace skill, teamwork, to complete the task.  You then briefly
review with them the essentials of teamwork.  (You might also have these posted on the wall as a
reminder.)  Another example of this kind of integration is asking students to explain a diagnosis of an
engine problem as if they were talking to a customer, with one student taking the role of the technician
and the other playing the customer.  Again it is important that you point out these skills and their
importance whether you are directly teaching them or integrating them into activities, because students
will not necessarily make those connections.

Career Preparation Standard 1: Personal Skills
Students will understand how personal skill development affects their employability.  This skill includes
positive attitudes, self-confidence, honesty, responsibility, initiative, self-discipline, personal hygiene, time
management, and the capacity for lifelong learning.

Career Preparation Standard 2: Interpersonal Skills
Students will understand key concepts on group dynamics, conflict resolutions, and negotiations.  This
skill includes the ability to work cooperatively, accept supervision, assume leadership roles, and show
respect for others.  This standard includes an understanding of sexual harassment laws and an
appreciation of cultural diversity in the workplace.

Career Preparation Standard 3: Thinking and Problem-Solving
Students will exhibit critical and creative thinking skills, logical reasoning, and problem solving.  These
skills include applying basic skills in order to calculate, estimate, measure; identify, locate, and organize
information/data; interpret and follow directions from manuals; labels, and other sources; analyze and
evaluate information and solutions.

Career Preparation Standard 4: Communication Skills
Students will understand principles of effective communication.  This standard includes effective oral and
written communication, listening skills, following and giving directions, requesting and giving information,
asking questions.  Under this area fall business letters, memos, written estimates, and reports, as well as
telephone and other customer skills.

Career Preparation Standard 5: Occupational Safety
Students will understand occupational safety issues, including the avoidance of physical hazards in the
work environment.  This includes the safe operation of equipment, proper handling of hazardous
materials, appropriate attire and safety accessories, avoidance of physical injuries, interpretation of
warning and hazard signs and terminology, and following and understanding safety-related directions.  It
is important that safety lessons be identified to students (“Today we are going to learn a critical
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CAREER PREPARATION STANDARDS/ SCANS SKILLS  (continued)

employment skill- safety.”)  and that safety be continually reinforced orally, in lessons, and through
shop/classroom signs.

Career Preparation Standard 6: Employment Literacy
Students will understand career paths and strategies for obtaining employment within their chosen field.
This includes traditional job preparation skills, such as resumes, application forms, cover letters, sources
of employment information, and interviewing skills, but also includes an overview of the industry and an
understanding of labor market trends.  It should also include an understanding of the importance of basic
skills to the field and options for further training.  Students should learn to develop a portfolio and should
take responsibility for further professional growth.

Career Preparation Standard 7: Technology Literacy
Students will understand and adapt to changing technology by identifying, learning, and applying new
skills to improve job performance.  Students should understand the role of technology in their chosen field
and should be able to use all appropriate technology.  Students should also feel confident in their ability to
learn new technology by generalizing from what they know, adapting skills to new situations, and
identifying and using sources of information and of further learning.



CBE
Competency-Based Education

CAREER PREPARATION STANDARDS/SCANS SKILLS
for the

Computer Education/Adaptive 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
business environment:
a. positive attitude
b. self-confidence
c. honesty
d. perseverance
e. self-management/work ethic
f. pride in product/work
g. dependability

3. Identify acceptable business attire.
4. Establish goals for self-improvement and further

education/training.
5. Prioritize tasks and meet deadlines.
6. Understand the importance of initiative and leadership.
7. Understand the importance of lifelong learning in a world of

constantly changing technology.

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 workplace

relations.
3. Discuss and demonstrate strategies for conflict resolution and

negotiation, and explain their importance within the business
environment.

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

5. Work cooperatively, share responsibilities, accept supervision
and assume leadership roles.

6. Demonstrate cooperative working relationships and proper
etiquette across gender and cultural groups.
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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 needed.

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

3. Read, write, and give directions.
4. Demonstrate skills in technical reading and writing.
5. Locate information from written and electronic sources, and

identify strategies for evaluating their reliability.
6. Exhibit critical and creative thinking skills and logical reasoning

skills, and employ these skills for problem solving.
a. Work as a team member in solving problems.
b. Diagnose the problem, its urgency, and its causes.
c. Identify alternatives and their consequences.
d. Explore possible solutions.
e. Compare/contrast the advantages and disadvantages of

alternatives.
f. Determine appropriate action(s).
g. Implement action(s).
h. Evaluate results of action(s) taken.

4. COMMUNICATION SKILLS

Understand principles of
effective communication.

1. Use communication concepts in application of skills,
techniques, and operations.
a. Prepare written material.
b. Analyze written material.

2. Understand and implement written instructions, from technical
manuals, written communications, and reference books.

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

4. Demonstrate active listening through oral and written feedback.
5. Give and receive feedback.
6. Demonstrate assertive communications (both oral and written).
7. Demonstrate proper etiquette in business communications,

including an awareness of requisites for international countries
(languages, customs, time zones, currency and exchange
rates.

8. Demonstrate writing/editing skills as follows:
a. Write, proofread, and edit business correspondence.
b. Use correct grammar, punctuation, capitalization,

vocabulary and spelling.
9. Select and use appropriate forms of technology for

communication.



5. OCCUPATIONAL SAFETY

Understand occupational
safety issues, including
avoidance of physical
hazards.

1. Discuss and implement good safety practices, including the
following:
a. personal
b. lab
c. fire
d. electrical
e. equipment
f. tools
g. interpretation of Material Safety Data Sheets (MSDSs)
h. Environmental Protection Agency (EPA)
i. Occupational Safety and Health Administration (OSHA)
j. American Red Cross Standards (ARC)

2. Apply sound ergonomic principles in organizing one’s
workspace.

6. EMPLOYMENT LITERACY

Understand career paths and
strategies for obtaining
employment.

1. Explore career opportunities and projected trends; investigate
required education, training and experience; and develop an
individual education plan.

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

3. Examine aptitudes related to career options; relate personal
characteristics and interests to educational and occupational
opportunities.

4. Develop a career portfolio, including the following documents:
a. job application
b. resume(s)
c. appropriate cover and follow-up correspondence

5. Identify and demonstrate effective interviewing techniques.

7. TECHNOLOGY LITERACY

Understand and adapt to
changing technology.

1. Understand and adapt to changing technology.
2. Demonstrate the ability to use personal computers for loading

and retrieving data and information gathering.
3. Identify the characteristics and explain the importance of

adapting to changes, being flexible and evaluating goals.
4. Understand the importance of lifelong learning in adapting to

changing technology.
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 COMPETENCY-BASED COMPONENTS and SCANS ACTIVITIES
for the Computer Education/Adaptive Course

COMPETENCY AREA
AND TOPIC

MINIMAL COMPETENCY

H. THE INTERNET AND
THE WORLD WIDE
WEB

11. Explain purpose of browser.
12. Identify various browsers.
13. Identify toolbar buttons.
14. Locate and describe various function buttons.

SAMPLE SCANS ACTIVITY

Stage(s) of Lesson:        ❐  Warm Up        ❐   Introduction        ✔  Presentation        ❐  Practice       ❐  Application

SCANS FOCUSSteps for Sample Activity:                           Approximate Time of Activity: 60 minutes

Purpose: Student will identify and explain the uses of a computer browser to navigate
the internet.

1. Instructor will begin presentation by handing out a list of website addresses entitled
Community Activities- websites which list activities by zipcode or city (Digital City,
The Cultural Affairs Department of Los Angeles www.culturela.org etc.).  The list
should contain at least five different websites.

2. Students are asked to work in pairs for this activity. It is important that both
students are given a chance to complete the activity.

3. Instructor will use the list to explain how websites are addressed (i.e., prefixes,
punctuation, case sensitivity, suffixes, etc.).

4. Using an overhead projection of the computer desktop, the instructor will identify
the browser from the Windows system folder and explain the function of the
browser in the navigation of the internet.

5. The instructor will then demonstrate logging-on and accessing the internet
provider.  The instructor will choose one web address from the Community
Activities List and demonstrate typing in the web address, use the backspace key
to correct the entry, and use the enter key to begin search.  Once the site is
located and displayed, the instructor will explain the appearance of the page by
listing the different options.

6. After the discussion, the instructor log-offs and closes the browser window on the
projected computer desktop, and asks for a pair of volunteers to demonstrate to
the class accessing a web browser and locating the same web address using the
instructor’s computer.  Students are asked to explain the procedure as they
complete the task.  Instructor will guide volunteers through process.

7. Now, the class is asked to demonstrate logging on, accessing the web browser,
and to locate one web address from the Community Activities list.

8. As students begin, the instructor circulates the room, answers questions and
assists pairs in locating the website address.

COMPETENCIES
Interpersonal: Participates
as member of a Team
Information: Acquires and
Evaluates Information/
Interprets and
Communicates Information/
Uses Computers to Process
Information
Technology; Selects
Technology/ Applies
Technology to Task

FOUNDATION
Basic Skills: Reading/
Listening/ Speaking
Thinking Skills: Decision
Making/ Seeing Things in the
Mind’s Eye
Personal Qualities:
Sociability/ Self-
Management



 SUGGESTED  INSTRUCTIONAL MATERIALS and OTHER RESOURCES

TEXTBOOKS

Allen and Klooster. Microtools: Integrated Software for Word Processing, Spreadsheet, and DataBase.
South-Western  Publishing Company, 1991.

Bergerud and Bushe. Windows 3.1: Concepts and Applications. South-Western Publishing Company,
1994.

Dill. A Quick Guide to DOS. South-Western Publishing Company, 1993.

Groneman and Jaderstorm. Computer Applications and Concepts. South-Western Publishing Company,
1992.

Leeson, Marjorie M. Computing Fundamentals. Gloencoe/McGraw-Hill, 1995.

Microsoft Corporation. Introducing Microsoft Windows 95. Microsoft Corporation, 1985-1995.

Microsoft Corporation. Getting Started: Microsoft Windows 98. Microsoft Corporation, 1981-1999.

Norton, Peter. Essential Concepts. Gloencoe/McGraw-Hill, 1995.

Rockhurst University Continuing Education Center, Inc. Mastering Microsoft Office 97. PTS Learning
Systems, 1999.

MEDIA AND TECHNOLOGY

The Audiovisual Medial Library produces publications and a web page on the LAUSDnet of
videocassettes, films, videodiscs, and building level materials such as audiovisuals and software which
school may wish to consider for purchase.  For titles of audiovisual material listed by curricular area,
please refer to the Audiovisual Media Catalog (Los Angeles Unified School District: Division of Instruction,
Instructional Technology Branch, SC 995-1996).

RESOURCE PERSONS

Advisory Committee Members

Business Education Consultant

California Department of Education

Employment Development Department

Frank D. Lanterman Regional Center--Adaptive Technology Lab

Los Angeles Unified School District--Programs for Adults with Disabilities

Project New Hope--Learning Center

State Department of Education--Regional Supervisor
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TEACHING STRATEGIES and EVALUATION

METHODS AND PROCEDURES

A. Class discussion

B. Small group interaction

C. Individualized instruction

EVALUATION

A. Teacher developed tests based on the competencies in this outline

B. Teacher observation

C. Self evaluation

Statement for Civil Rights

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


