


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 Cover

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.

PERFORMANCE OBJECTIVES OR COMPETENCIES pp. 6-10

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 p. 17

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
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.

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.
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CBE

Competency-Based Education

COMPETENCY-BASED COMPONENTS
for the Independent Living Skills/Adults With Disabilities Course

COMPETENCY AREAS MINIMAL COMPETENCIES
AND STATEMENTS
A. COMMUNICATION 1. Follow verbal directions that are accompanied by gestures,
i.e., sit down, come, and bring.
Perform receptive and 2. Follow one simple verbal command without gestures.
expressive skills verbally or 3. React nonverbally to concrete questions, i.e., point, nod,
with non-verbal and shake head.
communication devices. 4.  Follow directions that are given to a group.

5.  Answer questions relating to a message spoken more than
one minute before.

6. Perform three unrelated successive commands in given
order.

7.  Use past participle to form past tense.

8. Use "will" to form future tense.

9. Describe past and future experiences in a logical and
sequential order.

10. Answer questions relating to abstracts or concepts.

11. Answer questions based on spoken material by
remembering and relating.

12. Select main ideas from spoken material.

13. Participate in complex one-to-one or group discussion.

14. Share personal experiences.

15. Discuss communication styles: assertive, passive, and
aggressive.

16. Discuss ways to improve listening and speaking skills.
COMPETENCIES
Interpersonal: Participates as Member of a Team
Information: Acquires and Evaluates Information/ Interprets and
Communicates Information
Systems: Understands Systems/ Monitors and Corrects
Performance
FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Knowing How to Learn
Personal Qualities: Sociability/ Self-Management

(30 hours)
B. SELF-CARE ACTIVITIES 1.  Compare the differences between minor and serious
illnesses.
Perform self-care skills. 2.  Demonstrate knowledge of self-care during minor illness.

3. Identify appropriate situations to initiate professional medical
intervention.

4. Locate and call for emergency help.

5. Demonstrate how to administer basic first aid to common
emergency situations such as bleeding, stopped breathing,
choking.

6. Demonstrate knowledge of proper personal hygiene and
cleanliness.
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7. Explain how to floss teeth.

8.  Explain how to care for acne.

9.  Perform hair care independently.

10. Care for nails.

11. Use a mirror appropriately.

12. Choose appropriate clothing for weather.

13. Choose clean clothing.

14. Identify appropriate size of clothing and shoes.

15. Choose clothing independently.
COMPETENCIES
Resources: Allocates Material and Facilities
Interpersonal: Participates as Member of a Team
Information: Acquires and Evaluates Information/ Interprets and
Communicates Information
Systems: Understands Systems/ Monitors and Corrects
Performance
FOUNDATION
Basic Skills: Reading/ Listening/ Speaking
Thinking Skills: Decision Making/ Problem Solving/ Knowing How to
Learn
Personal Qualities: Responsibility/ Self-Esteem/ Self-Management

(12 hours)
C. DAILY LIVING SKILLS 1. Follow instructions on cleaning labels, clothes, and other
fabrics.
Demonstrate increased ability | 2.  Clean or have clothing cleaned professionally.
to perform daily tasks. 3. Load an automatic washer and dryer, and perform laundry

tasks including folding of clothes.

4. Use a needle and thread correctly.

5. Explain when it is appropriate to send garments to others for
needed repair.

6.  Arrange clothes in closet and/or drawers.

7. Discuss basic tableware and condiments needed for table
setting.

8. Place table service correctly for two or more persons.

9. Identify the four basic food groups.

10. Discuss the importance of each food group for health,
energy, and growth.

11. Gather appropriate equipment/utensils needed for a recipe.

12. Gather ingredients listed in a recipe.

13. Plan a balanced menu.

14. Prepare a small meal.

15. Use small kitchen appliances such as: can opener, blender,
toaster, and garbage disposal.

16. Store ingredients and leftovers.

17. Design a personal budget.

18. Use a budget for clothing and household items.

19. Discuss different types of stores.

20. Compare the price of a necessary article with money available
in budget.

21. Discuss free or low-cost clothing, food, and other personal
services.

22. Analyze how to survive on one's own by bartering goods and
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(12 hours)

COMPETENCIES

Resources: Allocates Money/ Allocates Material and Facilities
Interpersonal: Participates as Member of a Team

Information: Acquires and Evaluates Information/ Interprets and
Communicates Information

Systems: Understands Systems/ Monitors and Corrects
Performance

Technology: Selects Technology/ Applies Technology to Task

FOUNDATION

Basic Skills: Reading/ Arithmetic/Mathematics/ Listening/
Speaking

Thinking Skills: Decision Making/ Problem Solving/ Knowing How to
Learn

Personal Qualities: Responsibility/ Self-Management

D. READING

Know how to read sufficiently
to perform daily skills.

(12 hours)
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Use the dictionary and/or telephone book correctly.

Locate needed information from directories, schedules, and
bulletin boards.

Follow a simple diagram for assembly.

Fill out a variety of business and school forms accurately.
Make comparisons and contrasts of the main idea in selected
drawings.

Select main idea from written material taken from newspaper
articles, magazine stories, and library books.

Relate the knowledge gained from reading about people in
different times and situations to an understanding of
situations people face today.

COMPETENCIES

Information: Acquires and Evaluates Information/ Interprets and
Communicates Information

Systems: Understands Systems

FOUNDATION

Basic Skills: Reading/ Arithmetic/Mathematics/ Listening/
Speaking

Thinking Skills: Reasoning

Personal Qualities: Responsibility/ Self-Management

E. WRITING

Demonstrate basic writing
skills.
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Copy a recipe.

Write a set of directions to a designated location.
Combine two or three simple declarative/interrogative
sentences to form a paragraph.

Prepare simple notes and personal letters with some
assistance.

Write and respond to invitations and notes.

Fill out a job application.

Write personal and professional resumes.

COMPETENCIES

Information: Acquires and Evaluates Information/ Interprets and
Communicates Information

Systems: Understands Systems



(12 hours)

FOUNDATION

Basic Skills: Reading/ Writing/ Listening/ Speaking
Thinking Skills: Reasoning

Personal Qualities: Responsibility/ Self-Management

F. COMPUTATIONAL SKILLS

Know how to perform basic
computational skills.

(12 hours)
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Identify and use numbers appearing on equipment,
appliances, and materials.

Perform simple addition in functional situations.
Perform simple subtraction in functional situations.
Perform simple multiplication in functional situations.
Perform simple division in functional situations.

Identify equivalents in measuring units of weight.

Use a grocery scale to weigh produce.

Measure the weight of two objects.

Measure to compare length and width.

Open and maintain a savings account.

Open and maintain a checking account.

Compute balance of checks and deposits with a calculator.
Open and maintain a credit card account.

Identify personal attitudes and habits regarding money.
Develop a monthly budget to meet personal needs.
Identify factors that influence buying habits.

COMPETENCIES

Resources: Allocates Money

Information: Acquires and Evaluates Information/ Interprets and
Communicates Information

Systems: Understands Systems

FOUNDATION

Basic Skills: Reading/ Arithmetic/Mathematics/ Listening/
Speaking

Thinking Skills: Reasoning

Personal Qualities: Responsibility/ Self-Management

G. SOCIALIZATION

Participate socially with
others.

(15 hours)
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Arrive on time for scheduled activities and events.
Attend excursions.

Demonstrate introducing self to others.

Participate in group interaction and planning councils.
Participate in leadership experiences.

Demonstrate ways of volunteering skills and services.
Use a journal to record progress.

Plan for future events.

COMPETENCIES

Resources: Allocates Time

Information: Acquires and Evaluates Information/ Interprets and
Communicates Information

Systems: Understands Systems

FOUNDATION

Basic Skills: Reading/ Arithmetic/Mathematics/ Listening/
Speaking

Thinking Skills: Decision Making/ Reasoning

Personal Qualities: Responsibility/ Self-Management
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H. COMMUNITY RESOURCES
Identify community resources

that are available within the
immediate area.

(15 hours)
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Locate educational facilities in order to gather information
about classes.

Locate volunteer services.

Locate parks and recreation areas for specific services.
Locate religious organizations.

Identify different ways to mail packages and letters, such as
certified, registered, first class, UPS, etc.

Identify places in the community from which to obtain
information, such as Regional Centers, Department of
Human Resources, and State Department of Rehabilitation.
Locate local Social Security Administration.

Apply for a Social Security card.

COMPETENCIES

Resources: Allocates Human Resources

Interpersonal: Participates as member of a Team/ Negotiates/
Works with Diversity

Information: Acquires and Evaluates Information/ Interprets and
Communicates Information

Systems: Understands Systems

FOUNDATION

Basic Skills: Reading/ Writing/ Arithmetic/Mathematics/ Listening/
Speaking

Thinking Skills: Reasoning

Personal Qualities: Responsibility/ Self-Management

I.  LEISURE TIME

Discover activities to promote
enjoyment of free time.

( hours)

SAER

12

View video- tapes.

Listen to audio- tapes.

Attend a theatre performance.

Participate in board and card games.

Plan and participate in short day trips, gradually increasing to
weekend trips.

Plan and go on a vacation.

COMPETENCIES

Resources: Allocates Time/ Allocates Human Resources
Interpersonal: Participates as member of a Team/ Negotiates/
Information: Acquires and Evaluates Information/ Interprets and
Communicates Information

Systems: Understands Systems

FOUNDATION

Basic Skills: Listening/ Speaking

Thinking Skills: Reasoning

Personal Qualities: Responsibility/ Self-Management

(43-15-56)

- 10 -



CBE

Competency-Based Education

CAREER PREPARATION STANDARDS/SCANS SKILLS
for the Independent Living Skills/Adults With Disabilities 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.

Demonstrate an understanding of classroom policies and
procedures.

Discuss importance of the following personal skills in the
classroom environment:

positive attitude

self-confidence

honesty

perseverance

self-management/work ethic

pride in product/work

. dependability

Establish goals for self-improvement and further
education/training.

Prioritize tasks and meet deadlines.

Understand the importance of initiative and leadership.

@rooooT

2. INTERPERSONAL SKILLS

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

Identify and discuss behaviors of an effective team.

Explain the central importance of mutual respect in
interpersonal relations.

Discuss and demonstrate strategies for conflict resolution and
negotiation, and explain their importance within the classroom
and work environment.

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

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

(43-15-56)
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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.

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

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

Read, write, and give directions.

Demonstrate skills in technical reading and writing.

Locate information from written and electronic sources, and
identify strategies for evaluating their reliability.

Exhibit critical and creative thinking skills and logical reasoning
skills, and employ these skills for problem solving.

Work as a team member in solving problems.

Diagnose the problem, its urgency, and its causes.
Identify alternatives and their consequences.

Explore possible solutions.

Compare/contrast the advantages and disadvantages of
alternatives.

Determine appropriate action(s).

Implement action(s).

Evaluate results of action(s) taken.

coooTw
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4. COMMUNICATION SKILLS

Understand principles of
effective communication.

No o~

Use communication concepts in application of skills,
techniques, and operations.

a. Prepare written material.

b. Analyze written material.

Understand and implement written instructions, from technical
manuals, written communications, and reference books.
Present a positive image through verbal and nonverbal
communication, and understand the power of body language
in communication.

Demonstrate active listening through oral and written feedback.
Give and receive feedback.

Demonstrate assertive communications (both oral and written).
Select and use appropriate forms of technology for
communication.

OCCUPATIONAL SAFETY

Understand occupational
safety issues, including
avoidance of physical hazards.

Discuss and implement good safety practices, including the
following:

personal

lab

fire

electrical

equipment

cooop

EMPLOYMENT LITERACY

Understand career paths and
strategies for obtaining
employment.

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

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

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

Develop a career portfolio, including the following documents:
a. job application

b. resume(s)

(43-15-56)
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DEFINITIONS of SCANS COMPETENCIES and FOUNDATION SKILLS

Resources

Information

Interpersonal

Systems

Technology

(43-15-56)

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.

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.

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.

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.

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 * Creative Thinking: Uses imagination; combines ideas or information in new
Skills 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 * Responsibility: Works hard to be excellent; sets high standards of attendance,
Qualities 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.

-14 -
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SUGGESTED INSTRUCTIONAL MATERIALS and OTHER RESOURCES

TEXTBOOKS

Adams, Ronald C. Games, Sports, and Exercises for the Physically Handicapped, 1982 Lea & Febiger.
Anderson, Hoyt. The Disabled Homemaker, 1981 C. C. Thomas.

Blum, Gloria and Blum, Barry. Feeling Good About Yourself: A Guide for People Working With People
Who Have Disabilities, Feeling Good Assoc, 1981.

Extended Skills Curriculum. Los Angeles Unified School District, Division of Special Education, 1981.

Giordana, Gerald. Teaching Writing to Learning Disabled Students, Aspen Pub., 1984.

Weiss, Meira. Conditional Love: Parents Attitudes Toward Handicapped Children. Bergin and Garvey
Publishing, 1994.

Valletutti, J. and Bender, Michael. Teaching Interpersonal and Community Living Skills: A Curriculum
Model for Handicapped Adolescents and Adults, 1982.

RESOURCES

Subject area specialist
Subject area teacher advisor

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

WEBSITES

Ablenet, Inc.

Adults with Disabilities: Perceived Barriers That Prevent Internet Access
Adults with Learning Disabilities: Definitions and Issues

Adults with learning Disabilities: ERIC Digest

Assistive Technology: Special Education Lab Resources
Assistive Technology — Special Education Lab Resources
Assistive Technology Lab: Lanterman Regional Center/LAUSD
Best Buddies — California

Best Buddies — International

College Recruiter: More Adults with Disabilities are Finding Jobs

Computer Access Center — Los Angeles
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SUGGESTED INSTRUCTIONAL MATERIALS and OTHER RESOURCES
(continued)

WEBSITES (continued)

Disability - Related Resources on the Web

Internet Disability Resource Guide

LAUSD — Internet Help

National Resources for Adults with Learning Disabilities

Presidential Task Force on the Employment of Adults with Disabilities
Resources for Adults with Disabilities

Uselt: Disabled Users and the Web

OTHER RESOURCES

Los Angeles County Regional Center for Persons with Developmental Disabilities
Mayor's Office for the Disabled, City of Los Angeles

Los Angeles County Commission on Disabilities

Center for Independent Living

Disabled Resource Center, Inc. - Long Beach

Paratransit Services for the Disabled

Medi-Cal/Medi-Care

PEER - Support Group

California Association of the Physically Handicapped
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TEACHING STRATEGIES and EVALUATION

METHODS AND PROCEDURES
Lecture and discussion
Audio-visual aids

Projects and community activities

Individualized instruction

m o o w »

Multimedia presentation

n

Group instruction

EVALUATION

A. Teacher-developed tests based on the competencies in this course outline
Class participation
Self-evaluation

Written assignments

m o O @

Teacher evaluation

Statement for Civil Rights

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