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CBE
Competency-Based Education

COMPETENCY-BASED COMPONENTS
For The Basic Vocational Rehabilitation Course

COMPETENCY AREAS
AND STATEMENTS MINIMAL COMPETENCIES

A. TOOLS AND MATERIALS

Know how to identify and
select tools and materials to
be used for specific work
skills.

(17-68 hours)

  1. Choose proper tools and supplies for work area project.
  2. Bring tools and supplies to work area.
  3. Demonstrate the proper maintenance of tools.
  4. Return tools and supplies to proper storage place.

B. SAFETY

Recognize proper safety
procedures.

(17-68 hours)

  5. Demonstrate the safeguards in the use of tools and
equipment.

  6. Demonstrate how to report an injury to proper source.
  7. Demonstrate how to protect oneself.
  8. Demonstrate how to keep oneself clean.
  9. Exhibit proper procedures in case of fire, earthquake or

other danger.
 10. Demonstrate how to dial 911 in case of emergency.

C. WORK HABITS

Understand the importance
of good work.

(17-68 hours)

 11. Demonstrate good attendance in a work situation.
 12. Arrive at work station independently.
 13. Discuss the importance of beginning work promptly.
 14. Discuss the importance of following instructions.
 15. Demonstrate a cooperative attitude in accepting

instructions.
 16. Discuss how to ask for assistance when needed.
 17. Demonstrate a willingness to work well with others.
 18. Perform to an acceptable production rate.
 19. Keep job site organized.
 20. Clear job site when work is finished.
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D. WORK QUALITY

Understand good judgement
of work.

(17-68 hours)

 21. Identify good work quality.
 22. Identify errors in work.
 23. Demonstrate work improvement through continued

accuracy.
 24. Identify material defects.
 25. Discuss the importance of inspecting and passing, or

rejecting finished product.

E. SIMPLE WORK SKILLS

Know how to perform basic
skills.

(17-68 hours)

 26. Reach for objects.
 27. Squeeze objects.
 28. Stack objects.
 29. Turn objects.
 30. Remove objects from container.
 31. Insert objects into container.

F. COMPLEX WORK SKILLS

Know how to perform
advanced skills.

(18-69 hours)

 32. Sort objects.
 33. Count objects.
 34. Bag objects.
 35. Screw objects together.
 36. Clip objects to together.
 37. Fold paper.
 38. Band objects together.
 39. Apply adhesive.
 40. Apply non-adhesive, pre-pasted and peel-off labels.
 41. Stuff and seal envelopes.
 42. Collate pages.
 43. String beads with pincers.
 44. Package objects.
 45. Apply stamps.
 46. Use a hole puncher.
 47. Cut with shears.
 48. Alphabetize by first, second, and third letter.
 49. Weigh objects with spring and balance scales.
 50. Twist wire.
 51. Tie knots on bundles and packages.
 52. Use heat sealer.
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G. CLERICAL SKILLS

Know how to perform office
work.

(17-69 hours)

 53. File documents according to reference.
 54. Distribute work to correct stations.
 55. Handle incoming mail.
 56. Handle outgoing mail.
 57. Operate duplicating equipment.
 58. Operate a collator.
 59. Operate a typewriter.
 60. Answer incoming telephone calls.
 61. Operate a switchboard.
 62. Perform duties for a visitor's reception.

H. WOODWORKING SKILLS

Know how to perform
woodworking skills.

(17-69 hours)

 63. Sand surfaces.
 64. Paint surfaces.
 65. Glue surfaces.
 66. Measure using ruler, straight edge and tape.
 67. Hammer and set nails.
 68. Use a mallet.
 69. Use a chisel.
 70. Use a crowbar.
 71. Use a vise.
 72. Use a "C" clamp.
 73. Use a screwdriver.
 74. Use a rasp file.
 75. Use a coping saw.
 76. Use a miter box and saw.
 77. Use a block-plane.
 78. Use a cross-cut saw.
 79. Operate a jig saw.
 80. Operate a drill press.
 81. Operate a jointer.
 82. Operate an orbital sander.

I. CHILD CARE SERVICES

Know how to perform
assistant functions.

(17-68 hours)

 83. Prepare materials.
 84. Assist in clean-up activities.
 85. Set up playground equipment.
 86. Assist in playground supervision.
 87. Put playground equipment away.
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J. GARDENING SERVICES

Know how to perform
grounds maintenance
functions.

(17-69 hours)

 88. Identify garden tools and equipment.
 89. Discuss the proper maintenance of tools and equipment.
 90. Prepare area for planting.
 91. Cultivate soil.
 92. Fertilize planting area.
 93. Build mounds, furrows and rivers.
 94. Plant seeds.
 95. Prepare flats.
 96. Pot plants.
 97. Care for established landscape.
 98. Water with hand-held hose.
 99. Trim hedges and shrubs.
100. Mow lawns.
101. Clean paved surfaces of leaves and trash.

K. BUILDING MAINTENANCE

Know how to perform
building maintenance duties.

(17-69 hours)

102. Sweep floors.
103. Dry mop floors.
104. Wet mop floors.
105. Clean stairwells.
106. Vacuum rugs and carpets.
107. Strip old wax from floors.
108. Wax floors.
109. Wash walls and ceilings.
110. Dust and wash venetian blinds.
111. Clean and polish glass, mirrors, and windows.
112. Clean light fixtures.
113. Clean and disinfect fixtures such as sinks, bathtubs,

showers, etc.
114. Disinfect restroom floors.
115. Empty and line wastebaskets.
116. Use a hand truck.
117. Use a step ladder.
118. Dust objects.
119. Fold and store folding furniture.
120. Store maintenance supplies.
121. Follow maintenance schedules.
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L. FOOD SERVICES

Know how to perform food
service duties.

(18-69 hours)

122. Recognize and respond to potential hazards in kitchen.
123. Apply accident prevention when performing tasks.
124. Identify potential fire and safety hazards.
125. Describe potential fire and safety hazards.
126. Adhere to safety rules and regulations.
127. Explain the use of a fire extinguisher.
128. Demonstrate the use of a fire extinguisher.
129. Transport dishes, trays, and pans to and from kitchen.
130. Scrape and stack dishes.
131. Separate dishes, glassware, and utensils.
132. Stack pots and pans.
133. Pre-soak pots and pans.
134. Rinse dishes, utensils, and glassware.
135. Load dishes, utensils, and glassware onto dishwasher

racks.
136. Add soap and start dishwasher.
137. Remove racks from dishwasher.
138. Unload dishwasher racks.
139. Stack and store dishes.
140. Hand wash dishes.
141. Rinse and dry dishes.
142. Scrub pots and pans.
143. Store food following safety.
144. Prepare and serve beverages.
145. Fill food and utensil dispensers.
146. Prepare vegetables.
147. Prepare sandwiches.
148. Prepare fruits.
149. Prepare flour food items.
150. Clean and sanitize kitchen equipment.
151. Prepare and serve desserts.
152. Assist with buffet service.
153. Replenish service bar with food and utensils.
154. Assist with cafeteria service.
155. Know how to clean work area and floor.
156. Clean equipment and furniture.
157. Change table linens.
158. Locate utensils, dishes, and glassware.
159. Set up table service.
160. Identify dining room supplies.
161. Store and replenish dining room supplies.
162. Return reusable food to kitchen.
163. Clear tables.
164. Load used dishes and utensils into bus cart.
165. Assist table servers when needed.
166. Work with an acceptable speed and efficiency.
167. Safely maneuver trays and carts.
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M. HOTEL AND MOTEL
MAINTENANCE

Know how to perform
housekeeping duties.

(17-69 hours)

168. Strip beds when necessary.
169. Select correct linen size.
170. Make up beds.
171. Straighten bed sheets and covers.
172. Clean mirrored and glass surfaces.
173. Clean ashtrays.
174. Scrub and rinse sinks.
175. Scrub and rinse toilet bowls.
176. Scrub and rinse bathtub, shower, and other tiled or

enameled surfaces.
177. Empty and line wastebaskets.
178. Clean bathroom floors.
179. Replace soiled bath linens with clean folded ones.
180. Vacuum carpets.
181. Dust furniture.
182. Use the proper procedure for inventory of missing supplies.
183. Replenish consumed supplies.
184. Restock service cart.

N. JOB SEEKING SKILLS

Know how to secure
employment.

(17-69 hours)

185. Identify job skills and aptitudes.
186. Identify areas of interest.
187. Demonstrate how to carry personal identification.
188. Acquire needed documents to carry for job application.
189. Identify skills needed for a selected job.
190. Identify and seek additional training when needed.
191. Identify and secure tools and equipment needed for a job.
192. Identify and use community resources.
193. Use want-ad resources.
194. Contact possible employers.
195. Solicit personal references.
196. Obtain and complete a job application.
197. Return a job application promptly.
198. Role play a job interview situation.
199. Make job interview appointments.
200. Discuss the proper mode of dress for a job interview.
201. Demonstrate good telephone techniques.
202. Describe the best route to travel to and from an interview or

job site.
203. Discuss the proper procedures for a good interview.
204. Discuss the importance of sending a thank you note

following an interview.
205. Use an elevator.
206. Identify first day on-the-job procedures.
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SUGGESTED INSTRUCTIONAL MATERIALS AND OTHER RESOURCES

TEXTBOOKS    

Bellamy, G. Thomas, Robert H. Horner and Dean P. Inman.       Vocational         Habilitation         of         Severely         Retarded
Adults    .  Baltimore, MD:  University Park Press, 1979.

Beauregard, Robert A. and Bernard P. Indik.       A           Human           Service           Labor            Market:                      Developmental
Disabilities    .  New Jersey:  Rutgers Press, 1979.

Friedenberg, W. P. and A. S. Martin.       Prevocational          Training          of        the          Severely          Retarded          Using          Task
Analysis    .  Rockville, MD:  1982.

Haywood, H. Carl and J. R. Newbrough.       Living         Environmen        ts       for         Developmentally         Retarded         Persons    . 
Harrisburg, PA:  Office of Mental Retardation, Department of Public Welfare, The Commonwealth of
Pennsylvania, 1975.

Houts, P. S. and R. A. Scott.       Goal         Planning         with         Developmentally         Disabled         Persons    .  Harrisburg, PA: 
Office of Mental Retardation, Department of Public Welfare, The Commonwealth of Pennsylvania,
1975.

Riggar, T. F. and S. W. Riggar.       Career          Education         and          Rehabilitation        for        the           Mentally          Handicapped     . 
Springfield, IL:  Charles C. Thomas, 1980.

Zivolich, Steven.       Process          Evaluation/Resource          Guide        for          Community-Based         and        Integrated           Work
Programming     .  Orange, CA:  Regional Center of Orange County, 1987.

MULTIMEDIA    

For film titles refer to current      Catalog          of          Films        for          Levels    .  Los Angeles Unified School District: 
Publication.

For titles of audio-visual materials other than films, refer to current      Audio-Visual          Materials         Resource         List   ,
Secondary Schools Edition.  Los Angeles Unified School District.

RESOURCE        PERSONS    

Subject area specialist and advisers

ASSESSMENT    

      Worker         Profile         and          Evaluation          Summary     by Ray Graham Association for Handicapped, Elmhurst, IL.,
1984.
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TEACHING STRATEGIES AND EVALUATION

METHODS        AND        PROCEDURES    

A. Individualized instruction

B. Visual demonstration

C. Verbal instruction

D. Practice and experience on subcontract work

E. Use of jigs on subcontract work

F. Task analysis

REVIEW        AND        EVALUATION    

A. Performance Objective:  Ability to achieve appropriate attitudes and master skills necessary for
employer expectations.

B. Teacher assessment and evaluation 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, sex,
or handicap.


