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'CHAPTER I - Vocational Education

Vocational Education: Organized educational programs offering a
sequence of courses which are directly related to the preparation of
individuals in ; aid or unpaid employment in current or emerging
occupations requiring other than a baccalaureate or advanced degree.
Such programs shall include competency based applied learning which
contributes to anindividual’s academic knowledge, higher-order reason-
ing and problem-solvirg skills, work attitudes, general employability
skills, and the occupational-specific skills necessary for economic inde-
pendence as a productive and contributing member of society.

The Vision

Education is a process by which society transmits basic knowledge, attitudes, and skills necessary for an
effective and productive life. Prominent in this process are the various formal delivery systems, beginning
with childhood education through adult postsecondary education. The opportunities provide: through
these systems should be readily available to all individuals.

Iowa’s educatioral system has the dual objectives of preparing students for careers and other life roles
such as citizen and parent. Education for career zad life roles is a prominent part of an effective vehicle
for advancing individual skills and related education. It may be provided by public or private institutions
or agencies utilizing a variety of community resources and will be offered at the secondary and
postsecondary levels. Such programs represent instruction that will be available to all individuals who
want, need, and can profit from it. It should be provided to all regardless of race, age, gender, physical,
mental, academic or economic condition, and must be easily accessible to all. (A New Vision for
Vocational-Technical Education in lowa, February 3, 1992).

The Mission

The mission of vocational-technical education in Iowa is to provide opportunities for all students to
choose, prepare for, and advance in their lifelong careers or vocations. This shall be accomplished by
integrating what has traditionally been called vocational-technical and academic education into a system
that provides opportunities which enable persons to live ina global society, capable of competing ina world

market work force, and receptive to lifelong learning. (A New Vision for Vocational-Technical Education
in Iowa, February 3, 1992).
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The Philosophy

We believe that vocational-technical education in the year 2000 and beyond shouid provide diverse
populations with unrestricted access to high quality courses and programs supported by adequate
resources and career awareness services. Vocational-technical 2ducation and general education should
be delivered in an integrated manner which will enhance the image of all education. We believe that the
educational system will be asked to be more accountable for the learning of students. Student achievement
and fiscal accountability will be key measuring devices for the future. Providing high quality vocational-
technical education for all citizens will require quality delivery and access within the resources available.

We believe that vocational-technical education should be considered an equal and viable program for
students throughout their educational careers, and students should have access at any point. Access must
be provided for all students who wish to stop in and/or stop out of vocational-technical education programs
throughout their educational careers. Secondary students should be able to pursue an integrated
educational program and high school graduates should have the basic workplace skills necessary to be
competitive in any type of postsecondary environment, whether it be a four-year institution, acommunity
college, or an apprenticeship program. We believe, that to accomplish this, all programs and courses must
be competency-based and articulated throughout the academic environment.

We believe that preparation for employment or preparatory skill development must be planned,
implemented an. maintained through joint efforts of educators, political leaders, business/industry
leaders, the general citizenry, and those for whom the programs are offered. We believe that programs
must be located in appropriate geographical areas to maximize student accessibiuty. It is critical that
community colleges and secondary systems collaborate to provide vocational-technical opportunities
across the state through articulation, shared program agreements, and new alternatives which will provide

incentives for cooperation. (A New Vision for Vocational-Technical Education in Iowa, February 3,
1992).




. The Iowa Vocational Standards

The Vocational Education standards enacted July 1, 1992 define the minimum prograra opportunities in

vocational education that must be made available to students in each school district. Specifically, they
require:

1. A minimum of three sequential units must be cifered and taught in at least one occupaticnal
cluster from at least four of the six service areas. The service areas in vocational education
are:

Agricultural Education
Business/Office Education
Health Occupations Education
Home Economics Education
Industrial Education
Marketing Education

2. Instruction shall be competency-based; shall provide a base of knowledge which will prepare

students for entry level employment, additional on-the-job training, and postsecondary educa-
tion within their chosen field;

. 3. Instruction shall be articulated with postsecondary programs of study, including apprenticeship
programs;

4. Instruction shall reinforce basic academic skills and include the contributions and perspectives
of persons with disabilities, both men and women, and persons from diverse racial and ethnic
groups.

(Extracted from Chapter 256.11 of the Laws of the 73rd General Assembly, 1989 Session (S. F. 449).




CHAPTER II - Occupational Competencies

Explanations of Competencies

Competencies are learned behaviors which can be accurately repeated and measured to a predetermined
standard. Instruction is based on incumbent worker-validated competency statements of learner results
which describe skills the student will be able to demonstrate as a result of the instruction. Competencies
function as the basis for building the instructional prograin. Instructors evaluate students based upon their
ability to perforrn the competencies. All secondary and postsecondary vocational program offerings shall
be competency based. Only the secondary vocational programs have state minimum competency lists for
cacn service area. Instructors should utilize the expertise of professionally developed competency-based
instructional materials, local incumbant workers, and advisory councils to identify those additional
competencies which are necessary for a complete and quality program, building beyond the minimums.

State Minimum Competencies

The state approved minimum vocational education competencies are required by the Vocational
Education Standards and Requirements for each of the six vocational service areas. The complete
competency sets are disseminated as a resource and reference document. The state minimum competency
lists were validated by statewide technical committees composed of representatives from businesses,
industries, and organized labor. The committees, with state wide representation of workers in occupations
within a given occupational cluster, identified the minimum skills, knowledge, and attitudes needed by an
individual to successfully enter, maintain and advance in occupations within the cluster. The technical
committees analyzed a researched list of occupational cluster competencies which included new and
emerging technologies, job seeking, leadership, and entrepreneurial ccmpetencies. All of the state
competency lists have been analyzed for reinforcement of academic skills. These lists contain essential
competencies for a cluster of occupations and are not intended to be the only competencies learned.
. Secondary school districts will choose a minimum of one occupatioral cluster set per service area upon
which to build their program. These competencies will be revised &z updated on a three-year revalidation
cycle. The purpose of revalidationis to allow the state competencies to be as current as possible. Minimum
competencies have been identified for each occupational cluster within each service area as follows:

AGRICULTURAL EDUCATION
Agricultural Business, Service and Supply
Agricultura! Mechanics
Agricultural Production
Agricuiwral Products and Processing
Horticulture-

Natural Resources

BUSINESS/OFFICE EDUCATION
(Business education contains only one occupational cluster.)




HEALTH OCCUPATIONS EDUCATION
Emergency Care
Health Occupations-Non-Certified Occupations
Nurses Aide Practical Nursing

HOME ECONOMICS EDUCATION
Family and Consumer Science
Uccupational Child Care
Occupational Clothing, Apparel and Textiles
Occupational Food Production and Services
Occupational Home Furnishings
Occupational Institutional Home Management

INDUSTRIAL EDUCATION
Construction
Engineering Related
General Mechanics
Graphic Communications

" Manufacturing
Technical Services

MARKETING EDUCATION
Entrepreneurship
General Marketing

Process For Identifying Competencies

The process for developing competencies is established by subrule 281.46.7 (1) in the administrative rules
and regulations. Vocational programs must include the identified, approved, state competencies, or those
developed locally for the specified occupztional cluster. The administrative rules and regulation subrule
281-46.7(2) explains how local school districts and community colleges may elect to develop competen-
cies in lieu of the state minimum competencies as well as those above and beyond those identified by the
department. Local school districts or community colleges shall utilize the state developed competency
development procedures described in subrule 46.7(1). The local school district’s alternative minimum
competency list developed for a specific occupational cluster must be approved by the state department
of education. Competencies developed by local school district and community colleges need to be
developed through a structured group interview process, which involves the use of technical committees
of incumbent workers, within an occupational cluster of a service area, who will analyze aresearched list
of occupational competencies. This analysis includes identifying the competencies necessary for the

vocational program to offer so that the program participant has access to all instruction which leads to
employment and further training.




CHAPTER III - Competency-Based Vocational Education

Competency-based vocational education provides occupational training to students in secondary and
postsecondary institutions. Secondary and postsecondary personnel need to cooperate and communicate
in order to establish comprehensive competency-based vocational programs. Competency-based
vocational education is required by both federal and state legislation and is the major criterion forreceiving
federal and state dollars for vocational programs. The competency-based structure and organization

provides for comprehensive evaluation of individual students, of students as a group, and for the
vocational programs in general.

Key Concepts in Competency-Based Vocational Education:

*  Occupational competencies including the state minimum competencies provide the basis for
building the instructional program to be offered.

*  Contentisbased on occupational competencies: what the student mustdo to successfully function
in specific occupation(s) and the industry.

*  Student performance objectives are specified in advance of instruction.

*  Aninstructional delivery system is used that allows for individualization, feedback, flexibility, and
reteaching.

* A criterion-referenced evaluation system is used to measure a student’s competency level.
Competencies include cognitive, psychomotor, and affective behaviors.

*  Program deveiopment involves the relationship of staff, budget, facilities, advisory council,
students, vocational student organizations, and instructional materials.

Steps for Developing Competency-Based Instruction:

Planning Competciicy-Based Vocational Education
Aligning Curriculum

Developing Components of Instruction

Writing Performance Objectives

Developing Instructional Strategies

Managing Student Assessment

O v AW

Terminology Associated with Competency-Based Vocational Education:

Competency—a learned student performance statement which can be accurately repeated and measured
to a predetermined standard.

State Minimum Competency List—Competencies validated by statewide technical committees composed
of representatives from appropriate businesses, industries, and organized labor. These lists contain
essential corapetencies common to a number of occupations in a particular service area. Districts will
choose one set of competencies per service area to include in their specific vocational program.
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Competency-Based Vocational Education (CBVE)—A methodology of instruction that (a) identifies
cognitive, psychomotor, and affective skills needed to meet a specified standard; (b) informs students and
teachers of the precise and detailed learning objectives required to achieve performance; (c) emphasizes
performance standards which can be repeatzd and measured; and (d) facilitates learning by allowing each
student to master the competency through flexibility in learning time and methods.

Competency-Based Instruction—Action-oriented instruction in which materials and activities are
developed using the methodology of competency-based vocational education.

Criterion-referenced evaluation—Procedure that measures student performance or knowledge according
to the conditions and standards stated in the performance objective.

Performance objective—A statement of what the student must do in observable and measurable terms.

Standard—Criteria which specify exactly what constitutes successful completion of a prescribed
performance.

What Competency-Based Vocational Education Means

To the students, CBVE means:
* Being given credit for what they already know
* Being able to proceed at their own rate within program guidelines
* Having a choice in how they will learn
* Accepting more responsibility for their own learning
* Competing against preset standards and not other students

* Being assessed by performing competencies in a manner acceptable to the standards of
the occupation

To the instructors, CBVE means:
* Being allowed to become a facilitator of learning
* Being allowed to concentrate on student motivation
* Being able to work along with individual students in order to design a curriculum
» Continuing to be the key element in the teaching/learning process

To the administrators, CBVE means:
* Using instructional staff, instructional equipment, and buildings more efficiently
* Accepting students with a wide variety of entry-level skills
* Making articulation of secondary, postsecondary, and part-time adult instruction
easier to accomplish
* Making evaluation of program effectiveness and instructional staff easier
* Accommodating community educational needs for retraining and updating
* Increasing opportunities to work cooperatively with business, industry, and labor
* Demonstrating accountability to the community more easily

12




To the employers, CBVE means :
* Having determined the skills of prospective employees
* Accomplishing retraining and updating of employe:zs more quickly and easily
* Assuring qualifications of prospective employees
* Having a record of prospective employee’s skills

Planning for Competency-Based Vocational Education

In competency-based vocational education, the instructors function as a manager and a resource person;
while students become responsible for their learning. The instruction is action-oriented with students
advancing at their own pace within the program guidelines. The students are given credit for prior
knowledge and provided opportunities to articulate competencies in future educational endeavors. Upon
completion of the course or program, the learner will exhibit specific skills.

In a competency-based vocational education system, there me:st be commitment from administration,
teachers, parents, and advisory committees to provide quality vocational education for students. This

includes validation of competencies, allotment of professional development time, and continual evaluation
of the process.

A written plan for implementing and operating competency-based vocational education program will
include timeframes for development of:

Philosophy

Competencies

Instructional Strategies/Methods and Resources
Student Assessment

Program Evaluation and Revision

A

" The plan will outline the requirements of the program which will affect the demands to be made upon
administration, staff, facilities, students. It becomes a realistic analysis of demands and limitations to be
confronted and provides the communication vehicle for explaining the new approach to interested parties.

Competency-Based Vocational Education Alignment
The steps for competency-based vocational education alignment are to:

1. Select a valid competency list
2. Develop performance objectives
3. Evaluate and select instructional materials based on verified competency list and performance
objectives
- 4. Develop and adopt criteria-referenced assessment instruments that align with competencies
5. Implement the program
6. Evaluate and revise




Developing Components of Instruction

To implement competency-based vocational education, educators develop units of instruction which
provide materials and information necessary for an instructional period.

The Curriculum Development, Review, and Refinement Standard of the Iowa Code[12.5(16)] for all K-
12 local education agencies specifies that each curriculum area will outline "...goals; suggested
instructional activities, materials, and content; and expected student outcomes for each level of
instruction..., student assessment procedures and the process for monitoring student progress."

Based on the state mandate, at a minimum, the writing instructor will need to include:

Program/course/unit goals

Student learning outcomes/competencies/performance objectives
Instructional activities

Materials/resources

Student assessment procedures

Monitoring procedures

The standards for K-12 districts also include across the curriculum infusion standards:

12.5(7) Career Education

12.5(8) Multicultural, Nonsexist Education

12.5(10)  Technology

12.5(11)  Globai Education

12.5(16)  Higher Order Thinking, Communication, and Learning Skills

Infusion will include direct content that is documented as well as indirect content, applied centent, and
instructor modeling.

The Iowa Secondary Vocational Standards and Requirements [256.11(4), (5h)] effective July 1, 1992
includes additional requirements in vocational programs. These are:

* minimum set of competencies

* competency-based instruction

« articulation with postsecondary institutions

* reinforcement of basic academic skills

* assessment of extent to which competencies are being mastered
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Merging CBVE With ‘Other Secondary Curriculum Standards

. The competency-based process fits into the Iowa "Big Picture":

~ District Needs Assessment/

I 7 Long Range Planning \l/
280.12
Program Assessment Data Setting Student Achievement Goals
Collection, Analysis and Reporting Identifying Assessment Procedures
280.12, 12.3(3), 280.18 I 280.18
N . Curriculum Development
12.5(16) %

V

Staff Development -
12.7(1)

In the 280.12, 280.18, 12.5(16) schema above, vocational education is a part of the assessment and
the planning. This leads to curriculum and staff development and continued program evaluation.
Competency-based vocational education, as a methodology of instruction, fits into the. total cycle. All
standards eventually merge into a planning, management, delivery and reporting system.

Writing Performance Gbjectives

. When developing performance objectives, the instructor will need to ask a key question:

What is important for the students to know and to do upon entering a specific
job market?

The performance objectives are written statements of what students must do in observable or measurable
terms.

When performance objectives are viewed as competencies and are defined in terms of changes in student

behavior, several types of behavioral change can be included: thinking skills, performance skills, attitudes,
interests, appreciations, adjustments, knowledge.

There are three components of a performance objective:

1. Statement of conditions are givens to let students know what will be available to them wiien they
begin.

Examples: Given a list of ten examples...
Given an unthreaded sewing machine...




2. Measurablebehavior oraction that can be observed; the student’s behavioris a precise, observable,
and measurable outcome which describes in terms of action what the student will be required to
do. Action verbs effectively and directly describe outcome behaviors.

Examples: Define in writing...
Construct a...

3. Standards or criteria which specify exactly what constitutes successful completion of the action.

Examples: ...with a minimum score of 85 percent on the unit test
...according to manufacturer’s specifications

In writing performance objectives, the instructor will want to state the conditions, behavior and standards
in terms of student behavior; list the subject matter to be covered, use only one action verb; and state the

objective so that an evaluation instrument can be developed to determine if the student has reached that
objective. '

Criterion-referenced evaluation is the procedure that measures student performance or knowledge
according to the conditions and standards stated in the performance objective. If the stuaents do not attain

the objective or competency, they continue to work on it until the task can be performed at the criterion
level specified.

Competency-based education focuses on how each student performs against predetermined standards.
Competency-based standards take into account the mastery of identified skills and knowledge, the
student’s ability to attain stated performance objectives, and the individual abilities of each student.
Criterion-referenced evaluations should match the stated performance objectives, serves a two-fold
purpose:

1. It documents the mastery of program or course content.

2. Itis one indicator of the quality of instruction being offered.

16
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Below are the verbs which are effective in writing performance objectives:

Verb List for Cognitive Domain

Knowledge Comprehension Application Analysis  Synthesis Evaluation
define convert change break down categorize appraise
describe defend compute diagram combine compare
identify distinguish demonstrate  differentiate  compile conclude
label estimate discover discriminate compose contrast
list explain manipulate  distinguish  create criticize
match .xtend modify identify devise discriminate
name generalize operate illustrate design explain
outline give predict infer explain justify
reproduce infer prepare outiine generate interpret
select paraphrase produce point out modify relate
state predict relate relate organize summarize
rewrite show select plan support
summarize solve separate rearrange
use subdivide reconstruct
relate
reorganize
revise
summarize
tell
write
Verb List for the Psychomotor Domain
assemble fasten mix
build fix nail
calibrate follow paint
change grind sand
clean grip saw
compose hammer sharpen
connect heat set
construct hook sew
correct identify sketch
create locate start
design make stir
dismantle manipulate use
drll .- mend weigh
/ wrap

—
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Receiving
ask
choose
describe
follow
give
hold
identify
locate
name
point to
select

set erect
reply

use

Verb List for the Affective Domain

Responding
answer
assist
comply
conform
discuss
greet
help
label
perform
practice
present
read
recite
report
select
teil
write

Valuing
complete
describe
differentiate
explain
form
initiate
invite
join
justify
propose
read
report
select
share
study
work

14

Organization

adhere
alter
arrange
combine
compare
complete
defend
explain
identify
integrate
modify
order
organize
synthesize

18

Value Complex

act
discriminate
display
influence
listen
modify
perform
propose
qualify
question
revise
serve’
solve
use

verify




Developing Instructional Strategies

. A variety of techniques should be used in teaching performance objectives. The action verb in the objective
can become a key to help determine teaching strategies and selection of instructional techniques.

Managing Student Assessment

Programs need to identify what competencies students should learn and record student progress toward
program completion of those competencies. Instructors assess students based on their ability to perf~rm
the comperencies. This is anintegral part of a competency-besed vocational education system. The Iowa

secondary curriculum standard [12.5(16)] also addresses student assessment and monitoring of student
progress.

Instructors will need to consider corabinations of various assessment methods when determining how to
best assess competency attainment or gains. Possible assessment methods may include, butare notlimited

to:

anecdotal records videotape records
teacher journals attitude surveys
audiotape records interest surveys
conference notes behavior rating scales
informal inventories questionnaires
learning logs inventories

. parent involvement interview notes
portfolios student journals
products/projects structured observations
self-assessment peer assessments
scrapbooks performances/behaviors
tests/quizzes oral exams
checklists rating scales
case study problem-solving

When determining assessment alternatives for competency-based vocational education, the assessment
should:

1. Measure only pre-stated competencies
2. Be objective and free of personal bias
3. Be comprehensive and measure the skill or knowledge needed for employment

19
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Effective and efficient management of assessment requires a recordkeeping system. The steps in
developing a system to monitor student progress are to:

1. plan student work—examples: learning contract, progress chart, portfolio, individualized
‘ education plan

2. monitor student progress—exainples: progress charts, portfolio

3. document competency mastery—examples: progress charts, portfolio, competency profile
4. record competence—examples: certificate, portfolio

Individual student profiles and competency profiles are methods frequently used for recording student

achievement and provide an assessment of where the student stands in achieving the competencies of the
course Or program.

Competency profiles may be used in several ways:

School Use Beyond School Use
1. Record of mastery 1. Employer program overview
2. Program expectations 2. Graduate capabilities
3. Placement 3. Public relations
4. Student Progress 4. Articulation
5. Curriculum evaluation

The assessment process and the development of the competency profile allows instructors to evaluate their
vocational programs morc accurately in terms of graduates’ competency attainment and assist in making
vocational education more accountable when the program is being evaluated.

Competency-Based Vocational Education Resources

Many sources of materials are available “or developing competency-based vocational education.

The National Network for Curriculum Coordinationin Vocational and Technical Education (NNCCVTE)
is a federally-sponsored network of all states and trust territories devoted to improving vocational and
technical . "ication. Six regional centers and state representatives in each state and trust territory can
access - . ..etwork’s Curriculum Clearinghouse for task lists, instructional materials, and test item banks
being developed in the public sector of vocational and technical education.

NNCCVTE Project Officer:

U.S. Department of Education
Room 4512, Switzer Building
Washington, D.C. 20202-7242

(202) 732-2372 FAX (202) 732-3897 AVOO0051
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Regional Curriculum Ceordination Centers

East Central CCC Midwest CCC

IVCC/ECN, F-2 Oklahoma Dept. of Vocational
Sangamon State University and Technical Education
Springfield, IL 62794-8245 ' 1500 West Seventh Avenue
(217) 786-6375 Stillwater, OK 74074-4364
FAX (217) 786-6036 (405) 743-5192

AVO1727

FAX (405) 377-5142
AV04602

Approximately 35 states have State Curriculum Centers which give, sell, or loan curriculum materials
developed by their state and others. All state vocational curriculum centers participate in NNCCVTE.

Examples:

Curriculum and Instructional Materials Center (CIMC)
Oklahoma Department of Vocational and Technical Education
1500 West Seventh Avenue

Stillwater, OK 74074-4364

(405) 377-2000 (800) 654-4502 FAX (405) 743-5154

. Arkansas Vocational Curriculum Development Center (AVCDC)

115 Graduate Education Building

University of Arkansas

Fayetteville, AR 74701

(501) 575-6606 (800) 632-8754 FAX (501) 575-4681

Kansas Competency-Based Curriculum Center
Washburn University, SACE

Topeka, KS 66621 0

(913) 231-1010, Ext. 1534 FAX (913)231-1089 )

Instructional Materials Laboratory (IML)
London Hall University of Missouri-Columbia
Columbia, MO 65211

(314) 882-2883

Education Development and Training Center (EDTC)
East Texas State University

Commerce, TX 75428

(214) 886-5624 (800} 356-3382




Other competency-based units of instruction may be found in a variety of instructional manuals/guides
from:

Mid-America Vocational Curriculum Consortium

Oklahoma Department of Vocational and Technical Education
1500 West Seventh Avenue Stillwater, OK 74074-4364
(405) 377-2000 (800) 654-4502 FAX (405) 743-5154

List of Consortia

Applied Biology/Chemistry Exploring Technology Education Marketing Education
CORD, Suite C ' AIT Resource Center
601 Lake Air Drive 1111 West 17th St., Box A 1375 King Avenue
Waco, TX 76719 Bloomington, IN 47402 Columbus, OH 43212
(800) 772-8756 or (800) 457-4509 or (614) 486-6708
(817) 231-3015 (812) 339-2203

References

1. Competency-Based Education Professional Development Series, Mid-America Vocational
Curriculum Consortium, Inc.; 1992.

2. Competency-Based Instructional Design, An Overview and Conceptional Framework
Manual, Denmark Technical College, Denmark, South Carolina, June 1989.
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America Vocational Curriculum Consortium.

4. Finch and Crunkilton, Curriculum Development in Vocational and Technical Education:

Planning. Content, and Implementation, Allyn and Bacon, Inc., 1984.

18

\\\.,



CHAPTER 1V - Articulation

Introduction

A major objective of The State Plan for Educational Excellence (1992) states that Iowa students will be
able to move easily and smoothly from one educational program to the next. The 1989 Vocational
Standards (SF 449) req.iire that “instruction . . . shall be articulated with postsecondary programs of study

”

Articulation describes a “planned process linking two or more educational systems to help students make
a smooth transition from the secondary level of occupational or academic training to the two-year or four-
year postsecondary level or to apprenticeship, without experiencing a delay or duplication of learning”
(A New Vision for Vocational-Technical Education in Iowa, February 3, 1992).

Department of Education rules written to implement the new vocational standards identify that each
vocational program offered at the high school level “shall have an articulation agreement signed with at

least one postsecondary institution, i.e. community colleges, apprenticeship programs, or private
postsecondary institutions”.

The following sections provide the framework for articulation, provide a suggzsted process model for
articulation and include model articulation agreements.

Section 1

Framework for Articulation

Articulation: The process of mutually agreeing upon competencies and petformance levels (validation)

transferable between institutions and programs for advanced placeme. t or credit in a vocational
program.

Articulation - Horizontal: Articulation which takes place between programs within an institution or
between like institutions.

Articulation - Vertical: Articulation which occurs between institutions at different levels, such as
between a secondary and postsecondary institution.

Articulation Agreement(s): Written documents which explain the decisions agreed upon, and the
process used by the institutions to grant advanced placement or credit. (DE Rules, Implemented
November 1991).

A. Institutiona] Agreement: Addresses general, generic items that are not applicable to
more than one program; therefore do not need to be repeated in each occupational
specific (program to program) agreement.

" B. Occupational Specific Agreement (program to program): Addresses items applicable to
a specific program/cluster/course.
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Articulation Intent: Official notice to cooperatively pursue and develop the mechanismi for articulatin
p yp P g

course(s)/program(s) for the benefit of the student. Signatures by both sending and receiving
institutions required.

Advanced Placement: An approach to articulation which validates the “competencies” and places a
student atan advanced pointin a program according to the competencies the student has attained. This
approach may eliminate portions of a course(s)/program(s) which the student must complete at the
postsecondary level, and is identified in the articulation agreement.

Advanced Standing: An approach to articulation which validates the “competencies” and eliminates
the need for a student to enroll in a course. Satisfactory attainment of the course competencies are

documented and the mechanism for awarding credit (high school and/or college) is identified in the
articulation agreement.

Preparatory: Course(s) which enable individuals to enter course(s)/programg(s) at the postsecondary

level but are not articulated for credit. They are competency based and prepare individuals for paid
or unpaid employment.

Validation: The process of objectively measuring the content (competencies) of courses before
determining advanced placement/standing.

Advantages of Articulation

Articulation provides the opporturity for enhancing educational alternatives for Iowa’s students, as well

as fostering positive benefits for the educational institutions. The advantages of articulation for both
students and institutions may include:

oy
.

Improving the quality of programs

2. Providing for good public relations

3. Preventing duplication of instruction

4. Increasing enrollments

5. Increasing the opportunities for students
6. Making better use of funds

7. Reducing cost to students

8. Improving communications

9. Developing trust and understanding between secondary/postsecondary faculty
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Essential Practices in Articulation

Articulation is a process that requires commitment from everyone in the educational systems. The
following practices are considered essential if articulation is to succeed:

Leadership and commitment from top admiinistration. Articulation must be r Jde a clear

institutional priority. Superintendents, presidents, school boards and boards of trustees must
provide the commitment in terms of resources, both fiscal and with personnel.

Commitment from school personnel at all levels. Articulation can be better implemented with the

support and active participation of building principals, guidance counselors, curriculum directors
vocational-technical deans and their associates, parents and students.

Early faculty involvement. Faculty from both secondary and postsecondary institutions must be
involved early in the process to establish communication, resolve course content and credit issues,
and develop a degree of mutual respect and trust.

Mutual benefits to ail partners. Each institution must identify the specific benefits it receives
through its participation in the articulation process, as well as the benefits to students.

Written articulation agreements. Written agreements formalize the commitment and should be
signed by designated personnel at both institutions. Annual review and publicity regarding the
agreements will benefit students, institutions and the community.

Open, clear and frequentcommunication. Identification of communication channels atevery level
should be a top priority.

Clearly defined responsibilities. It is necessary to identify responsibilities for those involved with
articulation. A coordinator at each institution is suggested.

Competency-based curricula. The mechanisms for validating competencies or granting equiva-

lency credit must be understood and accepted by both institutions. Competency-based education
will facilitate this process.

Common focus on mutual goals rather than individual turf. Creating a collaborative environment
is essential for articulation to work. Mutual respect will assist all to focus on mutual goals. The
articulation efforts should illustrate benefits to students and institutions.



Section I1

Process Model for Articulation

Thelocal school and school districts, area education agencies, postsecondary institutions and apprentice-
ship programs all play significant roles in the articulation process in which mutual cooperation and
communication is critical at all levels including instructors, administrators and support staff. The
SUGGESTED process which follows identifies a logical sequence for developing an articulation plan. It
does NOT identify theresponsible party for initiating, developing, implementing or evaluating each phase.
Rather, it suggests WHAT to do and provides for the autonomy and creativity of the respective entities

to develop their own process for the delivery of vocational education in both secondary and postsecondary
institutions and apprenticeship programs.

1. Secure administrative/board support at secondary and postsecondary institutions and apprentice-
ship programs. ' ‘

A. Information and communication is essential to and with all potential participants.
B. Marketing the concept of articulation is crucial at this point.

2. Secure commitment from participating institutions in the form of written “Articulation Intents”.
3. Identify the vocational competencies/courses/programs for articulation.

4. Identify, modify, or eliminate policies and program requirements which may prevent the

acceptancc of the competencies in a secondary/postsecondary institution or apprenticeship
program.

5. Collaborate on the program competencies - minimum and beyond for articulation.
A. Determine level of performance of competency
B. Identify assessment mechanisms

6. Develop a written articulation agreement between secondary vocational course(s)/program(s)
and postsecondary institutions or apprenticeship programs.
A. Identify components for inclusion
B. Secure authorized secondary and postsecondary approval
C. Communicate progress to board and advisory council(s)

7. Implement strategies for inservice and/or staff development of the articulation arrangements with
appropriate secondary/postsecondary instruction and non-instructional personnel.

8. Implement strategies for marketing the articulation arrangements with students, parents, faculty,
staff and guidance counselors.

9. Implement a plan for systematic evaluation and review of articulation agreements and processes.
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Suggested Components of Articulation Agreement

The components of the Articulation Agreement will be variable, depending on the delivery model selected
for the secondary programs and when and how the postsecondary or apprenticeship programs interface

with the secondary programs. Consideration to the following components is recommended for inclusion
in the articulation agreement:

11.

Identification of program options available for students, especially if secondary program prepares
students tc enter more than one postsecondary or apprenticeship program.

Identification of postsecondary/apprenticeship requirements satisfied as a result of attaining
competencies identified in secondary program.

Identification of “credit” or advanced placement at postsecondary institution acquired as a result

of attaining competencies.
A. Considerations of “grade” cr transcript

Identification of validation (certifying competencies) process of ensuring student has attained
competencies.

Identification of admission requirements to postsecondary institution, and specific programs or
courses.

A. Determine if student is “guaranteed” a seat (If so, for how long?)
B. Determine if student must have “graduated”, hold GED, etc.
Identification of when college credit is awarded (if applicable)

Identification of cost of college credit (if applicable)

Identification of Statute of Limitations for receiving college credit, and/or admission to the
program under these provisions.

Identification of review process and termination clause for agreement.

Other conditions as mutually agreed upon.
A. Identify if a2 + 2 + 2 agreement is in place

Signature of secondary and postsecondary administrators.
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INSTITUTIONAL AGREEMENT

ARTICULATION ARTICLES OF AGREEMENT

between

School District

and

Postsecondary Institution

1. Statement of Purpose

The purpose of this articulation agreement is to provide a mechanism that will enable students
enrolled in vocational/technical courses at high school to transfer to

(postsecondary) institution and receive ad-

vanced placement/standing for the competencies successfully achieved at the school.

2. Criteria for Participation

Individuals seeking advanced placement/standing through articulation must:

a.

b.

Successfully complete the identified secondary level course(s)/ competencies.

Obtain (9,10, 11, 12) grade level at the high school at the time competencies are
achieved.
Meet and maintain the prerequisites and academic standards of

(postsecondary institution)
[Attach entry requirements]

. Enroll in a certificate, diploma or degree program  at

(postsecondary institution) within year(s) following

high school graduation.

Do
cn
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3. Recording of Credit

. a. Credit granted through this Articulation Agreement will be recorded on the student’s
postsecondary transcript upon

. (i.e.acceptance
into the program, completion of hours in the approved degree, diploma or
certificate sequence of credits.)

b. Credit(s) for articulated courses will be recorded on the postsecondary transcript by
course title, credit hours, and grade of (letter or symbol). The grade
(will/will not) be computed in the student’s cumulative GPA.

4. Cost

There (will/will not) be a charge for college credit awarded through this agreement, but the

postsecondary institution (will/will not) charge a one time fee for the administration
of the student’s record.

5. Review Committee

Periodic review of the articulation procedures and process will be conducted by a standing review
committee comprised of representatives from the school

district(s) and postsecondary institution. (Designate in agree-
. ment who the representatives will be or the areas to be represented and frequency of review).

6. In-Service &/or Staff Development

Appropriate counselors, faculty and administrators, both full-time and part-time, will be instructed

in competency-based education and will receive orientation on the articulation process described
herein.

7. Termination of Agreement
This agreement continues to be in effect unless either institution notifies the other in writing

by of each year, of its intent to terminate this agreement. This agreement
becomes null and void upon termination of the secondary/postsecondary program.

No assurance is given that courses awarded advanced placement/standing through this agreement will
transfer to any other postsecondary institution.

APPROVAL
(Signature of Superintendent/Designee) (Signature of Authorized Personnel)
‘ (School District) (Postsecondary Institution)
(Date) (Date)
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OCCUPATIONAL SPECIFIC ARTICULATION AGREEMENT
{Program to Program(s)]
ARTICULATION ARTICLES OF AGREEMENT

for
(Secondary) and (Postsecondary)
between School District
and
Postsecondary Institution
INTRODUCTION
The (Postsecondary Institution) agrees to award
advanced standing/placement to students satisfying the terms of this articulation agreement with
(School District).

1. Course(s)/Competencies

[Provisions for advanced standing and advanced placement should be addressed in the Occupa-

tional Specific Articulation Agreement. Examples for both advanced placement and standing are
included for reference.]

*Suggested Procedure for granting Advanced Placement/Standing:

1. Acompetency profile sheet will be maintained in the student’s permanent (secondary) file,

becoming an official documentafterit has been signed by the appropriate instructor/school
official. '

2. The student will be notified of this advanced placement/standing option.

3. When a request is made to have a competency profile sent to the (postsecondary

institution), the profile sheet will be sent to the Office of the Registrar and will become part
of the student’s permanent college file. :

4. The profile will be examined by the (designated person at the post secondary institution)
for determination of advanced placement/standing in a program/course.

5. The process agreed upon by the sending and receiving institutions to grant advanced
placement/standing will be followed.
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. A.ADVANCED PLACEMENT:

Students may have attained competencies that provide the opportunity for "advanced placement"
in a course, enabling them to be placed at an advanced point in a course, but may not have attained
all of the competencies required for receiving postsecondary articulated credit for a course.

The purpose of this Agreement is to establish a formal procedure for the articulation of
competencies: (Advanced placement)

Compentencies . Competencies Contact Hours
(Secondary) " (Postsecondary) Satisfied
[Attach or identify] [Identify Course]

B. ADVANCED STANDING:

(Attainment of competencies in the high school program will enable some students to articulate
I into a postsecondary program with "advanced standing" and receive postsecondary credit.)

The purpose of this Agreement is to identify the equivalent secondary and postsecondary
course(s) for articulation:

Secondary Course(s) Postsecondary Course(s) Articulated Credit
and/or Program '
sem. hrs.
sem. hrs.

(If a secondary course can be articulated into more than one postsecondary program, list all
programs for which the credit is applicable i.e. a high school health occupations course may be
articulated into several different postsecondary health occupations programs)




2. Criteria for Participation in (Occupational Specific) Pro-

. gram.

Individuals seeking articulated credit must:

a. Follow the application process for receiving advanced placement/standing.

b. Meet program specific or occupational specific requirements required for admission
(Attach).

c. Other conditions as specified:

3. Level of Competency Attainment
(Occupational areas may have program specific requirements. If so, identify them here.)
SELECT YOUR OWN SCALE/NUMBERING SYSTEM. Some SAMPLES may be:

- A.For each course articulated under this Agreement, the student must complete the

(secondary) course with a grade of or better.
OR
. B. The following system for assessing competencies will be utilized:

(These should be highly explicit and adopted by both institutions)

4« Highly proficient; can complete competency quickly and accurately; OR
* Prepared to perform competency independently; OR
* Received supervised experience in performing competency in clinical
setting; OR
* Has completed competency number of times.

3 « Competent; meets entry level requirements; OR
* Prepared to perform competency with job-entry supervision; OR
* Received theoretical knowledge and participated in real or simulated
experiences; OR

* Has completed competency number of times.

2 e« Partially proficient, needs assistance with difficult parts; OR
* Prepared to perform competency with close supervision; OR
* Acquired theoretical knowledge with limited opportunity to practice; OR
* Has completed competency _____ number of times.

1 + Limited competency; needs continual supervision; OR
. * Not prepared to perform competency; OR
* Acquired no theoretical knowledge of competency; OR
* Has completed competency ____ number of times.
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NOTE: NO testing of students at the postsecondary level to validate competency attainment

. is acceptable.

Both institutions should identify and agree upon the competency attainment level
necessary to receive advanced placement/standing in the postsecondary program.

4. Guarantee of Seat in Program

Statement rega -ing guarantee/no guarantee for student to be accepted into postsecondary

program and any conditions in this guarantee (i.e. space available, if apply by certain date, and
so forth). :

5. Review Committee

Periodic review of the vrogram competencies, articulation process and procedures will be made
by representatives from the school district and
postsecondary institution.

APPROVAL

(Signature of Superintendent/Designee  (Signature of Authorized Personnel)
' (School District) (Postsecondary Institution)
. (Date) (Date)




CHAPTERV - Insert For Model Programs

Agricultural Education
Business Education

Health Occupations Education
Home Economics Education
Industrial Education
Marketing Education

AG-1 to
BE-1 to
HO-1 to

HE-1 to

IE-1 to
ME-1 to

AG-84
BE-68
HO-194
HE-150
1E-68
ME-136

Please Insert Specific Programs for each Vocational Service Area Here




CHAPTER VI - Advisory Council(s)

“It may come as a rude shock to some educators, but the fact is that the jobs are made
byindustry not the schools. Too many educatorsisolate themselves in the classrooms and
school shops and teach as they believe a subject should be taught with no consideration
of industry, its changes, or its needs for training in new unit designs. Educators too often
develop a ‘know-it all’ attitude and as a result, do not communicate with industry. Also,
there are those who are afraid industry will find out just how much they don’t know about
the subject. The very idea ‘that more selling needs to be done to industry so they will
welcome our graduates as new employees’ is absurd. If the school keeps in step with

industry’s needs, then industry will be waiting with open arms for all the graduates that
education can produce.”

Reprinted from the American Vocational Journal

This chapter contains information and suggestions designed to assist the school administrator and
instructor to effectively and efficiently organize and continue to work with a local advisory council for the
purpose of providing the best and most up-to-date instruction possible.

Types of Councils

Advisory councils are organized and meet at frequent intervals for the purpose of assisting educators in
providing quality, up-to-date, and relevant vocational instruction. Two types of councils, general and
program advisory councils, assist education agencies in secondary schools and community colleges.

The Code of Iowa, Section 258.9 states that institutions receiving federal or state vocational education
funds sHall, as a condition of approval by the State Board, appoint a local advisory council composed of
public members with emphasis on persons representing business, agriculture, industry, and labor. The
State Board shall adopt rules requiring that the membership of local advisory councils fairly represent each

gender and minorities residing in the school district. Members of an advisory council shall serve without
compensation.

General (or Overall) Advisory Council: The purpose of this single overall council is to assist the local
school administration in its effort to coordinate all vocational programs. The concerns of the general
council are more global and address such matters as community labor demand in general occupational
areas as well as specific occupations. They recommend new offerings which shou:d be provided inaddition
to the existing program offerings. These councils use the findings and recommendations of the program
councils in their deliberations. These councils usually make policy recommendations to the local school
administration based on identified unmet needs who in turn may pass those recommendations on to the
local boards of education. This council may consist of program advisory council members, otherinterested
parties representing the community, or any combination of these two groups.




Program (or Occupational Specific) Advisory Council(s): The purpose of these councils is to assist the
local school administration, board, and instructor in their efforts to plan, develop, evaluate, and keep
contemporary a single vocational program.

Responsibilities

General Responsibilities and Composition of Local Advisory Councils: The purpose of both the general
and program councils at the local level is to assure continual relevance and updating of vocational
‘programs. Expert advice developed in dialogue among council members representing employers,
employees, and the general public can contribate to program relevance and updating when this advice is
conveyed to those in the educational system and the community through deliberations focusing on
common needs and goals. Activities in which councils are typically involved include advising on:

* needs for pre-employment instruction;

* career planning;

s career orientation;

* personal development;

* vocational placement;

* curricula planning for occupational preparation;

* sources of resource persons of presenters;

* projects or activities used to teach a body of knowledge;

* identification of sources of teaching materials and equipment.

Educator Attitudes Toward Courcils: The attitude of the instructor and/or administration towards the
council is a major determiner of the degree of benefit that will be accrued from council deliberations. The
school staff, administrators, and board members should view advisory councils and their members as a

valuable resource of community volunteers who are dedicated to cooperating in the provision of high
quality programming.

Council members should be viewed as contributors to successful and contemporary education operations.

Keeping with this philosophy, educators should observe anumberof principles in establishing and working
on a continuing basis with the councils.

Memberships

General (Overall) Advisory Council: Due to its role of advising the school administration on the overall
direction for vocational programming, the membership background of the council must be sufficiently
broad so that the best thinking of the community results. For this reason, the size of the council seldom
numbers less than 10 members and often includes up to 20 persons. Rarely do members of the program
councils serve on the overall council.
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Due to the visionary role of the overall council, the backgrounds of the members should represent, as nearly
as possible, all facets of the employment community; in addition, there should be members who represent
those sectors which have concerns about the human development of the individual and economic
development of the community. Usually the number of employees serving on this type of council are fewer
innumber than employers. Itis required that representatives on this council include the sectors of business,
industry, labor, and agriculture and fairly represent each gender and minority. The majority of members
of the general or overall councils are persons who are knowledgeable about various employment trends.
The membership of the general advisory council may include representatives from social service agencies,
various activist ethnic groups, employment agencies, federally funded employment and training efforts in

the area, and the like. ‘Membership of the council should be reviewed to assure membership is gender
balanced.

Program Advisory Council: Vocational educators have found thateffective program councils seldomhave
fewer than five (5) members nor more than 15 members. The Code of Iowa, Section 258.9, is intended
to cover the general, overall council. Institutions utilizing program councils should make every effort to
get fair gender representations, but require the balance of gender on the general advisory council. If there

is only one council as both a general advisory council and the program advisory council, then the gender
composition must be balanced.

Nominations and Appointment: Although nominations are welcome from any source, the membership
of a council will most likely be nominated by the instructor, appointed by administration, and acknowl-
edged by the board of education. After the council has been operational and when changes in membership
are necessary, recommendations for replacement members should be solicited from the council.

In the case of the initial appointment of an advisory council, usually one-third (one or two years) program

of activities and eachmeeting should be preceded by the mailing of an agenda which is keyed to the program
of activities.

Vocational educators agree that practicing professional educators should not serve as advisory council
members. Philosophically, this is counter productive because it creates a situation whereby educators are

advising educators. The purpose of an advisory council is to broaden the base of community involvement
in the education enterprise.

The candidate lists for membership of vocational program advisory councils are usually assembled by the
vocational instructor. Where a program council exists, the instructor should request that the present
membership suggest names of candidates to fill future vacancies on the council. When the candidate lists
are assembled, the instructor should review it with the appropriate administrator, who will express his/

her preference. The instructor should then contact the preferred candidates to ascertain their interest in
and ability to serve on the council.

The appointment of members (new or replacement) should be made by official action of the school chief
administrator and, in some cases, the governing board. Doing so gives stature and recognition to the
individual and impresses him/her with the importance of council membership.

The appointment of a council member to two three-year terms seems to be a common practice. Rarely
does a council member serve more than six years, since this limits the opportunity for expanding the
commmnity's base of knowledge about the program.
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Organizing For Effective Council Operations: Beyond the bringing together of agriculture, business,
industry, labor, and the general public, the vocational program advisory council and vocational general
advisory council have as their main responsibility that of reviewing current program content, competency
validation, operations, and making recommendations of needed program changes. The school personnel,
in turn, will take the recommendations under advisement and will put into action those recommendations

for change approach by the administration and governing board. Following is a diagram illustrating a
model sequence of events:

review program content discusses and deliberate Sformulate advice on
and information new directions new directions
Advisory Council
forward advise is writi::g
action is taken O School Personnel and orally to school
and personnel and possibly
report is o Superintendents and possibly the board of education
submitted
A Advisory Council and School
Personnel ( study
recommendations,
information is studie identify plan of action
and policy is enacted " present and/or alternatives;
to prepare costs
administration projections
and possibly the —/

board of education

While the illustration may be too structured for some program council operations, it is presented to
illustrate the point that the council efforts should be treated in a serious manner by those involved in the
day-to-day education operations and by board members.

Orientation of Council Membership: The school adininistration should acquaint all councils with the total
education program of the school, and more specifically, the breadth and scope of the vocational program
and how the specific mission of the school system attempts to fuifill these goals with the local education
program. Time should be spentdiscussing how the system or school attempts to meet the individual needs,
interests, aptitudes, and abilities of the student with specific reference to the role of the vocational program.
It should be made clear to the council members that the school’s role in human development is to help the
individual develop his/her talents and abilities to the maximum level possible. Many students, for numerous
reasons, will be able to develop their aptitudes and abilities to the highest level in a vocational program
while developing competencies which will help them secure employment.
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The council should be exposed to the. concepts of its role as it relates to the role of the instructor,
administrators, and the board of education. The council should be given every respect as a group of lay
experts from the community assembled for the purpose of suggesting ways in which the vocational
program can be improved. Theresults of the council's deliberations should be conveyed to the appropriate
level in the school operation. Because of their commitment of expertise and time, the council is due the

courtesy of a response either signifying action or reasons for non-implementation.

Orientation

Resource Information For the Council: Many who have worked effectively with local advisory councils
have found that providing the members with ahandbook is an effective tool in gaining greater involvement
of the members. This gives them a condensed summary of pertinent information to use as a reference in
their work. The contents of the handbook usually include: '

e program competencies;

e program curriculum;

* inventory of major instructional equipment;

* equipment status studies;

» program budget;

* table of organization of the school district;

» space for the two or three year “program of activities” of the council; -

 space for a calendar of council meeting dates (sometimes enfolded in the program of activities);
 directory of the membership of the governing board;

» space for council minutes;

 space for advisory reports of the council and the responses from the school personnel;
 space for “others.”

A review of the contents of the handbock during the orientation is useful in providing the new council
members with the “big picture” of the current status of the vocational program.

Such information will allow the council member to study information pertinent to the program and may
reduce future council meeting time spent on the review of background information.

Officers and Members

When a new council is formed, a professional educator usually facilitates the first meeting and acts as a
temporary chairperson for the purpose of electing a chairperson from the membership of the council.

Chairperson Responsibilities: The chairperson of the council has specific responsibilities of which the
following are generally considered to be most important.

1. Preside over meetings.
2. Representing the council at official functions and meetings.

3. Encouraging participation at meetings by being the discussion or conference leader, and setting
the tone and conduct of the council.
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4. Assigning council positions with the advice and consent of the council.

5. Understanding the council’s role.

6. Organizing and appointing work committees within the council with the advice and consent of
council members.

7. Assisting in identifying the council goals, objectives, agendas, calendar and dates in conjunction
with council members, instructors, and school administration.

The chairperson is only as effective as the council members. The members also have accepted
responsibilities to assure the council performs the needed advisory activities.

Member Responsibilities: The active involvement of members at each meeting tends to encourage their
attendance and participation. The greater the attendance and participation, the greater potential for
constructive and practical ideas for program improvement. Council participation is based on organization

before each meeting by the chairperson and the staff support person from the school. Council members

themselves have responsibilities of which they should be aware when they accept appointment to the
council. These include:

1. Attending meetings whenever possible, fully understanding the intent of the meeting

2. Suggesting agenda items and developing those items before the council meeting, including
researching the items.

3. Helping the council set its goals, objectives, agendas, calendar, and meeting dates.

4. Familiarizing themselves with the educational system: its organization, its governance, its
finances, and how the vocational program(s) fits into the educational system.

5. Abstaining when a conflict of interest is possible, whether political, personal, or with some other
self-benefiiing activity.

6. Representing the council at official functicns and meetings.
7. Taking action on council activities and documents

8. Accepting council committee appointments.
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Organization

Council Program of Activities: Community representatives who volunteer their time and knowledge to
serve onan advisory council expect to be asked to deal with substantive issues. Secondly, they also expect
to receive suggestions and participate in the determination of the program of activities in which they will
be involved. Thirdly, they expect that the educators who provide staff support for the council operations

‘will work with the chairperson of the council to have arrangements made for the orderly and efficient

conduct of meetings so that unnecessary amounts of time are not spent at meetings due to inefficient
operational procedures. Therefore, each council should have a long range (one or two years) program

of activities and each meeting should be preceded by the mailing of an agenda which is keyed to the
program of activities.

The program of activities is alisting of issues with which the council will deal in the future. Often the council
and educators, working cooperatively, make a best estimate of the amount of time that might be required
to deal with each issue so that projected meeting dates are attached to each item contained in the program
of activities. Some items often found on the long range program of activities for a council are:

* review program competencies;

* review curriculum content included in the program;

* review teaching projects or activities used to build competency;

* review equipment, tools, supplies, and materials available for instruction;

* review the program budget;

review vocationally oriented guidance (career awareness and exploration) opportunities;
* review opportunities for technical upgrading of teaching staff;

* review recruitment and placement procedures;

* identify supplemental education needs; and

* others.

Agenda: The council meeting is a precious piece of time during which the instructor/administrator must
get as much information from the council members as possible; therefore, considerable planning should
be utilized before a meeting is called and held. The following suggestions might help make the council
meetings more productive and informative for members and staff alike.

The following is suggested for the council: Hold at least semi-annual meetings to discuss the condition
of the program. Three or four meetings per year may be needed if conditions require. Donothold ameeting
without well identified and defined issues and needs. It is suggested that the agenda for each meeting

contains time for a report on a major item or concern of the vocational (general or program) advisory
council.

The agenda for each council meeting should be mailed well in advance of cach meeting (two weeks is
recommended) as a reminder to the members of the meeting. Necessary “back-up” or study materials
relating to the agenda items should be included with the agenda or referenced to the council handbook.
Some believe that phone call reminders several days befere the meeting are helpful in increasing

attendance. Having students complete this task will (1) impress the council members, and (2) helpdevelop
the student’s self-confidence.
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The final responsibility for the approval of the agenda rests with the chairperson, although, the school staff
support person works with the chairperson in the preparation of the agenda.

A meeting environment which is informal invites all members to contribute to discussion. Seating for the

council meeting should be arranged in a circular or rectangular fashion. This configuration promotes a
psychological encouragement to participate in discussion.

Last, but not least, stick to the agenda. If sidetracked, valuable time and energy will be lost resulting in
bored members and may result in poor attendance in the future.

Arecord of each council meeting should be kept. Immediately following the meeting the minutes should
be developed, typed, and duplicated for distribution to the members.

Council Support

Services: In order for acouncil to function effectively, a certain amount of preparatory work is necessary
to set a constructive and efficient atmosphere for council involvement. Throughout this chapter are
suggestions for techniques and devices which, on the surface, may appear to involve substantial time,
butinfact,donotrequire alarge amount of effort. All of these, whenexecuted, will pay sizable dividends
in program quality in the future. The more important of the suggested processes include:

1. The appointment of council members by administration and in some cases the board;
2. Developing a council handbook;
3. Involving the council in developing a program of activities;

4. Developing a draft agenda and reviewing it with the council chairperson prior to mailing it in
advance of the meeting;

5. Recording council deliberations; and
6. Preparing and distributing minutes to establish a public record of council efforts.

The person most knowledgeable about school/program operations is likely to be the instructor and/or

program administrator. As a result, the council members will look to them to provide suggestions for
council operations.

The school representative should be considered a resource person and should provide staff support for
the chairperson. The school representative must realize that he/she should not be considered a regular
member of the council and should not serve as chairperson.

Specific a. ‘on which school personnel should take includes the identification of potential issues and
topics to be considered by the council for its program of activities. The school personnel should conduct
themselves in a manner that the council considers them the best resource for back-up information on
matters to be studied by the council.



To reiterate, the responsibilities of the school representative include functioning as a resource person to
the chairperson and council members. As assistant to the chairperson, he/she develops suggested
substantive goals and objectives for the council’s program of activities. These suggestions for council
operations should be challenging to the members, but not overwhelming.

The school representative also functions as a clerk to the chairperson. Thisrequires the taking, preparing,
and distribution of council minutes, mailing meeting notices, and general information. The school
representative should also assist the chairperson in the preparation of proposed council agendas and
program of work.

Recognition
It only seems reasonable that the school systems which have the benefit of the expert advice from
community volunteers who serve on vocational advisory councils should provide some visible symbols

of expression of appreciation for the valuable services that have been rendered. These symbols of

appreciation are presented in many forms. As many of the following as possible should be used to say
“thanks.”

1.  Atthe beginning of each term of service, present the council members with framed certificates of
membership which can be displayed in their workplace or home.

2. Use member names to identify major comments in minutes.
3. At meetings, verbally recognize member contributions.
4. At meetings, report on the adoption of committee recommendations.
5. Send personal letters to council members in recognition of their advice and recommendations.
6. Invite members to visit the program to observe the implementation of their recommendations.

7. Invite members to attend events, such as, a ground-breaking, local vocational association
meetings, etc.

8. Introduce members at other vocational education meetings.

9. During a dinner at the end of the school year, present a certificate of appreciation, signed by the
school board president, to members who are leaving the council.

10. Following each council meeting, send a.brief news release, with pictures if possible. to the local

newspaper. The news release should contain a summary of issues discussed and conclusions
reached.

11.  Duringthe annual programor school open house (preferably during national Vocational Education
Week in February have a brochure printed listing the council membership and objectives and
activities of the program.
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12. Hang a framed picture of the council in the classroom, identifying the name and purpose of the
group.

13. Have the council’s picture included in the school yearbook along with that of the students in the
program.

14. Others.

Summary

Vocational instructors who effectively manage their laboratory and classroom instructional activities
generally begin planning for their next year of instruction midway through the current year.

Because of the openness of the educators, the council members analyze the conditions from an unbiased
and objective point of view and formulate recommendations for the purpose of keeping instruction
contemporary. School personnel acknowledge this advice and implement the recommendations to the
greatest extent possible. The extensive involvement of the community results in mutual respect between
the educators, the community, and an improved educational program for the students.

Revised with permission of the State Council on Vocational Education
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CHAPTER VII -Integrating Academic & Vocational Education

Introduction

The increasingly technical nature of our society has heightened the need for a skilled work force effective
inusing new forms of technology. Butsuccessintoday’s workplace requires more than the ability to adjust
rapidly to changing technologies. It also requires the possession of solid academic competencies.

The integration of academic and vocational education is an educational reform supported by the policy
makers of the 1990 Carl Perkins Amendments, which require that federal money be spent on programs
that “integrate academic and vocational education. . . through coherent sequences of courses, so that
students achieve both academic and occupational competencies” (section 235). Also, subrule 12.5 of the
Iowa Vocational Education Standards and Requirements, calls for vocational education programs, that
along with many other requirements, “shall reinforce basic academic skills.”

WHAT IS INTEGRATION?

Integration of academic and vocational education is defined in many ways using many terms. Interdis-
ciplinary education, applied basics, applied academics—all have been used to describe the idea. Basically,
integration is a rather broad concept which entails the blending together of concepts, principles, and
content from academic disciplines (e.g. Fnglish, mathematics, science) with context, applications, and/

or skills from vocational area (i.e., industrial education; agriculture; home economics; business/office;
marketing; health occupations).

Due to the separation between *“vocational” and “academic’ education which has existed and grown over
the years, there is confusion over exactly whatintegration is and represents. It has been viewed essentially
"as a curriculum issue and a teaching issue. To this point, the field has treated it primarily as a curriculum

issue and has responded by developing or modifying curricula. Both issues must be addressed to
accomplish the goals of integration.

The two ways integration has been sighted are: 1. integration of programs or curricular content, 2.
integraticn of personnel. It should be noted that in each of these, integration can occur by one of three
means: 1. vocational education into general education, 2. general education into vocational education,
or 3. general education and vocational education integrated simultaneously into both delivery systems.
Thus, the integration of vocational and academic education offers an opportunity to bridge the gap
between academic and vocational education by providing a holistic approach to the educational system.

New Basic Skills Defined

Basic skills are often defined as skills that were once referred to as the academic skills of reading, writing,
and arithmetic. However, studies conducted during the last decade have focused on a broader definition

of basic skills. The lack of these “new basic skills” has been associated with America’s decline in
maintaining a competitive edge.
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As part of the U.S. Department of Education project that funded the development of curriculum, an
extensive literature review was completed: Integrating Basic Skills into Vocational Teacher Education
Curricula; Review of Literature, (Gloeckner, G., Cobb, B., Love, C., & Grant, B.). One goal of the
literature review was to provide an operational definition of the “new basic skills” for vocational teacher
education. The authors sought to answer the question, what knowledge and principles in
liberal arts and occupational skill training help lead to success 1in
work, family and education? The literature supported ten categories of new basic skills. In

curriculum, the new basic skills are defined as the knowledge and skills associated with these ten .
categories:

1. Learn to Learn

2. Reading, Writing, and Mathematics

3. Communication

4. Adaptability (creative and critical thinking and problem solving)

5. Personal Management (self-esteem, goal setting/motivation, and personal/career development)
Group Effectiveness (interpersonal skills, negotiation, and teamwork)

Influence (organizational effectiveness and leadership)

Technology

v e NS

Science

10.Home/Family Management and Relationships

Models of Integration

Because there are varying purposes, goals and desired outcomes for integrating academic and vocational
education, various innovations and practices are being initiated in secondary and postsecondary
institutions across the United States. These models have many variations and suggest new ways for
educators to think about integration and about practices that can best help them meet the challenges of

reform. A brief description of the secondary an- postsecondary models, along with their respective
benefits and limitations, is provided here:

Models for Secondary Integration
1. Incorporating more academic content in vocational courses

This approach involves vocational teachers in modifying vocational courses to include more
academic content. Benefits include the potential of increasing the academic capacities of students
to meet the technical requirements of business, ease of adoption, and limited additional expense.
However, this model does not eliminate the segregation of vocational and academic courses,
teachers, or students nor does it affect the academic or general tracks.
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2.

Collaborating of vocational and academic instructors to enhance academic competencies
in vocational programs

In this model academic instructors cooperate with vocational instructors in curriculum develop-
ment and/or teaching to include more academic content in either vocational courses or related
applied courses. Benefits include the presence of academic instructors within a vocational
program to highlight the importance of academic material and to supportive services to various
students. Another benefit is that this model allows for team teaching which can give an added
dimension to studentlearning. A limitation of this model is that it requires resources to fund such
programs. It also continues to segregate students in vocational oracademic tracks and offers some

students a relatively low level of academic skills. Schedulmg time for instructor collaborating is
also a major limitation.

Making academic courses more vocational relevant

This model involves academic instructors in modifying courses or adopting new courses to include
more vocational content, (for example, adopting applied academics). Benefits of this model are
that off-the-shelf curriculum materials are available and a coherent sequencing of courses is
possible. Limitations of this model are that it changes academic courses but does impact vocational
programs, nor does it encourage cooperation between vocational and academic instructors.

Aligning Curriculum: Modifying both vocational and academic courses

This approach is designed to change the content of both vocational and academic courses and to
consider the sequence of courses rather than viewing courses as individual and independent
offerings. It requires cooperation between academic and vocational instructors and fosters team
efforts. Benefits of this model are its flexibility, low costs, and potential for coordinating existing
instructors and courses rather than requiring new high school configurations. It is an attempt to
create a coherent sequence of courses for vocational education students rather than modifying
existing individual courses that are independent of each other. A limitation is the time needed for
academic and vocational instructors for planning and modifying the courses to fit the sequence.

Using the senior project as a form of integration

This approach involves both academic and vocational instructors in organizing curriculum around
student projects. Schools which have instituted senior projects often require a research paper, a
physical project, and an oral presentation. Such projects force students to integrate their learning
from different courses, including the capacities learned in vocationally oriented workshops. The
collaboration of instructors in developing new courses or modifying content is the primary benefit.
Limitations are that several schools with senior projects have found it necessary to revise their
curricula in order to better prepare students for independent study during their senior year, and

to provide staff development for instructors who will be working with the students on independent
study.
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6. Developing an “Academy”

In this model, the “academy” is often referred to as the interdisciplinary approach or the “school-
within-a-school” concept. Four instructors typically collaborate and team teach in math, English,
science, and the vocational service area. Each group of students studies these subjects with the
same team of instructors for two or three years in the Academy and takes all other subjects in the
regular high school. Benefits are close relationships between instrtictors and students, smaller
class size, instructor commitment to the Academy model, and connections with firms who are
linked with the program, providing students with additional motivation, mentors, and internships.
This approach is especially helpful to members of special populations who may need special
supportive services. This model offers substantial opportunity for both horizontal and vertical
alignment as instructors can coordinate the topics they teach and adjust the sequence of topics over
time. Limitations are that students are {frequently segregated in the same ways evidenced through
tracking, the process is costly, and it requires restructuring.

7. Organizing occupational and magnet schools

Occupational high schools have been relatively successful at integrating vocational and academic
education, particular when instructors keep in mind the goals of the school and the ambitions of
the students. The benefits of having occupational high schools include the potential alignment of

all courses with emphasis on specific occupational areas and opportunity for academic and
vocational instructors to collaborate.

8. Clustering occupational “career paths,” and occupational majors
p

Occupational clusters can be used within both comprehensive high schools and specialized
vocational schools. Instructors usually belong to occupational clusters rather than conventional
academic or vocational departments, thus facilitating collaboration. Benefits include the creation
of coherent sequences of courses thatencourage students to think about occupational early in their
high school careers and bringing together of students from very different backgrounds and with
varied ambitions. The career paths offer opportunities for contact with potential employers and
with educators at postsecondary institutions. A limitation of this model is that it requires a school

with a well-developed vocational program that provides substantial offerings in each of the
occupational clusters.

The appropriate model for each district, school, and area must be determined after considering existing
programs, local labor markets, and student needs.

Integration at the Postsecondary Level

Postsecondary vocational programs are usually integrated by design: that is, most institutions outline
programs of study for Associate degree programs (and even shorter certificate and diploma programs)
which incorporate both a coherent sequence of vocational courses and related academic courses. Inthat
sense the entire program may be integrated—though individual courses are independent of other courses.
Seven different approaches or models of integration have been identified:

1. General education requirements

The majority of institutions have general education requirements for students enrolled in Associate
degree programs. Most of these use a “menu-driven” approach where students choose from a
menu of general education courses without any assurance that the courses chosen are related in
any way to the student’s occupational area. This approach places all the burden on students for
making connections among the content of the various courses. Some colleges make recommen-
dations to students about which general education courses they should take, depending on their
occupational area.
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2.

Applied academics courses

The second most common approach has been the development of applied academics courses such

as technical math, technical writing, business math, business communications, etc. In all cases,
there is an attempt to mold the academic content to occupational areas. The level of occupational
specificity varies. Forexample, some colleges offer a course such as technical math for all students
in all occupational areas; on the other hand, courses for specific cccupational areas (applied math
for nurses) are offered. Most often an academic instructor teaches these applied courses, rather
than a vocational instructor. There are relatively few examples of team teaching in community
colleges, though there may be collaboration inthe development of curricula. The parallels between
applied academics courses at the secondary and the postsecondary levels are strong, except that

postsecondary courses are generally locally developed, rather than developed by a national
consortium or a state.

Expanded vocational courses

Applied academics courses introduce occupational applications into academic subjects, while
expanded vocational courses include more “academic’ material in the vocational courses. There
are only a few examples of this practice; the most common is the development of units on ethical
issues for courses in industrial engineering, mechanical engineering, and business courses.

Cross-curriculum efforts

A number of colleges have established “writing across the curriculum” programs, encouraging
instructors in all areas to include more writing. A few colleges have adopted “communications
across the curriculum,” and others have developed “math” and “reading across the curriculum.”
Because the subjects of these cross-curriculum efforts are all “acaderric,” they present another way
of incorporating more academic content into vocational programs, which may be supported by the
colleges through workshops, curriculum materials, and examples. Participation in such cross-
curriculum efforts is usually voluntary, but some individual colleges have made it mandatory.

Tandem courses

Colleges may develup courses designed to be taken at the same time. Forexample, a college paired
anIntroductionto Human Services and a specific writing course oriented to the needs and concerns
of those in the human services program. Other examples of correlated courses, include a drafting
course incorporating study skills, and a social science course entitled, “Cultural and Racial Issues
in the U.S.” paired with “Introduction to Fiction” exploring many of the same issues.

Cross-disciplinary and hybrid courses

A number of institutions have developed individual courses that combine an “academic” subject
with occupationally-oriented issues. Examples included courses about the literature of work, one
entitled “Working in America’; and another “Science and Technology as Themes of Literature”;
courses with titles like “Society and Technical Change, History of Technology,” and “Technology
and Human Values”; and courses like “Ethical Dilemmas in Modern Society” that include ethical
issuzs in the workplace and those caused by technical advances. While they may look like the kinds
of courses that would belong in a general education program, effort has been made in these hybrid
courses to make themespecially relevant to occupational students. Some hybrid courses have been
funded with external resources, often from the National Endowment of Humanities.




7. Vocationally-oriented remedial programs

A final approach has been the development of remedial (or developmental) programs that use
vocational content to teach basic reading, writing, and math, (in contrast, conventional remedial
or developmental courses are completely unrelated to both the vocational and academic courses
which presumably follow them). A general introduction to modern technolegy and technical
processes may be used to teach basic skills; another provides remediation in a health-related
program. These are interesting for several reasons: they are efforts to combat the lack of interest
in conventional remediation programs which have very high dropout rates; and they can be
interpreted as efforts to “contextualize™ basic skills instruction, an approach which is widely
thought to be more effectivé than conventional teaching.

There are many models for integration at the postsecondary level. The use of model number one general
education requirements and model two applied academics courses seem to be the integration models

commonly used at the postsecondary level. However, those models do not appear to be ideal forms of
integration.

Potential Outcomes of Integration

There are many assumptions about what benefits will accrue from integrating vocational and academic
instruction. Some of these assumpticns are:

* Student academic achievement will be improved

» Students will be more motivated and attentive

* Students will remain in school until graduation

* Disadvantaged students will show significant improvement in student performance
* Graduates will be better equipped for the work force

While it is still early and evidence concerning outcomes is incomplete, what is available gives cause for
optimism. Significait gains in student academic achievement have been reported by the Southern Regional
Education Board Schools through their consortium activities, as listed in their publication, “Making High
Schools Work Through Integration of Academic and Vocational Education.”
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Pianning For Integration

For integration to be truly effective, to be more than a short term response to a state or federal requirement,
people must believe in the concept ¢ integration and be motivated to implement various models.

Planning for integration requires three basic resources: people, time, and materials.

‘People:

Time:

Materials:

Staff representing the disciplines to be integrated will probably be responsible for planning
the activity. Deciding who should be involved in planning an innovation such as this is a
difficult proposition, at best. Obviously, persons planning anintegrated activity should buy
into the concept. Therefore, voluntary participation has proved workable. If feasible,
some schools offer small stipends or extra preparation time as incentives.

Initial planning must occur well before the activity (anew course, forexample)istobegin.
Typically, staff are paid to develop courses. This initial time investment must be followed,
however, with added preparation time once the course is initiated. Collaborative
relationships between vocational and academic instructors must be initiated and main-
tained in order for meaningful integration to occur.

In order for different disciplines to be integrated, common content, or theory and
application, must be properly combined. Working together, through the collaborative
approach, instructors with expertise in different areas can select the appropriate instruc-
tional and resource materials, such as textbooks, learning activity packets, and curriculum
guides.
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Resources For Integration Materials

Agency for Instructional Technology
Box A

Bloomington, IN 47402-0120
1-800-457-4509

(812) 339-2203

American Vocational Association
1410 King Street

Alexandria, VA 22314
1-800-826-9972

Center for Occupational Research and Development
P.O. Box 21689

Waco, TX 76702-1689

1-800-231-3015

Fax (817) 775-3906

National Assessment of Educational Services
Educational Testing Service

Rosedale Road

Princeton, NJ 08541

1-800-551-1230

New Designs for the Comprehensive High School
R350 VoTech Building

1954 Buford Avenue

St. Paul, MN 55108

(612) 624-1705

Fax (612) 625-6277
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CHAPTER VIII - Special Populations

Overview of Special Populations

It is expected that students who are members of special populations will increase their enrollment in
vocational educational programs for the rest of this decade and on into the 21st century. The challenge
for vocational instructors, administrators, and counselors will be to provide students the maximum
opportunity to reach their potential in the most infsgrated environment possible. This challenge can be
helped by providing students with the support services necessary to meet their needs.

A resource guide, The Support Services Guide for Special Populations, was designed to help vocational
educators work with the variety of special populations entering vocational programs. No single resource
guide can answer all the questions that face educators today, but this guide was designed to help instructors
by providing examples of methods that have been used and work with special populations. It is hoped
that this guide will not only provide solutions to problems that instructors face, but also become a catalyst
for additional ideas to address needs in the classroom.

Assessment

One of the first challenges that face vccational instructors is how to identify those students who need
support services and in what areas they need assistance. Notall students are readily identifiable as students
with difficulties. Determining which students have special needs is not easy and may take considerable
time before their needs become apparent. The difficulty in determining students’ barriers can be overcome
if the students are assessed to determine where they need assistance.

Assessment can be helpful not only to help place the studentina program, but also to pinpoint areas where
the student needs extra help. Armed with this information, the instructorcan plan ahead and arrange tutors
or curriculum modification for a particular student. Chapter four of the Support Services Guide covers
tne importance of assessment for students. Instructors not only need to determine where a student may
face problems, but also what strategies are needed to help the student succeed in the vocational program.

Students may also be assessed to determine which learning styles work best with them. Instructors may
want to use the exercises in Chapter four that indicate a student’s favored learning style. Instructors can

then consider making accommodations in theirteaching style that may help students better understand and
comprehend the material.

Special Populations Categories

There are several identifying characteristics of students who are members of special populations. Listed
below are the major categories of special populations with brief descriptions in each category. For

complete definitions of special populations, instructors will want to refer to Chapter one of the Support
Services Guide or refer to the glossary in this Management Guide.
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Definiticns

Disabled

Includes individuals who are mentally disabled, hard of hearing, deaf, speech impaired, visually disabled,
learning disabilities, or have other health impairments that do not allow them to be successful in their
vocational education programs. This definition includes all special education students and non special
education students who have a verifiable disability or are regarded as having an impairment.

Disadvantaged

Academically Disadvantaged — Includes individuals who score at or below the 25th percentile on a
standardized achievement or aptitude test, who achieve grades below 2.0 on a 4.0 point scale, or fail to

maintain minimal academic competencies (includes dropouts and potential dropouts). This term does not
include individuals with learning disabilities.

Economically Disadvantaged — Includes individuais or their families who: are eligible for Food Stamp
programs; qualify for Aid to Families with Dependent Children; are eligible for free and reduced school
lunches; participate in JTPA programs; are considered low income by federal standards; are recipients of
Pell Grant programs or other need based financial assistance. Migrants are often classified under
disadvantaged or under LEP. This definition also includes foster children.

Limited English Proficient (LEP)

Includes individuals who were not born in the United States; whose native language is not English; or who
grew up in environments where English had not significant impact and by reason there of, have difficulty
speaking, reading, writing, or understanding the English language. Migrants are often classified under this
category or under disadvantaged.

Non-Traditional

Includes individuals enrolled in vocational programs not traditional to their gender (e.g., males in office
education, females in auto mechanics).

Criminal Offender
Includes individuals who are charged with, or convicted of any criminal offense.

The previous definitions are based on the Carl D. Perkins Vocational and Applied Technology Education
Act of 1990.
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Support Services For Special Populations

Vocational instructors for years have worked with students classified as special populations and have been
very successful with these students. They have dedicated extra time, effort, and support to help these
students complete their programs. Vocational programs have often been the most attructive educational

programs for special populations because of the hands on application and the personal attention from
instructors.

Vocational instructors, while not always identifying students by special population categories, have
applied effective teaching practices depending on student’s needs. They have applied extra help, patience,
and understanding when working with students with special needs. If a student had a hearing disability,
the instructor placed the studentin an area that provided the bestlistening abilities. If astudenthad a visual
problem, the instructor made sure that there was proper lightening where the student worked. Often,

physically disabled students needed only minor modification of a desk or a chair to attend and participate
in a vocational classroom.

Some students are helped by having academic prompts such as key words or concepts emphasized and
underlined. Instructors may want to develop outlines of their material and pass them out to students.
Instructors may want to use peer tutors to work with students who are having difficulty mastering the
material. Schools may have special funds set up to help students who are economically disadvantaged and
pay for needed materials and supplies. Vocational instructors have used a variety of media aids such as
videos, films, transparencies, charts, diagrams, etc., to help students grasp the intricacies nf what they are
teaching. The important thing for instructors is to be aware of the variety of problems facing students and
open to new ideas and accommodations to enrich their programs.

The challenge for many vocational instructors is to provide the least restrictive environment for students
with special needs. Chapter eight of the Resource Guide is designed to provide instructors with a variety
of classroom accommodations that can help when working with specific students. Vocational instructors
will want to refer to this chapter over and over again for ideas and specific accommodations that work

with students. This chapter will also act as a catalyst to help instructors think of new ideas and strategies
to work with students.

Individual Education Plan (IEP)

Federal law requires that all special education students have an individual education plan (IEP) that lays
out the course of study for each student. Vocational instructors need to become more involved in this
process and help plan some students IEPs. There needs to be greater collaboration between the committee
members who develop the IEP and the instructors who teach the student. Chapter five and six of the
resource guide talk about the IEP process and the importance in developing a team approach. Most
important, however, is for the vocational education instructor and the special education instructor to work
together to plan the most effective teaching program to help a student.

(]|
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Notification

The Perkins Actrequires that each local educational agency provide students who are members of special
populations and their parents information on vocational educational programs. This information must be
provided one year before the students are available to enter the program, but no later than the ninth grade.
Chapter two of the resource guide presents several methods that can be used to notify students and parents

of vocational opportunities. This chapter will help schools design a plan for notification and recruitment
of special populations into their vocational programs.

Additional Areas

There are many other areas that are covered in the resource guide. Additional chapters cover topics on
confidentiality, working with other agencies, counseling and career development, transition, and
evaluation. Every educational agency will receive a copy of the guide. The guide is packed with ideas,
examples, and methods that can help the instructor make a difference with a student.
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CHAPTER IX - Equity
Building Equity into Vocational Education

Responsibilities Under the Law

The State of Iowa has been recognized nationally for its leadership in addressing equity issues in public
education. This is best exemplified by the inclusion within the Iowa School Standards (Chapter 256.11)
of a standard requiring that all K-12 school curriculum be provided from a multicultural, nonsexist

perspective. Not only does this apply to curricular practices, it also applies to school policy in ail areas
of education.

OtherFederal and lowalegislation supporta nondiscriminatory approach. The following citationsidentify
some of these laws:

Federal Law

a. Title VI of the Civil Rights Act of 1964 prohibits discrimination against students on the grounds
of race, color or national origin in educational agencies receiving federal funds.

b. Title IX of the 1972 Education Amendments. prohibits discrimination on the basis of sex against
students in educational programs within educational agencies which receive federal funds.

c. Title II of the Vocational Education Amendments of 1976 and the Carl D. Perkins Vocational and

Applied Technology Act of 1990 prohibitdiscrimination on the basis of sex in vocational education
programs.

d. Section 504 of the Rehabilitation Act of 1973 prohibits discrimination on the basis of handicap in
any educational program receiving federal financial assistance.

Towa Law

a. Chapter280.3 - Uniform School Requirements - lowa Code. This chapter prohibits discrimination
on the basis of race, color, creed, sex, marital status or national origin in the public schools of lowa.
All components of the educational program are covered.

b. Iowa School Standards - requiring a multicultural, nonsexist approach to education.

c. Chapter 601A.9 - Civil Rights Commission - Iowa Code. This law prohibits discrimination on the
basis of race, sex, national origin, creed, color, religion, disability and parental/family or marital
status in educational programs in the state of lowa. Itincludes admission andrecruiting, intramural
and interscholastic athletics, employment and all educational programs.
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d. Chapter 280.4 Uniform School Requirements - Iowa Code. This section requires that bilingual

or English as a Second Language programs be provided for students whose primary language is
one other than English. '

This quick review of the major pieces of legislation regarding equity in education reveals that Federal and
State laws are overlapping in some areas. The primary message of these laws is that all education provided
in Iowa is to be equally accessible to all students, regardless of any distinguishing characteristics.

What This Means For Vocational Education

Sex Equity

Within current federal legislation for vocational education, special funds are reserved to promote sex
equity in vocational education and to provide programs to serve single parents, displaced homemakers
and single pregnant women (often teen parents). Language directed toward sex equity in vocational
education has been included in all vocational education legislation since 1976.

The reason for special attention to the issue of sex equity within vocational education is that in the past
there has been a pattern of sex segregation, with only males taking some programs, only females taking
others. In fact, until the passage of Title IX, many vocational education programs were offered only to

one sex or the other (Remember when girls couldn’t take “shop” and boys couldn’t enroll in home
economics?)

Today, no educational program can discriminate on the basis of sex. That means that vocational education
teachers have a responsibility to review and revise how they present material to students, how they recruit
students for their classes, and how they treat students in the learning environment to assure that there is
no gender bias. Research at every level shows that teachers, regardless of their own sex, still continue to
set different expectations (usually higher) for boys than they do for girls.

The outcomes of the lowered expectations for female students include reduced use of natural abilities,
continued sex stereotyping (men are construction workers, women are secretaries), and a loss of skilled

workers because female students have not been encourdged to participate in highly technical education
to the same extent as male students.

Multicultural Equity

Clearly, the requirements of both the state and federal laws mean that vocational educators must also
address access and equity for other underrepresented groups. Another section of this guide is directed
to special populations. The recommendations there may apply to students who are of diverse race/ethnic

background, non-English speaking, or students who are physically, mentally, or educationally disadvan-
taged.

The responsibility rests with the individual vocational education teacher to assure that students from
diverse backgrounds are equal participants in vocational education programs. As in the case of sex equity,
this may mean that a teacher must change how material is presented, how students are recruited, or how
he or she interacts with students in the class.




Teacher Strategies Which Promote Equity for All Students

. The following strategies may help vocational education teachers in providing multicultural, nonsexist
educational instruction. They are based on a wide array of classroom research.

1.

Provide diverse role models in the classroom, at community sites, and on advisory councils
and committees.

When students (and their parents) from underrepresented groups see that they are represented in
each of these areas, they receive a message that the program is for them, too.

Use direct and indirect methods for reducing anxieties of students who come to vocational
labs and classrooms with less background and experience than others.

Because males and female students continue to be socialized in fairly traditional ways, often with
females doing inside activities and males doing outside activities, females may come to a
construction class with less knowledge about the use of tools, for example. The teacher has the

responsibility to assess what additional assistance would help such students. Introductory units
could be revised to cover the use of tools.

Develop special direct and indirect support strategies for nontraditional students.

Research indicates that students enrolled in a program nontraditional for their sex or culture have
a greater chance of success if there is a *“critical mass” of similar students. Anexample of a critical
mass would be 3 or 4 female studentsin a class of 20 students. When the number of students drops
below that, the female students tend to experience a sense of isolation.

Teachers can help provide necessary support by bringing into the class role models from the

nontraditional group to demonstrate that women can be construction workers, men can be nurses,
efc.

Review and supplement texts for accurate, specific, balanced representation of ethnic
diversity, the handicapped, and females.

Today’s textbooks are expensive to replace. Where a textbook does not reflect diversity, the

teacher should call attention to that fact and should supplement the text with material that includes
diversity.

Most lowa schools have text and material selection policies which are intended to address this
issue.
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S.

Provide equitable quantity and quality of attention to all students.

Most teachers believe they treat all students equally. Undoubtedly that is their intent. But the
research clearly shows that teachers, regardless of their sex, treat male and female students
differently. This is also true for students who are ethnically diverse and students with disabilities.

Examples of the different treatment include the following: calling on males more than females;
giving boys more “wait” time when they are called on to give an answer; giving boys both more

negative and more positive reinforcement; and encouraging independence inboys and dependence
in girls.

Staff development programs and materials are available to assist teachers in examining their own
classroom practices. An example is the Gender/Ethnic Expectations and Student Achievement
program. In this staff development program, teachers confront their own biases and learn
classroom strategies which result in true equity of treatment.

Infuse instruction with unbiased career information which includes the status of females,
diverse ethnic/race groups, and disabled persons in vocational education and in fields of

agriculture, business, home economics, industrial technology, marketing, and health
occupations.

Information regarding these issues can be obtained from the U.S. L »partment of Labor. Where

schools or community colleges have sex equity programs, the equity coordinator may also be a
resource.

Infuseinstruction with content about the contributions and perspectives of diverse men and

women in agriculture, business, home economics, industrial technology, marketing and
health occupations.

The National Women’s History Project has a resource catalog which may provide information
about the contributions of women in these areas.

. Provide a multicultural, nonsexist climate through teacher example, expectation, and

support, and through bulletin boards, integrated instructional groups, task assignments,
and unbiased language.

Develop a resource bank of materials which reflect diversity. When students see these on bulletin
boards, they receive a positive message about the contributions of all members of society.

Research shows that when students self select, they often move into sex typed groups. Identify
a variety of ways to form work groups which are more balanced.

Invite an English teacher to class to discuss the issue of gender bias in language. (This also
integrates vocational with academic education.)
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9. Interact with counselors, curriculum committees, and elementary teachers about the goals

and content of the agriculture, business, home economics, marketing, industrial technol-
ogy, and health occupations curricula.

Closer contact with counselors who work with students in course selection may result in both
greater and more balanced enrollment in vocational education classes. Further, counselors need
assistance from vocational educators regarding planning for careers.

Outreach to elementary teachers may provide opportunities for vocational classes to do projects
withelementary students. Thisactivity couldresultinincreased awareness of vocational education
atthe elementary level and in giving vocational education students community service experience.

At a time when there is emphasis on integration of academic and vocational education, active

involvement with curriculum committees regarding both vocational education and equity can be
important.

10.Monitor placements at community training and experience sites todiscourage stereotyping
and widen options and opportunities for all students.

Programs which utilize the cooperative method of instruction or programs which incorporate
workplace learning often place males in traditionally male work and females in traditionally female
work. Ask employers to consider diversity of placement. Assure that they support the
nondiscrimination policies of the school, as required by law.
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Organizations

Council of Chief State School Officers 202-393-1228
One Massachusetts Avenue, N.W., Suite 700
Washington, D.C. 20001-1431

Girls Incorporated National Resource Center 317-634-7546
441 W. Michigan Street
Indianapolis, Indiana 46402

Iowa Commission on the Status of Women 515-281-4461
Lucas State Office Building
Des Moines, Jowa 50319

National Clearinghouse on Women 212-725-1803
and Girls with Disabilities

114 E. 32nd Street

New York, New York 10016

National Coalition for Sex Equity 908-735-5045
in Education

One Redwood Drive

Clinton, New Jersey 08809

National Displaced Homemakers Network 202-467-6346
1625 K Street, N.W. Suite 300
Washington, D.C. 20006

Project on Equal Education (PEER) 212-925-6635
99 Hudson Street, 12th Floor
New York, New York 10013

Wider Opportunities for Women 202-638-3143
1325 B Street, N.W., Lower Level
Washington, D.C. 20005

Women's Bureau 816-426-6108

U.S. Department of Labor, Region VII
911 Walnut Street

Kansas City, Missouri 64106

6

)

66




For Additional Information, Contact:

. Vocational Equity Consultant 515-281-8584
Iowa Department of Education
Grimes State Office Building
Des Moines, lowa 50319

A collection of curriculum materials, program guides and videos relating to sex equity in education
is housed at the following resource center:

Resource Center for Vocational Equity 515-683-5111
c/o Vicki Brown

Indian Hills Community College
Ottumwa, Iowa 52501

6~
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CHAPTER X - Resources and References

The following resources can be obtained by contacting the Bureau of Technical and Vocational Education.

Cooperative Vocational Education Handbook

This publication will provide assistance to the coordinator in the necessary components of offering a
quality program which utilizes the cooperative method instruction. These include training station
development, competency-based instruction in the work setting, training agreements, responsibilities of

the teacher-coordinator and sample forms which were provided from schools and colleges throughout the
state.

Entrepreneurship Infusion Guide

This publication will provide classroom instructors with instructional materials, activities, and a list of

available resources to assist each vocational educator with the infusion of entrepreneurship into each
vocational program area.

Legal Aspects When Placing Students In The World Of Work

This publication provides information on wage and hour laws, child labor laws, unemployment
-compensation and many other aspects which must be addressed when students are placed in an

employment setting in a preparatory experience for pay or in an exploratory experience in a non- pay
environment.

Occupational Competencies

A complete set of state minimum vocational education competencies for the six vocational service areas.
The six service areas are: agriculture education, business and office education, home economics
education, health occupations, industrial education and marketing education.

Support Services Guide For Special Populations

This resource guide was developed to help vocational teachers work with a variety of topics that impact
special populations, including identification of special populations, notification andrecruitment strategies,
ways of coordinating with other agencies, importance of assessment, and the need for the individual
education plan (IEP). The resource guide features support services strategies that can be effective for
different students, the need for transition services, and the importance of guidance and counseling and
career development. The guide was developed for both secondary and postsecondary educators.
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DEPARTMENT OF EDUCATION

. VOCATIONAL EDUCATION
Resource Personnel
TOPIC PERSONNEL PHONE
Agricultural Education Alan O’Neal 515/281-4712
Applied Academics
Applied Biology & Chemistry Jane Muhl 319/335-5319
Applied Communications Jim Fliehler 515/281-4709
Applied Matheématics Jim Fliehler 515/281-4709
Principles of Technology Harold Berryhill 515/281-4711
Work Place Readiness Jim Fliehler 515/281-4709
Articulation Gerald Lamers 515/281-9721
Business & Office Education Don Smith 515/281-4723
Competency Based Education Harold Berryhill 515/281-4711
. Coring Jim Fliehler 515/281-4709
Jayne Sullivan ) 515/281/8488
Corrections Education Lee Crawford 515/281-8353
Entrepreneurship Education Jayne Suilivan 515/281-8488
Equity . Mary Wiberg 515/281-8584
Health Occupations Education Joyce Brandt 319/335-5322
Jane Muhl 319/335-5319
Home Economics Education
Family & Consumer Science Mary Petersen 515/281-4705
Occupational Betty Armstrong 515/281-4716
Industrial Education Harold Berryhill 515/281-4711
Victor Lundy 515/281-4722
Integration of Academics and
Vocational Educution Mary Petersen 515/281-4705
. Licensure Susan Miller 515/281-3605
Marketing Education Jayne Sullivan 515/281 -8488
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GLOSSARY

ACADEMIC AREAS:

The vocational standards require that the following academic areas are reinforced in the vocational
education courses/programs:

Free Enterprise
Language

Arts

Math

Science

ADVISORY COUNCILS

Program or Activity Council: A committee of individuals organized to provide advice forthe development
and improvement of instructional programs and activities.

General Advisory Council: An overall council, appointed by the local board of trustees, composed of
public representatives who make policy recommendations based on identified unmet needs. Council
memberships should represent each sex and members of ethnic groups residing in the area served.

AFFECTIVE DOMAIN

Learning that involves the emotions or feelings. Described by words such as interests, attitudes,
appreciations, values, motivation, and enthusiasm.

APPRENTICESHIP

Apprentice: A person who is at least 16 years of age (except where a higher minimum age standard is
otherwise fixed by law who enters into any contract of service registered with the appropriate apprentice
agency. An apprentice receives instruction from his or her employer in an apprenticeable occupation.

Apprenticeable Occupation: An occupation which is customarily learned in a practical way through a
structured systematic program of on-the-job supervised training; is clearly recognized throughot t an
industry; involves manual mechanical or technical knowledge which requires a minimum of 2,000 hours
of on-the-job work experience and, requires related instruction to supplement the on-the-job training.

Apprenticeship Program: A program registered with the Department of Labor or the state apprenticeship
agency in accordance with the National Apprenticeship Act. An apprentice program is conducted or
sponsored by an employer, a group of employers, or a joint apprenticeship committee representing both
employers and labor, and contains all terms and conditions for the qualification, recruitment, selection,
and training of apprentices.

ARTICULATION

The process of mutually agreeing upon competencies and performance levels (validation) transferable
between institutions and programs for advanced placeiment or credit in a vocational prograrn.
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ASSESSMENT

Any systematic practice or procedure used to measure or otherwise evaluate, identify, or document
student skills, goals, interests, progress, achievement, aptitudes, learning outcomes, or abilities.

ADVANCED PLACEMENT

Anapproach to articulation which validates the “competencies” and places a student at an advanced point
inaprogramaccording to the competencies the student has attained. This approach may eliminate portions

of the course(s)/program(s) which the student must complete at the postsecondary level, and is identified
in the articulation agreement.

ADVANCED STANDING

An approach to articulation which validates the “competencies” and eliminates the need for a student to
enroll in acourse. Satisfactory attainment of the course competencies are documented and the mechanism
for awarding credit (high school and/or college) is identified in the articulation agreement.

ARTICULATION AGREEMENT

A written document which explains the decisions agreed upon, and the process used by the institution to
grant advanced placement or credit. (DE Rules, Implemented November 1991).

ARTICULATION - HORIZONTAL

Articulation which takes place between programs within an institution or between like institutions.

ARTICULATION - VERTICAL

Articulation which occurs between institutions at different levels, such as between a secondary and
postsecondary institution. '

COGNITIVE DOMAIN

Thought processes; learning that involves recall, recognition, and a development of intellectual skills and
abilities; the information a person knows.

COMPETENCY

A learned behavior which can be repeated to a predetermined standard.

' COMPETENCY-BASED VOCATIONAL EDUCATION (CBVE)

Also known as competency-based education. A methodology of instruction that (a) identifies the
cognitive, psychomotor, and affective skills needed to meet a specified standard; (b) informs students and
teachers of the precise and detailed learning objectives required to achieve performance; (c) emphasizes
performance standards in testing, course requirements, and/or graduation; and (d) facilitates learning by
allowing each student to master the task through flexibility in learning time and methods.

COMPETENCY PROFILE

A form that shows all duties and tasks needed by an entry-level worker for a given occupation. Also used
as a record-keeping form to keep track of tasks completed by a student.
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CONTACT HOUR

“Contact hour” means fifty (50) minutes of contact between an instructor and students in a scheduled
course offering for which students are registered.

A. Classroom Work. Lecture or other formalized classroom instruction under the supervision of
an instructor. ’

B. Clinical Practice. Appliedlearning experience inahealth agency oroffice under the supervision
of an instructor.

C. Laboratory. Experimentation and practice by students under the supervision of an instructor.

D. Work Experience. Work experience planned and coordinated by an institutional representative
and the employer, with control and supervision of the student on the job being the responsibility

of the employer. Work experience may be considered or listed as an internship, field experience,
or practicum.

COOPERATIVE EDUCATION

A method of instruction for individuals who, through a written cooperative agreement between an’
educational institution and an employer, receive occupational instruction including required academic

courses and related instruction by the educational institution and on-the-job training. These two

experiences must be planned and supervised by the educational instructional staff and employer.

CORING

An instructional design whereby competencies common to two or more different vocational service areas
are taught as one course offering. Courses shall be no longer than one unit of instruction. Course(s) may
be placed wherever appropriaie within the program offered. This offering may be acceptable as a unit or
partial unit in more than one vocational program to meet the standard.

CRITERION-REFERENCED EVALUATION

Procedure that measures student performance or knowledge according to the conditions and standards
stated in the performance objective.

ENTREPRENEUR

Is one who organizes, owns, manages and assumes the risks of business.

INFUSION AREAS .

A. Career Education. Is awareness of self in relation to others and the needs of society; exploration
of employment opportunities and experience in personal decision-making; and experiences which
will help students to integrate work values and work skills into their lives.

B. Communication Skills. The primary medium of learning, the interaction of individual capacities,

language functions, audiences, and communication modes of writing, reading, speaking, listening,
viewing.




C. Global Education. An approach to learning which promotes greater understanding of the world
as an interconnected aggregate of human and natural systems.

. Higher Order Thinking Skills. An interactive system; actual experiences of thinking consisting of
dynamic and fluid combinations of many different mental operations aimed at varied purposes and
based in knowledge and values.

E. Learning Skiils. The appropriate employment of specific skills and behaviors leading to the

successful accomplishment of simple to complex academic tasks.

F. Multicultural, Nonsexist Education. The planned curriculum and instruction which educates

students about the cultural diversity of our society.

G. Technology. Hardware, system, and/or network used to manipulate and transfer information
electronically.

o

INSTRUCTION

A set of instructional materials used for the planning and delivery of instruction. The set usually includes

performance objectives, suggested learning activities, information sheets, activity sheets, assignment
sheets, visual aids, tests, and answer keys.

INTEGRATION

Integration of academic and vocational education can occur by one of three means: 1. vocational education
into general education; 2. general education into vocational education; or 3. general education and
vocational education integrated simultaneously into both delivery systems. Thus, the integration of
vocational and academic education offers an opportunity to bridge the gap between academic and
vocational education by providing a holistic approach to the educational system.

MAINSTREAMING

Members of special populations placed in regular educational programs or course(s). (See Supplemental
Services).

MASTERY

Attaining a specified level of competence or performance, meeting the specified minimum requirements
or standards of a task stated in a performance objective.

MINIMUM COMPETENCY LISTS

Contain competencies validated by statewide technical committees, composed of representatives from
appropriate businesses, industries, agriculture, and organized labor. These lists contain essential
competencies which lead to entry level employment and are not intended to be the only competencies
learned. Districts will choose one set of competencies per service area upon which to build their program
or follow the process detailed in subrule 281-46.7(2) to develop local competencies.

MULTIOCCUPATIONAL COURSES

Combine on-the-job training in any of the occupational areas with the related classroom instruction. The
instructor provides the related classroom instruction and coordinates the training with the employer at the
work site. A multioccupational course may only be used to complete a sequence in more than one

vocational service area if competencies form the appropriate set of minimum competencies are a part of
the related instruction.
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OCCUPATIONAL CLUSTER
A grouping of jobs that are related by the similarity of the tasks performed by the various workers.

OCCUPATIONAL/PROGRAM ANALYSIS

Determining duties and tasks performed in an occupation or program.

OUTCOMES

What students should know and be able to do when they complete a program.

PERFORMANCE OBJECTIVE

A statement of what the learner must do in measurable terms to master a given task. It consists of three
parts: (1) conditions under which the task will be performed for evaluation; (2) description of the task;
and (3) standard or criteria that states how well and how fast the task must be performed for mastery.

POSTSECONDARY ENROLLMENT OPTIONS ACT (Code of Iowa 261C)

It is the purpose of this Act to promote rigorous academic or vocational-technical pursuits and to provide
a wider variety of options to high school pupils by enabling eleventh and twelfth grade pupils, or ninth or
tenth grade students identified by thelocal district as gifted and talented, to enroll part-time in nonsectarian
courses in eligible postsecondary institutions in Iowa. )

POSTSECONDARY VOCATIONAL PROGRAM

A coherent sequence of courses designed to prepare individuals for employment in a specific occupational
area which leads to certificate, diploma, or degree.

PSYCHOMOTOR DOMAIN

Motor skill learning that involves manipulative or muscular movement activities.

SECONDARY VOCATIONAL PROGRAM

A coherent sequence of courses (three or more units) designed to prepare individuals for employment in
an occupational area and provide an educational foundation for further learning.

SERVICE CONTENT AREA

A. Agricultural education programs. Prepare individuals for employment in agriculture-related
occupations. Such programs encompass the study of applied sciences and business management
principles, as they relate to agriculture. Agricultural education focuses on but is not limited to,
study in horticulture, forestry, conservation, natural resources, agricultural products and process-
ing, production of food and fiber, aquaculture and other agricultural products, mechanics, sales
and service, economics marketing, and leadership development.

B. Business and office education programs. Prepare individuals for employment in varied occupa-
tions involving such activities as planning, organizing, directing, and controlling all business office
systems and procedures. Instruction offered includes such activities as preparing, transcribing,
systematizing, preserving communications; analyzing financial records; receiving and disbursing

money; gathering, processing and distributing information; and performing other business and
office duties.
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C. Health occupations education programs. Prepare individuals for employment in a variety of
occupations concerned with providing care in the areas of wellness, prevention of disease,
diagnosis, treatment, and rehabilitation. Instruction offered encompasses varied activities in such
areas as dental science, medical science, diagnostic services, treatment therapy, patient care areas,
rehabilitation services, record keeping, emergency care, and health education. Many occupations
in this category require licensing or credentialling to practice, or to use a specific title.

D. Home economics education programs. Encompass two categories of instructional programs:

1. Consumer and family science programs may be taught to prepare individuals for a multiple
role of homemaker and wage earner and may include such content areas as food and
nutrition; consumer education; family living and parenthood; child development and
guidance; family and individual health; housing and home management; and clothing and
textiles.

2. Home economics occupations programs prepare individuals for paid employment in such
home economics related occupations as child care aide/assistant, food production
management and services, and homemaker/home health aide.

E. Industrial education programs. Encompass two categories of instructional programs—industrial
technology and trade and industrial. Industrial technology means an applied discipline designed
to promote technological literacy which provides knowledge and understanding of the impact of
technology including its organizations, techniques, tools and skills to solve practical problems and

. extend human capabilities in areas such as construction, manufacturing, communication, transpor-
tation, power and energy. Trade and industrial programs prepare individuals for employment in
such areas as protective services, construction trades, mechanics and repairers, precision
production, transportation, and graphic communications. Instruction includes regular systematic
classroom activities, followed by experiential learning with the most important processes, tools,
machines, management ideas, and impacts of technology.

F. Marketing education programs. Prepares individuals for marketing occupations, including
merchandising and management—those activities which make products and services readily
available to consumers and business. Instruction stresses the concept that marketing is the bridge
between production (including the creation of services and ideas) and consumption. These
activities are performed by retailers, wholesalers, and businesses providing services in for-profit
and not-for-profit business firms.

SEQUENTIAL UNIT

Applies to an integrated offering, directly related to the educational and occupational skills preparation
of individuals for jobs and preparation for postsecondary education. Sequential units provide a logical
framework for the instruction offered in a related occupational area and do not require prerequisites for
enrollment. A unit is defined in subrule 12.5(18).
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TARGETED GROUPS

A. Displaced Homemaker. An individual who: (a) is an adult; and (b)(i) has worked as an adult
primarily without remuneration to care for the home and family, and for thatreason has diminished
marketable skills; (ii) has been dependent on public assistance or on the income of a relative, but
isnolonger supported by such income; (iii) is a parent whose youngest dependent child will become
ineligible to receive assistance under the program for Aid to Families with Dependent Children
under part A of Title IV of the Social Security Act within 2 years of the parent’s application for
assistance under this Act; or (iv) is unemployed or underemployed and is experiencing difficulty
in obtaining any employment or suitable employment, as appropriate; or (<) is described in
subparagraph (a) or (b) and is a criminal offender.

B. Single Parent. Anindividual who: (a) is unmarried or legally separated from a spouse; and (b)(i)
has a minor child or children for which the parent has either custody or joint custody; or (ii) is
pregnant.

TASK ANALYSIS

The identification of cognitive, psychomotor, and affective skills needed to perform a specific task.

TASK LIST
Those duties and tasks that describe a job.

TECHNICAL COMMITTEE

A group of subject matter experts from business/industry/labor and education who identify, then verify
content of materials produced during the development process.

VALIDATION

The process of having workers review and confirm or refute the importance of the task.

VOCATIONAL STUDENT ORGANIZATIONS (VSOs)

Provides a unique program of career and leadership development, motivation, and recognition for middle/
junior high, secondary, postsecondary, adult and collegiate students enrolled in vocational technical
education programs. The VSO is a powerful instructional tool that works best when integrated into the

vocational-technical curriculum. The ten (10) national vocational student organizations that are
recognized by the United States Department of Education are:

Business Professionals of America

DECA - Delta Epsilon Chi

Future Business Leaders of America - Phi Beta Lambda
National FFA Organization

Future Homemakers of America

Health Occupations Students of America

National Postsecondary Agricultural Student Organization
National Young Farmers Education Association
Technology Student Association

Vocational Industrial Clubs of America



VOCATIONAL/TECHNICAL EDUCATION

Organized educational programs offering a sequence of courses which are directly related to the
preparation of individuals in paid or unpaid employment in current or emerging occupations requiring
other than a baccalaureate or advanced degree. Such programs shall include competency based applied
learning which contributes to an individual’s academic knowledge, higher-order reasoning and problem-
solving skills, work attitudes, general and employability skills, and the occupational-specific skills
necessary for economic independence as a productive and contributing member of society. Program

content shall include recognition of the contributions of individuals with disabilities, men and women in
non-traditional and minorities. '

WORKER

Person who is currently in a job or has been working in that job within that last two years.
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Introduction to the Guide

The purpose of this guide is to provide guidance and information to assist local school district planners to
develop an up-to-date, comprehensive, and dynamic curriculum in the area of agricultural education. This
program management guide focuses on the key components that are a part of a program plan in agricultural
education. This booklet is only a planning guide, it is not the curriculum pian.

This guide includes a statement of philosophy and a goals statement that reflects the most recent direction and
thinking in the discipline of Agricultural Education. The guide contains a model which depicts the systematic
scheme for delivery of agricultural education and a set of selected models fordelivery of agricultural education
at the local level. These models focus on the seven agricultural employment clusters and are organized to
present course work that is appropriate for any given agriculturai setting. It is expected that school district
planners will adopt, modify, and add to these recommendations according to whatever is appropriate in that
school district. The models are organized such that school districts could present two different sequence of
three units or one three unit sequence and a series of semester courses. This guide contains the verified
occupational, entrepreneurial, and leadership competencies that are expected to be a major part of each of the
three sequential units. These competencies represent the minimum competencies for each area. Local

educators will want to use these competency lists as a starting point and add other learning outcomes to the
total list of expectations in each course.

This guide is a “working document” and should be looked upon as a tool to help educators and curriculum
planners organize their local program to meet student needs.

Written, compiled, and designed by: Robert A. Martin, 1991.

7S
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Developing a Mission and Philosophy Statement

Purpose: The philosophy governing curriculum development and instruction in agricultural education

should reflect the local community’s educational philosophy. For ail essential purposes, the .
“community” is the local school district. However, in this ever-changing world with its greater
capacity for communications, the word “community” has taken on new meaning. State, national and
international spheres of influence are all a part of our community because each personis touched more
and more each day by these former “outside” forces and realities. It is only logical then that a
statement of mission and philosophy reflects not only local needs but also those of our broader
“community.” To prepare students for the “world” in which they will function we must have them
share a broad philosophy. The statement of mission and philosophy should reflect current
professional developments in agriculture, local values and provide for future needs. The mission and
philosophy statement on the following page was written and endorsed by The Iowa Governor’s
Council on Agricultural Education. It represents the most current thinking and thrusts in agricultural

education. It serves as a model for local school districts to use as local statements of mission and
philosophy are developed.

How to Use: The statement of Mission and Philosophy presented here may be used as it is presented or

altered and used according to local district policy. It is presented only as a model or guide. The
Mission and Philosophy statement should be a central piece of the curriculum pian or guide at the
local level because it explains the purpose of the program. The Mission and Philosophy Statement

establishes a clear rationale for the existence of the agricultural education programin the local school
curriculum.

A
J
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Mission and Philosophy of Agricultural Education

Agricultural education encompasses the study of applied sciences (biology, chemistry, physics) and business

management principles. One of the major purposes of agricultural education is to apply the knowledge and
skills learned in several different disciplines to agricultural situations.

Agricultural education goes beyond knowledge and skills development in that students are able to develop
an understanding of the: 1) significance of agriculture in a global society, and the U.S. society in particular,
through the application of scientific and business principles and problem solving strategies; and 2)
interdependency and relationships between the agricuitural industry and other significant businesses interwo-
ven with the entire economic and social structure of the community, state, nation and world. This program
places an emphasis on food systems, environmental issues and development of life skills.

The study of agricultural education focuses on the needs of individuals and groups and in developing
individually satisfying and socially responsible knowledge, skills, and occupational values. Such a focus

recognizes the value of and relies heavily on experience as the context in which knowledge and skills are
learned. '

Agricultural education focuses on, but is not limited to, study in horticulture, forestry, conservation, natural
resources, agricultural products and processing, producticn of food and fiber, aquaculture and other
agricultural products, mechanics, sales and service, economics, marketing and leadership development.

Agricultural education has relevance to a general audience (K-adult). Agricultural education programs assist
with providing life-long learning opportunities in and about agriculture to everyone interested. Agricultural

education provides opportunities to learn basic agricultural skills and knowledge, occupational training and
retraining and professional growth and development.

Source: lowa Governor's Council on Agricultural Education 1990

80
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Developing a Goals Statement

Purpose: Goals are broad general statements of intent or direction. They highlight the major elements
of the agricultural education philosophy. Goals should be consistent with local, state and national
educational goals with reference to global awareness, muiti-cultural and non-sexistimplications. The

goals suggested in the following list represent the major thrusts for agricultural education and give
direction to the local program.

How to Use: The goals statement that follows was developed and adopted by The Iowa Governor’s
Council on Agricultural Education. It reflects the major elements of the agricultural education
program. It is suggested that these goals be a guide in writing local school district goals for

agricultural education. They may be used as they are or adapted and/or added to as dictated by local
policy, circumstances and situations.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Goals of Agricultural Education

. Develop knowledge and understanding of the food chain and agricultural systems around the world.

Prepare students for employment and/or post-secondary education.

. Conduct classroom instruction coordinated with field, laboratory, or work experience.

Provide instruction in problem solving and decision making process in agriculture.

. Provide a global perspective to emphasize international agricultural systems including trade policies

and cultural practices.
Emphasize leadership and personal relations skills development.

Integrate biotechnology and other new technology, such as computers, into the curriculum.

. Provide instruction on the basic agricultural principles needed in a variety of careers.

Develop technical agricultural skills.

Apply and further develop basic transferable skills, including communication and computation skills.
Develop entrepreneurial knowledge and skills.

Use community-based resources to enhance learning and apply skills.

Provide instruction and experience in the agricultural supply sector, service institutions, production

of agricultural products, marketing activities, agricultural product processing and merchandising of
agricultural production.

Combine the application of scientific principles and the development of vocational skills as related to
the agriculture industry.

Develop cooperation and citizenship skills.

Identify career opportunities in which the skills and knowledge learned in agricultural
education programs are utilized.

Practice skills and apply knowledge through extensive experiential learning situations in agriculture.
Promote consumer education regarding food and fiber systems.

Provide instruction on the use of appropriate technology to promote safety and sustainability of
natural resources. -

Provide instruction in the U.S. Government agricultural policy making process.

Source: lowa Governor’s Cour}g% o6n Agricultural Education, 1990
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Systematic Curriculum Model

Purpose: The systematic curriculum model for agricultural education represents a suggested overall
design for delivery of agricultural education. It is based on the following principles:

1.

Agricultural Education should be designed for and available to all students with either general
or occupational interests.

Agricultural Education delivery systems should be flexible to address the needs of adiversified
clientele.

Agricultural Education should be experientially-based and focused on problem solving.

Agricultural Education shoula be locally planned and conducted in such a manner that it
addresses student and community needs and contributes to the development of the learner’s
capacity to learn how to learn, 2pply what is learned and seek and act upon those occupational
and educational opportunities appropriate for the learner.

Agricultural Education should represent the most up-to-date technology knowledge and skills
development at the time of delivery.

How to Use the Systematic Models: The overall systematic model for delivery of agricultural education
is atool to help give direction to local education planners regarding the role of agricultural education
in the school system. The model is a means to help identify what specific direction the program of
agricultural education should take to meet the needs of diverse clientele groups having an interest

in agricultural education. The local program must be flexible to meet local needs. This model allows
the flexibility to meet needs and adjust to changing situations.
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Systematic Curriculum Model

Exhibit A

for Agricultural Education

Elementary
(K-5)
Agriculture Awareness
Agriculture in Our Lives
, Middle School
Continuum
of (6-3)
Awareness Basic Exploration Introduction
Organization of the Food to
rgaglgibér Indusg‘y ° Principles of Agriculture
Exploration '
Introducion to
FFA Activities
Experiential -
Skills Development Introduction to
Secondary School SAE programs
(9-12)
Knowledge & Skills Development U““za‘(‘)‘;‘i,fi‘nlc)ﬁ)‘;gfpme“‘
Agricultural Production FFA, SAE
Agricultural Products & Processing
Agricultural Sales & Service
Agricultural Mechanization
Conservation & Natural Resources
Forestry
Horticulture
Postsecondary
Employment Specialization

4

University Undergraduate Degree
University Graduate Degree

Vocational Dipiloma
Associate Degree

Continuing Education

Retraining, Updating, Professional Development

AG-8 8 4




Selected Delivery Models

Purpose: The five specific delivery models that are a part of this document are provided only as
examples of how programs could be organized and delivered at the local level. They are not
presented as prescriptions on how programs should be organized and delivered. These models help

conceptualize the organization of selected courses to meet State Standards but also allow for the
greatest amount of flexibility in the program

How to Use the Delivery Models: The most important aspect of the delivery model is the design of
the model. The subject matter content may change from model to model but the concepts of
sequential courses and flexibility are present in all models. ZZxhibits B, C, D and E are models that
call for one series of sequential courses in a selected occupational area and other semester courses
which could be open to any student on a one-time basis or could fit into a particular students’ overall
plans whereby he/she could take the sequential unit and the open-ended components of the program
depending on individual needs. Exhibits F, G, H and I represent examples of programs that could
be organized around two sets of sequential courses. This delivery model would allow for more
indepth study of particular subject matter but may diminish the flexibility of other models.
Nonetheless it may be appropriate for certain situations. Exhibit J uses the new model with
traditional titles. Exhibiz K outlines a model that includes an all vocational capstone course. Exhibits
L & M present the model outline and ask the teacher to develop his/her own program model.

The models presented in this document are suggested models only. They may assist local educational
planners in designing more appropriate models for meeting local school district needs, goals, and
policies. It is suggested that curriculum planners carefully study the models in order to determine

and eventually develop the best delivery model for Agricultural Education for the local school
district.

“Key to Modeis:

= Specific Competency Based

O Program Area

= Selected Course Series

= Flow of Courses in Series

= Loosely Connected Courses Offered
_— in Department

an
an
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Delivery Model for Agricultural Education

Middle School
Exploratory Agriculture
4, 6 or 9 Weeks

Introductory Course

Principles of Agricultural Science
FFA - SAE - Career Exploration

Principles of Horticulture
Ornamental Horticulture
Floral Prod. & Mgt.

Exhibit B

-

- I
Agric. Sales & Services /Agglig}t&r:: I;l:::uctlon\
i’qnncl:(lpl-es olngelhng ] Principles of Production
S azll;se}glr[gengtlison s Computer Technology
) FFA-Personal Development
O Selected SAE - Experiences in Ag.
. Semester Business Mgt./Entrep.
. Courses \_Global/Culiural Perspectives /
[ {open to any
. student 10-12,
. for one
: semester)
™ (Easy Entry-
_n Easy Exit)
Horticulture Basic Principles:

Animal and
Crop Sciences

Secondary Agricultural Education Program

Landscaping Design

- B
a
. .
. Sequential
. Corrses
. (organized by
[ ] two semesters
. per course or
: one semester

Animal & Crop Science
Products
Marketing

_» per course) Enterprise Analysis
Ag Products & Processing
Utilizing Food & Feed Products.
Designing & Developing
Processed Foods & Feeds
Farm Business
- a Mgt. & Analysis
= Situational Problem
| . Solving and
. Decision Making
a
|
i

SoLIag 9SIN0)) € % BAIY weigold paseg-Asuateduio)

Employment &/or Postsecondary Comm. College &/or University
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Exhibit C

Delivery Model for Agricultural Education

Middle School
Exploratory Agriculture
4, 6 or 9 Weeks
| Principles of Agricultural Science
FFA - SAE - Careers in Agriculture
.1 Semester or 2 Semesters
.l-IIIIIIIIIIIIIIIL
: N
Natural Resources 4 Horticulture
Conservation Critical Components
Environment Mgt i Principles of Horticulture
Wildlife ) Computer Technology T
g FFA-Personal Development
< Resource Mgt.- SAE - Experiences in Ag. Q
80 . Selected Business Mgt./Entrep. é
Tt a .
& . eroarer KGlobaVCultural Perspectives ) &
5 . Courses =
g - (open to any "<
S . student 10-12, oe]
_g . or one 2
D 4: zg;lsestEer) &
y—— L3 y ntry'
|| Production Ag. Zasy Exit) Basic Production o
= Animal & Crop Science R 1 3
=] | Production Principles _ — Horticulture ®
21 | Management Principles 115
e X
< Marketing _ E
g : . 5
g - Sequential Ro
o . Courses : W
S : (organized by Hortlculttfre/ A
A - two semesters | | Landscapmg _\ 8
% a per course or Marketing ht
e E OS;S::;?SS;“ Enterprise Analysis og]
% Ag. Sales & Services 8
%2 Principles of Selling | o
= Marketing Plans
S| Sales Presentations
2
Horticulture Business
v | | Mgt. & Analysis
| I . Situational Problem B

. Solving

. ey

: & .

| Employment &/or Postsecondary Comm. College &/or University
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Secondary Agricultura! Education Program

Delivery Model for Agricultural Education

Middle School
Exploratory Agriculture
4, 6 or S Weeks

Introductory Course
Principles of World of Work

Job Seeking Skills

- -

Applied Leadership
Principles of leadership
Group dynamics -
Leadership styles
Ag. Organizations Leadership

Landscape

Design
Principles of
landscaping

Formssnnennd

Agricultural Journalism
Writing Ag. articles
Photography in Ag.
Newsletters, papers, magazines

(" Agricultural Business

Critical Components

Principles of Production T
Computer Technology
FFA-SAE - Business
kGlobal/Cultural Perspectives
Selected
Semester
Courses
(open to any
student) <
Basic
_ Ag. Business —~
Principles
Sequential
Courses . .
(organized Agribusiness i
by two Analysis
semesters per
course or one
semester per
course)
Applied
— Agribusiness -
Management

SOLIDG 9SIN0)) € 29 BaIy weidold paseg-Aouaadwo)

Employment &/or Postsecondary Comm. College &/or University
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Delivery Model for Agricultural Education o

Middle School
Exploratory Agriculture
4, 6 or 9 Weeks

| Introductory Course
Principles of Agriculture
FFA - SAE - Technical Agriculture
.IIII.IIIIIII‘IIIIJ
- I —
Wildlife/Natural (~ Agricultural Business \
Resources - Critical Components
; . Management Inputs
Flunting, trapping Computer Technology
IS-Iaf;t Y ; FFA-Personal Development R
§ abitat preserv:x fion SAE - Experiences in Ag. 9
5 . Business/Entrep. =i
e = kGlobal/Cultural Perspectives ) B
e . A ey
. Selected =
3 . Semester RS
= . Courses ]
% : (open to any %
- - student) ) 8..
- Ag. Science Basic -
g S(?ience of Ag. o Ag. Business | 8
= Biotechnology applications | — . . .
=| | Experimenting Principles £
2 =i
2} &
< — a
- . >
< . e
E . S tial =
S . P Agribusiness o
Q) L .
A . (organized [™ Analysis — &
. by two %
: semesters per w
Ag Occupations & o ggf g
Employment - course) 3
Occupations
Employment Opportunities
On-the-job skills, human
relations .
— L Applied
| . Agribusiness —
. Management
. ]
i

Employment &/or Postsecondary Comm. College &/or University
ERIC AG-13 &9




Delivery Model for Agricultural Education *“*

Middle School
Exploratory Agriculture
4, 6 or 9 Weeks

— | Introductory Course

Principles of Agricultural Science
FFA - SAE - Career Exploration
|
4 - - :
Horticulture \ . w

Critical Components General Ag. Production

Principles of Horticulture Program Critical Components
g FFA - Personal Development Areas Computer Technology
< SAE Experiences in Ag. FFA - Personal Development
oy Business Mgt./Entrep. SAE Experiences in Ag.
A Global/Cultural Perspectives Business Mgt./Entrep. ¢

k Global/Cultural Perspectives
. _/ J
8
S N
=
3 o
~ Basic Production Basic Principles:
3 Horticulture ] B Ammal.and
= Crop Science
5
< )
b . . . .
g Hortncglture/Lgndscapm Sequential Annnal.and
g Enterprise Analysis Courses Crop Science
53) : | (organized by—] Enterprise Analysis
two semesters
for each
\ course or can
be based on >
Horticulture Business semester) Farm Business Mgt.
Mgt. and Analysis and Analysis

Employment &/or Postsecondary Comm. College &/or University
‘ O  * Competency Based Program Areas
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Delivery Model for Agricultural Education

Middle School
Exploratory Agriculture
4, 6 or 9 Weeks
Introductory Course
Principles of Agriculture
i |
"Ag. Products & Processing /~ Ag. Sales & Service \
Critical Components Critical Components
Principles of Horticulture Principles of Horticulture
Computer Technology Program Computer Technology
FFA - Personal Development Areas*® FFA - Personal Development
g SAE Experiences in Ag. . SAE Experiences in Ag.
B Business Mgt./Entrep. Business Mgt./Entrep.
o Occupationa! Awareness & Skills Occupational Awareness & Skills
=D \Global/Culturai rerspectives ) , \Globa]/Cultural Perspectives Y,
8 !
: |
Q
=3
.|
&3
Fa o e .
5 Principles of Food - — Principles (.)f.Sellmg &
E: & Feed Technology ) Servicing )
5 in Agriculture Agricultural Clients
< .
g
= Sequential _
S Product Processing Courses Principles of Marketing
A in Agriculture | (organizec by —{ | Agricultural Products
‘W"fgregﬁi‘“s & Services
course or can
be based on
. semester)
Products & Processing Sales & Service
Business Mgt. & Business Mgt.
Analysis | L and Analysis

Employment &/or Postsecondary Comm. College &/or University

~* Competency Based Program Areas AG-15 91
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Secondary Agricultural Education Program

Delivery Model for Agricultural Education

Middle School
Exploratory Agriculture
4, 6 or 9 Weeks

Introductory Course

Exhibit H

Principles of Agricultural Science
FFA - SAE - Career Exploration

1

-

Conservation & Natural
Resources
Critical Components Program
Principles of Horticulture Areas*
Computer Technology
FFA - Personal Development
Business Mgt./Entrep.
\Global/Cultural Perspectives
N
Basic Con. & Nat.
Resource Principles
Resources Identification
Soils
N
Forestry & Wildlife . .
Enterprise Analysis Sequential
Courses
(organized DY e
two semesters
for each
N course Or can
be based on
Magt. of Nat. Resources semester)
Situational Analysis/
Problem Solving

Agricultural Mechanics
Critical Components
Principles of Production
Computer Technology

FFA - Personal Development
Business Mgt./Entrep.
Global/Cultural Perspectives

Basic Skills in
Ag. Mechanics

1

Systems Analysis
Advanced Skills Development

N

Ag. Mechanics

Situational Analysis/
Problem Solving

Employment &/or Postsecondary Comm. College &/or University

~ * Competency Based Program Areas
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Secondary Agricultural Education Program

| Delivery Model for Agricultural Education

Middle School
Agriculture Education
4, 6 or 9 Weeks

Introductory Course
Principles of Agricultural Science
FFA - SAE - Career Exploration

|
4 Horticulture
Critical Components
Principles of Horticulture
Computer Technology
FFA - Personal Development
SAE Experiences in Ag.
Business Mgt./Entrep.
Global/Cultural Perspectives

-

~

J

Basic Production
Horticulture

|

Horticulture/Landscaping
Enterprise Analysis

]

Horticulture Business
Mgt. and Analysis

Program
Areas*

Sequential
Courses

(organized by ——t

two semesters
for each
course or can
be based on
semester)

Exhibit I

f

Ag. Business,
Service & Supply

Critical Components
Principles of Horticulture

~

Computer Technology

FFA - Personal Development

SAE Experiences in Ag.

Business Mgt./Entrep.

\Global/Cultural Perspectives -
| Basic Ag. Business
Principles
Agribusiness
Analysis
Applies Agribusiness
L Management

Employment &/or Postsecondary Comm. College &/or University

~ * Competency Based Program Areas
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Delivery Model for Agricultural Education **™

A Traditional Course Middle SCh‘?OI
Scheme Exploratory Agriculture
Using the suggested 4, 6 or 9 Weeks
model
Mixing Old & New Ag. Ed.
|
FFA - SAE - Introduction to Agriculture

-
a
M
(
Electricity 1
Wiring and Functions Production
Agriculture -
: 5
: N Ak
. Selected o
. Semester &
. Courses <
: (open to any gc
. student) NV ?’o
Ag.Ed o
Small Engines i1 43
Care and Repair — Production Principles % '
: 3
i
Sequential
. Courses Ao E &
: (organized by 8. d g
. two semesters 11X o
. B somestor || Animal & Crop Production |7 §
. per course) Ar Mechanics o
—a w
o
| 8
Horticulture
General Overview
Ag. Ed
. o v |
= Marketing &
. Management
a
lIIIIIIIIIIIIIIIII1 I

Employment &/or Postsecondary Comm. College &/or University
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Secondary Agricultural Education Program

Exhibit K

Delivery Model for Agricultural Education

Middle School

Shared Vocational Areas
All Students Orientation to Careers

Introductory Course

Principles of Agricultural Science
FFA - SAE - Career Exploration

-
Horticulture

Principles

Landscaping ]

Floral Design

ENTERPRISE ANALYSIS
= Selected
. Semester
. Courses
. (open to any
) -student)
a
a
a
a

Natural liesources

& Conservation

Principles of Environmental
Science
APPLICATIONS TO
AGRICULTURE

— |

Vocational Capstone
WORLD OF WORK
(Serve 4ll vocational areas)

messann

Sequential
Courses
(organized by
two semesters
per course or
one semester
per course)

I

Ag. Products & Processing

Critical Components
Principles of Processing
Computer Technology -
FFA-SAE - Business Mgt.
Occupational Awareness
Global/Cultural Perspectives

N _/

Principles of Food
& Feed Technology -
in Agri|culture '

Product Processing
- in -
Agriculture

Products & Processing

L Business Management
& Analysis

SILIOS 9SINO)) € % eIy weiiold paseg-Aouajaduio)

| Employnient &/or Postsecondary Comm. College &/or University
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Delivery Model for Agricultural Education

Develop Your

Own
]
(
&
a5}
50
o |\ .
E l
=
.9
=
(]
jm’
=
63
=
St
=
=
(&)
‘=
V3]
<
o
i
-
=
o)
Q
O
7]
B |

Program
Areas*

SOLI9G 9SINO)) ¢ % Seary weidoid p~-eg Kouaradwio)

Employment &/or Postsecondary Comm. College &/or University

* Competency Based Program Areas

Q
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Exhibit M

Delivery Model for Agricultural Education
Develop Your
Own
.III.IIIII.IIIIIIIL
. a I w
e
< ]
< Selected e
v 0 Semester g
o . Courses =
A . (open to any k J I &
= a student) g
. = &
g . &
5 . 2
43| "o &
3 i =
2 =
< >
(o . Y
=t Sequential »
= . Courses &
o] . (organized by w
8 . two semesters ®)
w2 . - percourse or | | o]
- one semester -1 5§
: per course) &
lﬁ — (é)
| | 8.
- L
.IIIIIIIIIIIIIIIII1 J

Employment &/or Postsecondary Comm. College &/or University
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Sequencing Learning Outcomes

Purpose: The course outlines that are included in this document are examples of how the verified
competencies could be organized and presented sequentially to provide for the gradual development
of knowledge and skills in a three course series. This presentation is only an example and may not
be what the local educational planner eventually develops. Itis presented here as an sxample of how
it could be done.

How to Use: The sequentially planned courses should be organized into a logical and natural plan for
learning. This organizational approach may vary for each school district but as much as possible
knowledge and skills should build on previous knowledge and skills. The outlines that are included
in this document list the competencies only. Complete course outlines also document various
resources/references and evaluation procedures.

fe;
cc
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Sequential Units in Agribusiness, Sales & Service Program Area
L. Course - Basic Agribusiness Principles

A. Suggested Units

Animal Agriculture and Products 25 Days
Plant Agriculture and Products 25 Days
Agricultural Cooperatives 25 Days
SAE ' 15 Days
FFA 15 Days
Soil Science ' 20 Days
Agricultu-al Mechanics 20 Days
Agricultural Economics 20 Days
Unscheduled 15 Days
TOTAL 180 Days

II. Course - Agribusiness Analysis

A. Suggested Units

Advertising and Communications 25 Days
Agribusiness Procedures and Records 25 Days
Agribusiness Management 20 Days
Selling in Agribusiness 25 Days
Marketing of Agricultural Products 25 Days
Commodity Marketing 25 Days
SAE 10 Days
FFA 10 Days
Unscheduled : 15 Days
TOTAL 180 Days

MI. Course - Applied Agribusiness Management

A. Suggested Units

Planning and Organizing a Business 15 Days
Operating a Business 15 Days
Managing a Business 15 Days
Hiring and Supervising Employees S Days

Determining Capital Needs and Inputs 15 Days
Working with Employers and Employees 15 Days
Using Decision-Making in Agribusiness 15 Days
Problem-solving in Agribusiness 15 Days
Analyzing the Market . 15 Days
Agribusiness Simulations 25 Days
FFA 15 Days
SAE 15 Days

TOTAL 180 Days
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Basic Agribusiness Principles

Course Outline of Minimum Competencies
First Course in a Three Course Series

Analyze career opportunities in agriculture management, sales, and services.

Complete an inventory.

. Calculate a least cost ration/inputs.

List steps involved in purchasing land, equipment and livestock.

. Identify and compare four types of business.

Identify resources for technical assistance.

Identify governmental regulatory agencies related to Agribusiness.
Identify current basic government agricultural programs.

Identify sources of marketing information.

Diagram and explain the function of the digestive track of the monogastric and ruminant animal.
Identify sources of marketing information.

Identify and evaiuate wholéesale and retail cuts of meat.

Identify livestock facility requirements

List livestock feedstuffs and additives and explain their attributes.
Balance a ration according to nutritional requirements of animals.
Explain the basic principles of gene;tics in livestock production.

Explain the process of reproduction in livestock including artificial insemination, embryo transfers
and genetic engineering and other emerging technologies.

Identify and expi«in good management practices used in livestock disease prevention.
Properly administer animal health/growth inputs.

Evaluate livestock for profitable production tracts.




24,

25.

26.

27.

28.

30.

31.

32.

33.

34.

335.

36.

37.

38.

. Develop means of adapting land use management to soil type.
. Read and evaluate a soil classification map.

. Take a soil/tissue sample for testing and interpret results.

Explain how selecﬁon of hybrid and certified seed affects performance and.proﬁtability.
Explain principles of plant breeding.

Explain tillage and harvesting methods used in crop production.

Explain the role of primary and secondary nutrients in crop production.

Explain appropriate methods of selecting and applying commercial fertilizers and chemicals
including calculating the calibration of equipment.

Explain appropriate methods of pest control.

Perform routine maintenance services on agricultural equipment using manuats.

Identify and analyze different agriculture production techniques and their effecton the environment.
Expiain plant propagation.

Demonstrate tree and/or shrub planting and maintenance.

Analyze opportunities for diversified crop and/or livestock enterprises.

Locate on a map each of the major continents of the world.

Locate on a map each of the major agricultural regions of the world.

Explain the impact of biotechnology on world food production.

Compare and contrast U.S. measuring system with the metric system used by other countries.




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

. Identify and explain variable and fixed costs.

Agribusiness Analysis

Course Outline of Minimum Competencies
Second Course in a Three Course Series

Identify and explain the management of land, labor and capital.

Explain types of record-keeping systems used in agriculture.

Explain opportunity cost.

Identify types and sources of credit.
Calculate the cost of money.
Explain the component of property tax.

Explain social security taxes and benefits.

‘Calculate sales tax.

Identify insurance needs in agriculture business.

Demonstrate principles of effective selling.

List and explain methods used to advertise an agricultural product.
Write a sales ticket.

Make change accurately.

Operate office equipment properly.

Use a database, word processing and spreadsheet computer program.
Balance daily cash receipts.

Balance monthly bank statement.

Complete periodic billing statement.

Post cash receipts and expenditures.




21.

22,

23.

24,

25.

26.

217.

28.

30.

31.

32.

33.

34.

35.

36.

Complete an income statement.

Identify important financial ratios.

Complete and explain an enterprise budget and a whole business budget.

Calculate the payback period for an investment.

Value assets using depreciation.

Calculate personal income tax.

Analyze common types of financial records, contracts, liens, and other written ggreements.

Identify and list purposes of government farm agencies.

. Calculate storage charges on grain.

Calculate margins and discounts for agricultural supplies.
Calculate finance charges.

Complete the process for ordering and receiving goods.
Explain factors in pricing merchandise.

Demonstrate proper telephone procedures.

Analyze and interpret charts, -graphs and maps.

Differentiate marketing, pricing and grading standards for different agricultural commodities.
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10.

11

12.

13.

14.

15.

16.

Applied Agribusiness Management

Course Outline of Minimum Competencies
Third Course in a Series of Three Courses

Identify skills required of a business owner.

Identify the personal characteristics of entrepreneurs.
Explain the contents of a business plan.

E‘xplain the concept of competition.

Explain the concept of a business cycle.

Analyze the concept of supply and demand.
Recognize relevant, ethical issues in business.

Explain the concept of profit.

. Explain the impact of government policy and/or political systems on production and marketing of

various commaodities in selected countries.

Explain how the production of a commodity in one country impacts the production in another.
Identify the monetary systems of selected countries and their impact on the United States.
Explain methods of proper animal waste storage and disposal.

Identify farming systems in selected countries.

Identify factors that are important to human relations in business.

Analyze pricing and marketing alternatives.

Explain the linkages between culture and diet.
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Potential Course Titles

Animal Technology

Plant Technology

Human Resource Development in Agriculture
Animal Health Technology

Wildlife Conservation

Forestry Resource management
Fruit. Nut & Vegetable Production
Agricultural Communicatiors
Agricultural Sales

Ag. Business Management
Agricultural Science Experimentation
Occupations in Agriculture

Global Agriculture .

Agricultural Engineering

Machinery Technology

Agricultural Issues

Ethics in Agriculture

Agricultural Law

Landscape Design

Soil & Water Conservation

Farm Business Analysis

Genetics in Agriculture

Agricultural Machinery Power
Agricultural Tourism

Agricultural Automation Technology
Agricultural Construction Technology
Agricultural Entrepreneurship
Entomology

Agricultural Climate & Weather
Food & Fiber Systems

Agricultural Bioscience

Career Orientation in Agriculture
Agricultural Politics

Food Safety & Agriculture
Groundwater Resource Mgt.

Turf Management

Floriculture

Agricultural Economics

Natural Resource Management
Food Science Technology
Arboricuiture

Aquaculture

Floral Design

Nursery Production
Greenhouse Production
Laboratory Animal Technology
Food Processing

Agricultural Finance

Business Operations
Leadership in Agriculture
Biotechnology

Agricuitural Products & Processing
Robotics & Agriculture
Agricultural Journalism
Horticulture

Landscaping

Agricultural Production

Waste Management
Agricultural Mechanics
Business Operations
Environmental Agriculture
Agricultural Coraputing

Plant Protection Technology
Agricultural Marketing
Pomology

Agricultural Research

Biology of Agriculture

Plant Propagation .
Ag. Organizational Managemen
Comparative Agricultire
Agricultural Regulations
Agricultural Policy Making
Agriculture Health & Safety
Agricultural Recreation
Agricultural Cooperative

*Courses could be offered focused on selected agricultural enterprises depending, of course, on local

need and situations

**Note: Some of the titles mentioned above may be more appropriate for units than for courses, depend-

ing on local need and situat.ons.
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Model Course Descriptions

The descriptions that follow represent potential descriptions of courses that could be offered in an agricultural
education program either on a 36 week or 18 week basis. '
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8TH GRADE EXPLORATORY PROGRAM IN
AGRICULTURAL SCIENCE AND TECHNOLOGY (9 WEEKS)

During this nine week course, emphasis will be on identifying the seven occupational areas of the industry of
agriculture, conducting a variety of exciting action oriented activities, and participating in several learning
experiences representative of the more than 200 careers in agricultural science and technology industry.

PRINCIPLES OF AGRICULTURAL SCIENCE AND TECHNOLOGY
(36 WEEKS)

Anintroductory course that presents students with the foundations of plant and animal sciences. Students will
develop skills and knowledge in plant science, soil fertility and conservation, animal science and the
agricultural mechanics that relate tothese life sciences. Learningexperiences will include hands-onexperience,
field trips, and interviews as well as various classroom and laboratory exercises. Students will-also learn
leadership skills through an introduction to the FFA and supervised agricultural experience program. -

WILDLIFE, NATURAL RESOURCES AND
FORESTRY TECHNOLOGY (18 WEEKS)

A broad and diverse study of wildlife habitats, characteristics, natural resources, water quality and forestry
management and preservation. This upper level semester course emphasizes the development of knowledge

and skills in hunter safety, wildlife management, clay pigeon shooting, tree identification and use of and
managing public and private lands for wildlife and forestry.

TECHNOLOGY OF AGRICULTURAL MECHANICS (18 WEEKS)

The focus of this course on mechanization will be advanczd skills development. Concentration will be on
laboratory experience in metals, building, electrical and machinery technology. Students will have practical
and technical instruction in all phases of agricultural mechanics including robotics, design and simulations. This

semester course is primarily designed for students to apply the principles of mechanics and physics to
agricultural settings.

MANAGING BUSINESSES IN AGRICULTURE (18 WEEKS)

This advanced level, semester course is designed to emphasize both farm and agribusiness management.
Students will have hands on experience with computers and will manage two simulated agricultural businesses.
Learning opportunities will concentrate on the areas of credit, money management, marketing, and tax and
business planning. Students will apply the principles of business management to operation of a farm and an
off-farm business related to one of the occupational areas of agriculture.
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HORTICULTURAL SCIENCE AND TECHNOLOGY (18.WEEKS)

This advanced level course is designed to present knowledge and skills in the many areas of horticulture.
Instmiction will be provided in landscaping, gardening, greenhouse management, and turf grass management.
Students will apply knowledge and skills in real life situations to test theory and practice in settings as varied
as golf greens, home landscaping, interior design to plantscaping and floral design.

AGRICULTURAL SALES AND SERVICE (18 WEEKS)

A course designed for upper level students interested in the many career opportunities in the largest
occupational area of the agricultural industry. This course co.:centrates on developing skills and knowledge
in agricultural sales techniques, advertising, personnel management, interviewing, computer networking,
cooperatives and telemarketing. Students will acquire competencies to be applied to real-life situations in
agriculture sales and service occupations.

AGRICULTURAL PRODUCTS AND PROCESSING TECHNOLOGY
(18 WEEKS)

A course which centers on the products of agriculture and how they are processed into the items we use every
day. Students will develop knowledge and skills related to the many processes used to add value to raw
products and study ways in which the industry is trying to develop new products through biotechnology.

Practical experiences will focus on applying the basic scientific procedures to the development and
enhancement of the products of agriculture.

ADVANCED PLANT AND ANIMAL SCIENCE TECHNOLOGY (18 WEEKS)

The focus of this course is to develop management skills. Indepth coverage of crop and livestock management,
marketing, decision making and problem solving will give students working knowledge of production
agriculture to increase profitability and efficiency. Emphasis will be placed on the impact on production
agriculture of federal and state regulations and policy as well as the relationships between international and
domestic agriculture production, trade, and development.

Source: lowa Governor's Council on Agricultural Education, 1990.
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Components of Quality Agricultural Educational Programs

Source: lowa Governor's Council on Agricultural Education, 1990.
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Components of Quality Agricultural
Education Programs

A. Students

1.

A Middle School Exploratory Program is available for all students.
a. The program shail be offered on a short term basis (for example 4.5 or 9 weeks).

b.  Subjectmatter shall be based ona variety of hands-on practical activities to spark interest
in the study of agriculture.

c.  Thefocusof this short course shall be on the numerous opportunities in the seven general
areas of the agricultural industry - - Products and Processing, Sales and Service,
Production, Horticulture, Mechanics, Conservation and Natural Resources, and
Forestry.

In addition, students will learn the nine functions around which these occupaiional areas
operate: manufacturing, communicating, financing, selling and servicing, producing,
transporting, processing, marketing, and merchandising,

2. A flexible 9th through 12th grade agricultural education program is available to all students - (open
entry, open exit).

a.

The program is offered on a year long or semester basis or a combination thereof. The school
district will make the decision based on student need and facilities available.

The content is based on program area knowledge and skills centered around the seven
occupational areas of agriculture: Products and Processing, Sales and Service, Production,
Horticulture, Mechanics, Conservation and Natural Resources, and Forestry with reference
to the nine functions around which these general areas operate: manufacturing,
communicating, financing, selling and servicing, producing, transporting, processing,
marketing and merchandising.

Subject matter grounded in the sciences and technology of agriculture.

Time allotments for agriculture course offerings shall be consistent with regular course

offerings in the School District. These time allotments shall meetor exceedstate standards (i.e..
40 minutes per day).

Each student shall be involved in a documented supervised agricultural experience program
witha specific purpose, goals and objectives. There shall be one follow-up on-site instructional
visit per student per semester, and where appropriate, one follow-up on-site instructional visit
each summerdepending on studentinvolvementin the day school programs. (i.€.. one semester
of classes or two, or short or long-term supervised Agricultural Experience Program).
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Program offers opportunity to meet the necessary standards (computational, speaking,
writing, decision making and leadership knowledge and skills) to be successful for life-long
learning including enrollment in formal post-secondary education programs.

Some courses or combinations of courses could be used to meet specified science credits
provided the teacher of agriculture is certified to teach in a specific science area.

Each student has the opportunity to be involved in the local Chapter of the FFA organization.

Optimum learning environment - When the teacher of agriculture has contact with 40 students
for the day school program the program is considered to be full time, with a maximum load
of 60 students. As the numbers of students approaches 60 there is a greater need for providing
additional professional resources. Laboratory and regular classroom facilities and equipment
must be considered when determining appropriate class size. The rationale for these limits is
based on the programmatic requirement for the instructor to conduct follow-up instructional
supervision for all students (1 per student per semester, plus one per student in the summer).
The instructor is to conduct and supervise monthly FFA activities and either conduct or assist

in conducting adult agricultural education courses, workshops or other related activities in the
agricultural community.

Adult education program available for local patrons.

a. Adult agricultural education programs shall be (rural and urban) provided based on
identified need and in cooperation with other agricultural programs for adults, i.e.
Cooperative Extension Service, agricultural organizations, agribusinesses, commu-
nity colleges and state and federal agricultural agencies.

b. Adult agricultural education and leadership development programs shall be provided

where appropriate, for example involvement in state Young Farmer Educational
Association.

B. Professional Educator

1.

Degree in Agricultural Education (Teacher Education Program for secondary school certifi
cation).

Fully certified to teach agriculture in the State of lowa. An endorsement or full certification
in at least one or more science area(s) is encouraged.

Has occupational competency as indicated by documented experience in one or more areas
of the agriculture industry.

Has a written planned program for professional improvement - advanced degrees, inservice

program participation etc. Earns at least 3 to 5 graduate/continuing education credits every
5 years.
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For a full time program, holds a twelve month contract (H.R. 2433) or a minimum contract
of 11 months.

6. Develops a working relationship with an actively involved and effective local advisory
council which functions by assisting in pianning, evaluating and promoting the totai
agricultural education program.

7. Encourages development of and uses services of local FFA Alumni Association to assist with
agriculturai education program activities. '

8.  Develops, conducts and promotes a curriculum based on the seven general and broad-based
areas of the agricultural industry. )

9.  Conducts a community-based program of agricultural education and uses SAE programs and
adult education programs to enhance the instructional effort.

10. Uses a variety of instructional strategies in conducting the program.

11. Provides information to others (educators and general public) relative to education about the
agricultural industry in Iowa. :

12. Develops and utilizes a planned recruitment strategy - i.e.. brochures, programs, etc.

13. Communicates continuaily with school administrators and counselors regarding information
related to course content, scheduling, agricultural career opportunities, FFA activities and
SAE programs.

14. Organizesand submits a written annual review of the prograin’s achievements and accomplish-
ments. The report shall be presented to the advisory council, school administration and
school board.

Course of Study .

1. Courses and/or units shall be based on the seven general areas of the agricultural industry:
Products and Processing, Sales and Service, Production, Horticulture, Mechanics, Conserva-
tion and Natural Resources, and Forestry.

2. A well planned and up-to-date competency-based curriculum guide (scope and sequenced) is
articulated with K-through post-secondary and adult education units. Copies of the written
document are available in High School Administrative Offices and the District Office as well
as the Department.

3.

Curriculum guide explains the Department’s Philosophy, Description, Policies for FFA, SAE,
Adult Education, Advisory Council and Evaluation. There is a unit outline for every course
taught in the department with topic areas and objectives written in measurable terms.
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The curriculum is focused on the most up-to-date information and outlines the strategies,
activities, materials and references used in instruction.

The curriculum has infused in it various aspects of FFA, SAE, international and global
awareness, basic scientific, economic and business principle. and provides the necessary
challenges to students that promote learning and thinking about complex problems in

agriculture (i.e.. conservation and technology ethics, animal rights, and plant and animal
genetics issues).

The curriculum incorporates a wide variety of supervised agricultural experience principles,

- concepts and opportunities.

D. Evaluation

1.

A five year follow-up of graduates is conducted to determine job placement, education,
program feedback.

A yearly program of activities (POA) for the FFA shall be developed, conducted and evaluated
by the members of the FFA. Copies of the POA are available in the department office, the
principal’s office and the office of the superintendent.

Goals and objectives for the total program shall be established yearly, approved by the advisory

council and evaluated at the end of the school year by the advisory council and school
administration.

Specific competency achievement by students shall be reported for each course.

An annual report of FFA chapter activities shall be submitted for review by the advisory
council and school administration.

An annual report of supervised agricultural experience programs shall be submitted forreview
by the advisory council, school administration and the Jowa Department of Education.

E. Public Relations

The Agricultural Education Department of the local school district (including teacher(s), students,

the advisory council and alumni groups) should be using the following activities to market the
educational programs in agriculture.

1.

2.

The department develops and conducts a systematic program of public relations.

A variety of public relations activities (such as print media, radio, TV, displays, exhibits,
demonstrations or presentations) are presented to focus on FFA activities, supervised

agricultural experience programs or other educational programs by the agricultural education
department.
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3.  FFA program of activities, newsletters, brochures, and other materials are distributed to

interested individuals including prospective students, parents, guidance counselors, school
administrators and community leaders.

4. The course of study guide including complete course descriptions shall »e used as a public

relations instrument by providing it to prospective students, parents, guidance counselors and
agribusiness persons.

5.  Periodic surveys are used to gather information about community needs and how agricultural
education can serve these needs.

6. Develops and conducts programs to recognize F°A chapter and departmental activities a~d
achievements - including but not limited to annual awards banquets.

7. Students and faculty of agricultural education participate in Career Information Days
sponsored by the school.

8.  The department conducts special programs to inform general student body, parents, and the
public about agricultural career opportunities and agricultural education programs.

F. Facilities

The most effective learning environment allows for the development of a wide variety of student
activities appropriate for learning agricultural skills and knowledge. The following information
provides a guide for the provision of facilities for quality educational programs in agriculture. Some
facilities may be combined to allow for multiple uses.

1.  Floor space in square feet - adequate space should be provided for appropriate supervised
experiences in laboratories and classrooms*.

1 Teacher
Oftice 120 sq. ft.
Classroom 840
Ciassroom Storage 120
Classroom Laboratory 432
Agri-Business Lab w/Computers 432
Food Processing Laboratory 3000
Ag. Mechanics Laboratory 3200
Laboratory Storage 320
Greenhouse 70 sq. ft. per student
School Land Laboratory Various
Nursery Laboratory Various

*Source: lowa Standards for Vocational Programs.
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2. Adequate tools, cquipment, and furniture are provided to meet the needs of the number of
students in the program. Local option based on student numbers.

3.  State-of-the-Art technology/equipment is provided or made available for observation and use
in the department or elsewhere when appropriate to enhance learning.

4. A replacement system for equipment and tools is outlined and carefully followed.
5.  The department seeks and uses equipment and tools from all available sources but particularly

in cooperation with the Area Education Agency, other local agricultural educatiou depart-
ments, and community colleges, etc. when appropriate.

G. Program Finance

1. Teacher’ssalary pro-rated using standard contractas a base. Summer contract is paid ona pet-
diem basis pro-rated to the nine month base. To compensate the instructor for extra
responsibilities, it may be appropriate in some school districts to provide payment for FFA/
Adult Education activities through the master contract/student activity schedule.

2.  Travel expznse reimburserﬁent shall be paid for making follow-up on-site instructional visits
(secondary and adult), and to cover field trips and other educationally-related activities.

3. Appropriate funds are available toencourage attendance at selected professional meetings and
inservice education workshops during the year.

4.  Curriculum materizls are continually being evaluated and updated to fit the needs of the
students.

5.  Laboratory equipment is continually evaluated, updated or replaced to meet the needs of
students and the agricultural industry. '

6. Expendable items (consumable supplies) - appropriate levels of supplies are available to
adequately teach students to a satisfactory level of competence.

7.  Department seeks local business and industry support (in cash or in-kind) to conduct
educational programs.

>

8.  Department writes proposals (local, state, national) for grants to fund educational program
needs. -

9.  The local teacher of agriculture and the advisory council works closely with the school district
administration to establish a departmental budget for materials, supplies and equipment.

Source: lowa Governor’s Council on Agricultural Education, 1990.
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Instructor Resources for an Agriculture
Education Program




State of Iowa
DEPARTMENT OF EDUCATION
Bureau of Technical & Vocational Education
Grimes State Office Building
Des Moines, lowa 50319-0146

PLANNING SUMMER ACTIVITIES FOR QUALITY YEAR-ROUND
AGRICULTURAL EDUCATION PROGRAMS

(This is to serve as an example; it may be revised for local use.)

Organize, meet witii, and properly utilize an advisory council to actively assist with pianning,
developing, conducting, evaluating and promoting the Ag Ed program.

Visit homes and meet with parents of prospective students and of those already signed up to enroll in
the Agricultural Education program.

Assist students in planning for their supervised agricultural experience programs.
Help students in selecting animals for their supervised agricultural experienice programs.
Develop training stations for supervised agricultural experience programs.

Assist students in securing training and employment for supervised agricultural experience placement
programs.

Contact employers of students for information on student and program needs.

Provide practical on-site instruction to individual day class students through supervised agricultural
experience programs in production agriculture and/or agribusiness.

Assist stndents in keeping accurate supervised agricultural experience program records.
Supervise and evaluate student supervised agricultural experience programs.

Provide guidance and counseling to students regarding their personal concerns, career choices,
education, and supervised agricultural experience program development.

Supervise andutilize demonstration plots, AgEd greenhouse, livestock facilities, and other community
resources for individual and group projects which strengthen the concept of learning by doing.

Utilize several Ag Ed/FFA activities for occupational competency, leadership, cooperation and
citizenship development.
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dlold regular, well organized FFA chapter meetings each month.

Work with executive, standing, and special committees; providing necessary assistancetosee thatFFA
chapter activities are properly planned and carried out. )

Accompany FFA members to leadership training camps.
Supervise the development/revision of thé FFA chapter’s program of activities.

Supervise Ag EJ/FFA community service and/or development activities.

___ Supervise FFA recreational activities.

_____ ‘Train students for various judging teams and participate in selected contests.

_____ Organize an FFA Alumni Affiliate and assist with the development of meaningful activities.
______ Provide small group and/or large group instruction in adult and/or young farmer programs.
______ Make instructional visits to adult and/or young farmers.

_____ Inventory Agricultural Education supplies and other instructional materials.

Develop a variety of teaching materials to provide aquality instructional programinvolving meaningful
student activities.

Organize the Ag Ed department equipment, supplies and resource materials for a neat appearing, safe
and efficient Ag Ed department.

Develop or reorganize a useful filing system.

Review and revise a written Ag Ed department program of work which is both challenging andrealistic.

Keep abreast vn current agricultural and educational developments through inservice field days,
conferences, publications, audio-visual materials, co-workers in agriculture and education, profes-
sional organizations, and community resources.

Attend district, state and regional professional education inservice workshops and other activities.

Attend inservice workshops or credit courses in Agricultural Education subject areas which will help
prepare students for future careers.

Develop strong public relations within the local community, with agribusiness persons and other
community citizens.

Work cooperatively with other professional agriculturists - extension directors, soil conservationists,
farm loan managers, veterinarians, etc.
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Provide assistance in conducting county and state fair activities involving FFA members.
Visit Ag Ed/FFA programs in other school districts to gain ideas for improvement.
Prepare an occupational survey of past high school agriculture students.

Evaluate the total Ag Ed/FFA program.

Provide evidence of accountability for utilization of time and accomplishment of objectives. File
weekly or monthly instructor activity reports with administrators.




State of Iowa
DEPARTMENT OF EDUCATION
Bureau of Technical & Vocational Education
Grimes State Office Building
Des Moines, Iowa 50319-0146

EXPLORATORY AGRICULTURAL EDUCATION SUGGESTIONS

General Statements To Consider:

1. Select topics of benefit to all students (male and female; town, acreage and farm).
2. Provide instruction for a maximum of 3 to 4 days on each specific topic.

3. Usea variety of teaching methods and instructional materials--demonstrations, trips, speakers, audio-
visuals, crossword puzzles, etc.

4. Minimize shop-type activities.

5. Include agricultural career opportunities in agribusiness and industry as part of this exploratory
program. Expand each student's thinking beyond the local community to include careers on a state,
national and international scope.

6. Provide meaningful learning activities each day with much student involvement--individually, small
group, or class. '

7. Motivate the students atall timesusing interest approaches, a variety of hands-on learning experiences,
student involvement in class activities.

8. Follow strict discipline and be consistent.

9. Offerinstruction to each group of students for a4 to 6 week period of time, ora maximum of 9 weeks.

10. Keep the class size down; develop a rotation-type system for students to participate.

11. Place emphasis on math, science, communication, leadership and employability skills being taught in
Agricultural Education.

12. Demonstrate how Agricultural Education helps develop the ability to solve problems and make wise
decisions.

13. Empasize the importance of a supervised agricultural experience program. :

14. Show students how Agricultural Education teaches them to properly utilize a variety of resources
instead of memorization of facts.

15. Demonstrate how computers, biotechnology, and the understanding of international customs and
policies are integrated into Ag Ed instruction. s

16. Discuss with students the requirements for entrance into a college of agéulture (i.e. math, science,
foreign language).

17. Show a true interest in every student.

Suggested Topics of Instruction:

1. Agricultural Careers--local, county, state, national, international (3-4 days). Students could give
oral reports on an agricultural career, advantages, disadvantages, educational requirements. etc. The
instructor could use films, field trips, or a panel. There are some good crossword puzzles (these could
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10.

11.

getboring if used too often). Some instructors have had students make acollage of agricultural careers.

Also discuss what to look for in selecting a career, how to apply for a job, and how to become a
successful employee.

Parliamentary Procedure--students can see the benefit for learning this as they are generally already
involvedin meetings (class, church youth,4-H, Scouts, etc.). They should learn: taps of the gavel, how
to be a good chairperson, main motion, refer toa committee, amend, rise to a point of order (5-6 days

at the maximum if they are enjoying it; otherwise, less time). Use student demonstrations and exciting
items of business for them to discuss.

. Crops--corn and soybean germination comparisons, photosynthesis - light vs. darkness and albino vs.

green. (2 days) Students prepare experiments in the Agricultural Education laboratory or _reenhouse.
Use of crops such as corn or soybeans--livestock feed, food, cosmetics, plastics, paint, etc. Have
students bring items from home to class which were processed from corn or soybeans (1 day).

Soils--formation, texture, color, proper soil sampling, testing for nutrients. Field trip on how to
properly take a soil sample. '

. Terrariums--discuss how a terrarium reiates to plant science; have each student make a terrarium to

take home.

Landscaping--general principles for proper landscaping, identification of cornmon trees and shrubs,
selection of trees and shrubs (5-8 days, depending upon their interest). Students make drawings, take
field trips, apply principles to home situation.

. Care of Livestock--pigs, lambs or calves; (3 days) iodine on navel, ear notch or other identification,

dock tails of pigs or lambs, clip needle teeth of pigs, etc. Students perform skills following instructor
demonstrations.

Selection of Livestock--one species such as beef cattle, sheep, or hogs; (3 days). Use slides, pictures
and/or field trip.

Breeds of Livestock--swine, dairy, or horses because there are not so many different breeds as beef
and sheep (1-2 days). Use slides or photos; they must be colored to be effective.

Meat Cuts--pork, beef and/or lamb (4 days); identification, grades, quality, taste; use coior slides or

pictures, field trip to local meat market or grocery store, taste samples cooked in the agricultural
education classroom.

Concrete--concrete vs. cement terminology; standard procedures for improving quality; (2 days)
make a concrete hog trough or splashboard.




12.

13.

14.

15.

16.

17.

18.

15.

20.

21.

22

23.

Painting--how to properly apply paint with a brush and with a sprayer; how to properly clean paint

brushes and other paint equipment for later use (2 days). Use demonstrations performed by instructor
and/or students.

Telephone Use--apply to agribusiness occupations (2 days); on proper use of the telephone - how to
answer, what to repeat for clarity and accuracy, and how toclose conversation. Use telephone system
from General or Bell Telephone Companies for training the students.

Check Writing--how to write checks properly (2 days). Have students practice on sample checks;
also take a field trip to the local bank.

Conservation of Soil and Water--show slides of conservation methods; take a water sample properly
and send to a laboratory to be tested.

Computers In Agricuiture

Proper Riding of Horses

Gardening

Small Animals

Tractor-Safety, Home Safety, Chemical Safety, etc.

Ruminant vs. Non-Ruminant Digestive System

Importance of Agriculture to Iowa’s Economy

Ag Ed/FFA--tour of Agricultural Education facilities, 4-year program, supervised agricultural

experience, FFA (1-2 days). Have FFA officers speak to students, show slides or video of some
supervised agricultural experience programs and FFA activities.

12<
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State of Iowa
DEPARTMENT OF EDUCATION
Bureau of Technical & Vocational Education
Grimes State Office Building
Des Moines, Iowa 50319-0146

Agricultural Education Summer Activity Summary

Month y 19__
School Instructor
I. Daily Record (List work for each day of the month)
No. Supervised Ag Experience Visitsl Miles
Date Day AF YF¥ Other Place or Person Nature of Work Traveled
)
TOTAL Supervised Ag TOTAL # MILES
Expericnce Visits TRAVELED
TOTAL Enrollment
AG-51
0N
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I1. Summary of Activities

A.

Meetings, Tours, and Trips (indicate whether conducted, cooperated in, attended and number,
nature, and attendance)

Test Plots and Demonstrations

Community Service Work

Prospective Enrellment (Indicate whether Exploratory, High School, Young Farmer, Adult
Farmer, and number)

Organization of Annual Plans, Courses, Equipment, Rooms, and Library

Professional Improvement

Publicity, Communications, and Individual Conferences

FFA Activities

Other Undertakings

IIL. Outline of Plans for the Following Month

Signed

Instructor Date Superintendent




State of Iowa .
DEPARTMENT OF EDUCATION
Bureau of Technical & Vocational Education
Grimes State Office Building
Des Moines, Iowa 50319-0146

Annual Agricultural Education Worksheet

July1, 19_ - June 30, 19__
Name of School District (P.O.)

A. InstructionalProgram ‘AlDay COOP _ ¥F _ AF Dept.Total
1. ClassEnrollment........ccccvvvveeeeennernens
2. Supervised AgExperience

ENrollment .. .coueeeeeeeveeeeeeeeeeeneenceennes
3. NumberofClass Sessions Held ....... R
4. ‘Hoursof Instruction Completed ...... | B

5. Field Trips
a. Numberconducted ....................
b. Total attendance .........cccceeeeeeeeee
6. Numberof Students with Special
NeedsBeingServed .........cceeeeeeeenns
7. Advisory Committee
a. Number on Committee ...............
b. Attendance......cccocveeerinunneeeecenns
8. Banquets
a. Numberconducted ..........ccceceee.
b. Attendance.......ccocceeeeninnnreeeennens
9. NumberofPublicity Items
a. Newspaper .......ccocveeeeecsisnncen
b. Radioand TV....ceiieieiiiiininnnn
c. Magazines, bulletins, etc. ............
d. Speeches ........ccoueverieeeveeniniinnes
e. Othermedia .....coovvvreneeieeennnennn
10. Numberof Surveys Conducted........
11. Numberof On-Site Instructional
VisitstoIndividual Students .............
12. Number of on-site instructional visits permonth:

July Aug. Sept. Oct. Nov. Dec.
Jan ____ Feb. March _____  Apr May June

' * Submittal of this reportis optional by the local school district. Data submitted will be utilized by the Departmentof
»: Education tocompile summaries, overviews, and backgroundinformation when working with various publics.

Signature of Agricultural Education Instructor AG.53 Signature of Supirintendent or Principal
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B. Leadership Development

13. Number of Teams Competing:
AgCommodity Marketing
Agricultural Mechanics
AgSalEs ..oovviiieerieneieint e
DairyCattle .......cccoveeeenuriueesinnennenns
Dairy FOOdS .....oovineneennesnencsninnenanns
Farm Business Management ............
FIOMCUIITE «.cvveeeeeeesneecrnenasonecssnees

LIVEStOCK 1vveevveeeerunerresnrnennnecsecsnens
MEALS ..eveeerrrrrereeemmnenesssrsesessassenes .
Nursery/Landscape .......ccocoeereereees
Soils

R e TR @ R0 TR

14. Numberof Students Exhibiting .........
Beef ShOW ..vvvveeereercecrinrneeeenreessnnees

Horse ShOW ...covveeeeerceiiiiiineneenannccnns
Horticulture Show
Rabbit Show
Sheep Show
SWINESHOW . cvvvevreeeeeecsieerrrnnannnnnses
AgMechanics Technology Show .....

R I L L A

15. Number of Students Entering
FFA Contests

Chanter Program ........coeeueeeneseences
Extemporaneous Speaking ..............
Conductof Meetings ........cceeeeeennen
Parliamentary Procedure .................
Public Speaking ........cceseeeeuesesrennens
AZSALES oo
JODINTEIVIEW .coovvirrirrnrrrniecennessneenes
Otherspeaking contests ...........coeveee
Secretary's Book ......ccceeveniiiiiiennns
Treasurer's BoOK .....ccoooveveeiiiniiinanne
Reporter's BooK ......cooueieveicscencnnnes
ComputersinAg ....ocoveuermsrenscesens
Agriscience Sudent .........cooeeeueeencec

MO0V OPE —Fe WP R0 T

Sub-district

Local orCounty District State National

R R s R e R & i
t
. i
f :
: P
@ i
i - |
Suls
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Sub-district

B. Leadership Development __Local __orCounty District __State _ National

16. Numberof studentsentering '_ B : A
foundation & otherawards: R S S
StarGreenhand ..........ccoevvveeieeneiennns
Star Production Chapter Farmer ......
StarChapterin Agribusiness ............
State FFA Degrees .........coceeveeenneeee
AmericanFFADegree .........cocveeee
Agricultural Elecrrification.................
Agricultural Mechanics ....................
Agricultural Processing .........cccoene
Agricultural Sales and/or Service ......
Beef Production .........cuvveeeneeecceeee
Cereal Grain Production ..........cc..c...
Dairy Production ..........ceceeeeueuinnenenn :
Diversified Crop Production.............
DiversifiedLivestock ........cccceevueeenee
Feed Grain Production .........ccccceece.
Fiber Crop Production .........cc.ceveene
Floriculture ........ccccevvvvinnnnennvaceecane
Forage Crop Production..........c......
ForestManagement ..........cceeeeeeeneee
Fruitand/or Vegetable Production ....
Home and/or Farmstead
Improvement .......cccceeveveeneeanennes
Horse Proficiency ........cocevveseeececnns
Nursery Operations ..........cc.ceveseesuens
Oil Crop Production..........cc.ceevennens
OutdoorRecreation .........cccceeeeeeneee
Placementin Agricultural
Production .......ccececevvueeeruecnuensnnenns
. PoultryProduction .........ccceeceeuvennee
. Sheep Production........ccccecevucrvennnnes
. Soil & Water Management ..............
Specialty Animal Production ............
Specialty Crop Production ...............
Swine Production ..........cceevveceneeees
Turf & Landscape Production ..........
WildlifeManagement .........cccceeeuveenne

£ m e m DT OP B ~Fe PR O B0 TP

N » E <

-l
[

(=3
(2

[e]
[¢]

SR m8 &

17. Number of FFA meetings held in past year.

18. Average attendance at regular FFA meetings.

19. Number of active FFA members.

127
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C. Meetings, Trips and Activities

No. Attendance

20. Trips & tours conducted (excludeclass field trips).

21. Meetings ~onducted by instructor (exclude allday, young farmer,
and adult f: amer).

22. Meetingsconductedin cooperation with others.

23. Agriculturalclinics, seminars, shows conducted.

24. Groupconferences. '

25. Exhibits prepared anddisplayed.

26. Other

D. Community Services Eroﬁded:

No. '
Farmers Scope

27. Animalselection.

28. Animal, insect, disease identification, control,and sanitation.
29. Animal productiontesting, milk sampling, andtesting.

30. Seedselection, germination,cleaningand treating.

31. Plantdiseaseorinsectidentificationcontrol.

32. Orchardsand gardens (pruning, spraying, etc.).

33. Weedidentificationand control.

34. Well watersampling.

35. Soilsampling, testing, and fertilizer selection.

36. Soil conservationand erosion control.

37. Farmmanagement, records, credit, etc.

38. Farmsafety.

. 39. Farmsteadplanning, electrification, andautornation.

40. Machinery management, selection, adjustment, andrepair.
41. Demonstratic:iplots.

42. Other

E. Administrative Procedures:

43. Milestraveledin agricultural education work:

Personal School
car vehicle

a. In service area
b. Tocalled conferences
c. TOTAL
44. Numberof students with supervised agricultural experience programs.
45. Total netincome of high school agriculture students.
46. Average netincome of high school agriculture students.

@ A
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Checkeachofthe followingthatapply:

55.

56.

57.

58.

47. Instructorisemployed asafuli-time Ag Edinstructor.

48.  Departmental files are organizedand up-to-date.

49,  Ag-dexfilingsystemisused.

50. Recordsandreports are up-to-date.

51. Departmental programof work andcourseoutlines are preparedandused.
52.  Agricultural-related occupationsinstructionis conducted.

53. (COOP)(Agricultural Occupations Employment Experience) isavailable.

54. Numberofstudentsplaced foragriculturalemployment experience thisyear.

List businesses cooperating asemployment centers for COOP:

Describe improvements made in Ag Ed department (attach additional material if needed) building,
facilities & equipment:

Describe instructional program, materials, etc.:

Describe majoractivities and accomplishments:

123
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State of Iowa
DEPARTMENT OF EDUCATION
Bureau of Technical & Vocational Education
Grimes State Office Building
Des Moines, Iowa 50319-0146

Young Farmer Preliminary Worksheet

19___ - 19___
Name of School District Date 19
Agriculture Course to be taught
Date of Class Topics Speakers Resource People
130
Signature of Ag Ed Instructor Signature of Superintendent of Schools
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State of Iowa
DEPARTMENT OF EDUCATION
Bureau of Technical & Vocational Education
Grimes State Office Building

Des Moines, Jowa 50319-0146

Young Farmer Summary Worksheet

19

Name of School District (P.O.) Date 19
Agriculture Course Taught

1. Numberofsessionsheld.

2. Numberofclass hours instructionconducted.

3. Numberofyoung farmers/agribusiness personsenrolled: Male Female

4. Averageofattendance.

5. Numberof young farmersattending 3 or more lessons.

6. Numberof young farmersattendingall lessons.

7. Numberofinstructor visitsto the farm or agribusiness.

8. Numberof young farmers advancing status in farming oragribusiness.

Names of Speakers or

Date Attendance ' Topics Resource People Used

131

Signature of Ag Ed Instructor Signature of Supcrintendent of Schools
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State of Iowa
DEPARTMENT OF EDUCATION
Bureau of Technical & Vocational Education
Grimes State Office Building
Des Moines, Iowa 50319-0146

Adult Farmer Classin Agriculture Preliminary Worksheet

19 - 19
Name of School District (P.O.) : Date 19
Agriculture Course Taught |
Name of Meeting Place for Agriculture Class
Date course will begin.
Date course willclose.

Timeclassperiods will beheld. .

Check thedays the class will meet: Mon {Tues Wed, Thurs, {Fri
Numberonadvisory committee.
Numberof meetings to be conducted by the instructor.

Anp W=

7. Please give details on following:

Date of Class Topies Speakers Resource People
132
Signature of Ag Ed Instructor Signature of Superintendent of Schools
Q AG-63
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State of Iowa
DEPARTMENT OF EDUCATION
Bureau of Technical & Vocational Education
Grimes State Office Building
Des Moines, Jowa 50319-0146

Adult Farmer Summary Worksheet
19 - 19

Name of School District (P.O.)

Name of Course Taught

Number of sessions held.

Numberof menenrolledinagriculture.

Numberof womenenrolled inagriculture.

Average attendance (add the total sessions attended by each member
and divide by the number of sessionsinthe course).

Numberof personsattending three or more sessions.

Numberof persons attending all sessions.

Numberof visits to farm oragribusiness.

I<umberof sessions taught by ag science and technology instructor.
Number of meetings using speakers or resource people.

pw-

O 0 NOVA

10. Give details of Adult Farmer Course:

Date of Attendance Topics Speakers Resource People
Meeting

Signature of Ag Ed Instructor Signature of Superintendentof Schools

A3




Standards for Agricultural Education

Recommended Standards for
Agricultural Education Programs in
Secondary Schools in Iowa
Iowa Governor’s Council on Agricultural Education
1992

134
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Standards for Agricultural Education
in
Iowa

This set of standards was developed and approved for use in local Agricultural Education pro-
grams in secondary schools in Iowa by the Iowa Governor's Council on Agricultural Education. The
following groups and individuals are encouraged to use this document:

* Teachers

* Advisory Councils

* School Boards

* Patrons '

* Others with interest in the program

This document is an excellent tool to use at the local level to conduct a self-study of agricultural
education programs. Users should use this tool to identify areas of strength as well as areas needing some
additiona! effort. The key is to determine what effort is needed to keep programs strong and identify what
strategies will be used to make them so and who will carry out the strategies.
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Standards for Agricultural Education

Instructions: Circle the response that best describes the situation in this Agricultural
Education program. Use the following scale:
ES = Program Exceeds the Standard
MS = Program Meets the Standard
SNW = Program Needs Work to Meet Standard
DMS = Program Doesn’t Meet Standard

1. Up-to-date curriculum guide is available. ES - MS - SNW - DMS
2. Statement of philosophy written for department. ES - MS - SNW - DMS
3. Advisory council evaluates department plan at least twice a year. ES - MS - SNW - DMS
4. Community data and issues used to modify instructionai plan. ES - MS - SNW - DMS
5. Validated competencies used as a guide for instruction. ES - MS - SNW - DMS
6. Community resources used in instruction. ES - MS - SNW - DMS
7. Instructional program articulated with other educational programs ES - MS - SNW - DMS
-e.g.. within school: post-secondary.
8. There is balance among class time, lab time, field experiences. ES - MS - SNW - DMS
9. In-depth lesson plans are developed and used. : ES - MS - SNW - DMS
10. Modern and accurate instructional & reference materials used. ES - MS - SNW - DMS
11. Current journals & agricultural publications available. ES - MS - SNW - DMS
12. Safety instruction given prior to & during land & field work. ES - MS - SNW - DMS
13. School approved transportation provided. ES - MS - SNW - DMS
14. Provisions made for students with special needs. ' ES - MS - SNW - DMS
15. Experiential learning program provides desired special experiences. ES - MS - SNW - DMS
16. Instructor provides supervision for experience programs. ES - MS - SNW - DMS
17. A preparation period is provided the teacher. ES - MS - SNW - DMS
18. SAE experience programs are recorded to gauge progress. ES - MS - SNW - DMS
19. Students engaged in appropriate SAE programs. ES - MS - SNW - DMS
20. Students keep accurate & complete SAE records of experience. ES - MS - SNW - DMS
21. Leadership & personal development activities are an integral ES - MS - SNW - DMS
part of Agricultural Education program.
22. All agricultural education students are given the opportunity to ES - MS - SNW - DMS
be members of FFA.
23. Members of the FFA Chapter are given the opportunity and ES - MS - SNW - DMS
encouraged to be involved in FFA activities at all levels -
local, district, state, national.
24. Enrollment policies permit flexible entry and withdrawal. ES - MS - SNW - DMS
25. Instructor visits prospective students & their parents/guardians. ES - MS - SNW - DMS
26. File maintained for each student enrolled & chart progress. ES - MS - SNW - DMS
27. On-going public relations program conducted. ES - MS - SNW - DMS
28. Cooperative working relationship developed with community ES - MS - SNW - DMS

leaders and advisory council.
29. Adequate facilities & equipment provided as determined by local need. ES - MS - SNW - DMS

30. Current state & federal safety regulations met. ES - MS - SNW - DMS
31. Adequate storage space provided as determined by local needs. ES - MS - SNW - DMS
AG-69
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32.
33.

34.
35.
36.
37.
38.

39.
40.
41.
42.
43,

45.
46.

47.
48.
49.
50
51.
52.

53.

Departmental office provided near classroom/laboratory.

Land laboratory provided and used in program

as determined by local need.

Professionally trained and certified teacher employed.

Instructor employed on an extended contract.

Provisions are made in program for individual student differences.
Instructor active in local civic organizations..

Instructor active member in professional educational activities,
e.g.. IVATA, IVA, NVATA.

Instructor involved in in-service education programs.

Secretarial services provided to meet needs.

Active advisory council has written operational procedures.
Adequate financial support provided as determined by local need.
Financial records maintained for the department.

_ Instructor assists in placement and follow-up of graduates.

Advisory council assists in planning program for department.
Instructor and school administrators meet annually to formally
review program.

Job description developed for instructor.

Department has planned summer program on file.

Minimum of 3 supervisory visits/contacts made per student per year.

Annual report of SAE/FFA and any other programs

(e.g.. adult) prepared and presented to local school
authorities with copies sent to state department of education.
Program meets minimum requirements of state mandated
competency - based education.

Additional professional services are provided program when
& where needed as prescribed by local needs.

Science, math and communication knowledge and skills are
integrated into the agricultural curriculum.

Comments:

ES - MS - SNW - DMS
ES - MS - SNW - DMS

ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS

ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS

ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS
ES - MS - SNW - DMS

ES - MS - SNW - DMS

Name

Title
Date

Person Conducting Review
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Standards for Supervised Agricultural Experience Programs

1. Program recognizes SAE as an effective teaching/learning approach.
2. Program provides instruction to students about SAE programs.

3. Program involves key people in SAE activities - students’ parents, teachers, employers, role

N oA

models, school administrators.

SAE is utilized in classroom instructional program.

SAE activities provide for small group and individualized instruction.
Students keep neat and accurate records of SAE activities.

Student pride in SAE activities is developed by recording accomplishments in records,
photos and displays.

. SAE provides opportunity for starting a business, developing and using entrepreneurship

skills.

. SAE activities and student progress are evaluated on an on-going basis.
. Student-centered learning in the SAE program is developed by listing skills and knowledge/

competencies to be learned in the experience.

. Program informs the public of student accomplishments in SAE activities via selected media.

. Instructor provides systematic supervision for SAE programs by meeting with students at

the site of experience two to three times a year.

. Program identifies and documents competencies learned and practiced in SAE programs by

keeping complete records.

. Program records and promotes teacher activities relative to conducting follow-up of student

SAE programs - i.e.. follow-up records on file.

. Every student taking an agricultural education course (semester or year long) has a SAE

program.

. SAE programs in the school reflect the diversity of the student population enrolled in agri-

cultural education program.

. SAE programs supplement and build on the formal instructional program.

. Students apply for awards programs in FFA based on SAE program.

. SAE programs are characterized by the growth and expansion of experiences.

. SAE programs are assessed by advisory council members, administrators and teachers.

. SAE program activities are reported in summary form to the appropriate local and state

leaders in agricultural education.

Annual departmental report includes accomplishments (goals met) in SAE.

Towa Governor’s Council on Agricultural Education
Adopted 6/4/91
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Standards for FFA Chapter Activities in Agricultural Education

1. Chapter has a complete set of officers.

2. Chapter follows all state and national association guidelines to be fully recognized as an
active chapter.

3. All students have the opportunity to be members; membership is open to all regardless of
race, religion, gender, national origin.

4. Chapter develops an annual Program of Activities which is printed and distributed to the
membership.

6. FFA Activities are intra-curricular and there is evidence that FFA is tied to the curriculum.

7. FFA Chapter participates in district, state, national and international activities available in
the organization.

8. Chapter recognizes achievement by individual members and/or groups of members via a
systematic awards program during an Annual Parent-Member Banquet.

5. Chapter has a standing council in each of the 12 program areas.
9. Chapter activities are publicized via available media.
10. There is a systematic plan to teach cooperation, citizenship and leadership skills via the FFA.
11. Each student in the FFA is enrolled in agricultural education courses or has recently com-
pleted a full curriculum in agricultural education.

. Chapter participates in and conducts a Building Our American Communities Program
(BOACQ).

s
N

—
W

. Chapter has regular monthly meetings in which organizational official ceremonies are con-
ducted.

14. Chapter cooperates with other organizations in the school and community.
______15.Chapter members follow the FFA Code of Ethics.
16. Chapter develops and follows a systematic plan for financing chapter activities.
_______17. Chapter activities enhance the instructional program.
18. Community resources are utilized to further chapter goals and provide a sense of “commu-
nity”’ to members.
____19. All materials necessary to conduct FFA Chapter activities are available to members...
handbooks, manuals, paraphernalia.
20. FFA Chapter is assisted by FFA alumni in the community.

21. Chapter participates in appropriate contest activities.
22. FFA Chapter is a highly recognized organization in the school district.

23. Chapter conducts a planned membership recruitment program.
24. School Administrators are involved in FFA activities.

25. A full annual report of FFA activities is presented to the Advisory Council and School
Administrators.
Iowa Governor’s Council on Agricultural Education, Adopted 9/17/91
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Vocational Student Organizations

Vocational-technical educators have long recognized the importance of providing students personal and
professional leadership development competencies that complement the job specific knowledge and skills
needed for entry and successful progression in a particular career fieid. The vocational student organization
(VSO) has evolved as the instructional strategy to provide students with personal and professional leadership

development. The ten (10) national vocational student organizations that are recognized by the United States
Department of Education are:

Business Professionals of America

DECA - Delta Epsilon Chi

Future Business Leaders of America - Phi Beta Lambda
National FFA Organization

Future Homemakers of America

Health Occupations Students of America

National Postsecondary Agricultural Student Organization
National Young Farmers Education Association
Technology Student Association

Vocational Industrial Clubs of America

Vocational student organizations (VSOs) provide a unique program of career and leadership development,
motivation, and recognition for middle/junior high, secondary, postsecondary, adult and collegiate students
enrolled in vocational-technical education programs. The VSO is a powerful instructional tool that works best
when integrated into the vocational-te *hnical curriculum.

VSOs Reinforce Workplace Basics

While employers say that the most important skills for any employee are the “basics”--reading, writing and
arithmetic, they want much more. In addition to the vocational skills needed for entry level employment and
advancement, employers express the need for a workforce that is capable of:

* knowing how to learn

+ reading, writing and computation

» communicating effectively

o+ creative thinking and problem solving
» personal management

» group effectiveness

 setting personal and career priorities

Active participation in a VSO helps students achieve these characteristics making them more attractive to
employers, and better able to compete in the market place for success in their chosen careers.

140
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The VSO: An Instructional Strategy

VSOs are extremely effective “instructional tools” when used properly. VSO activities are integral to
vocational-technical education and most effective when they: )

a. are strategies used to develop, improve, and expand occ:upational competencies increasing the
relevance of instruction;

b. are an extension of the classroom and laboratory instructional program which enriches and
enhances student learning;

c. provide organized activities for students to gain personal and leadership knowledge and skill

making them more employable and preparing them to assume positive rolcs in the home and
community;

d. demonstrate goals and purposes which parallel the philosophy of vocational-technical education
and its service areas within the program;

e. provide realistic learning experiences in an organized program which are directly related to the

preparation of individuals for employment in careers and preparation for their role as family
members and citizens.

The VSO Chapter - Developing Leadership Competencies

Early studies determined that leadership at secondary and postsecondary levels was “predictive of later
leadership in adult business and social activities.” It was further found “that leadership in student led activity
was more highly related to various criteria for adult success than were scholarship or academic achievement”
(Base, 1981). The VSO chapter is not intended to replace the classroom or iaboratory, but rather to
supplement them, thus providing students the opportunity to develop leadership competencies in addition to
the knowledge and skills they are learning in their vocational-technical education program.

Integrating Competitive Events into the Educational Program

Most VSOs offer a competitive events program. The competitive events program has several purposes.
Among them are:

« motivate students

« assiststudentsindeveloping confidence inthemselvesand their occupational knowledge and skills
+ develop self esteem

« refine occupational knowledge and skills

« develop individual and group leadership skills




The competitive events program of the VSO is an effective instructional tool to achieve the above and as a
result, help students be more effective in their chosen career field. Competition is the means by which these
goals are achieved, not the end or sole purpose of the activity. Likewise, the medallion, plaque or trophy the
student might win is an added incentive, but not the purpose of the competition.

Competitive events can also help vocational education programs attract more students to their respective
career fields, as well as encourage excellence in individual and team performance. Classroom and laboratory

grades alone will not always motivate the student to give her or his very best and or achieve in their chosen
career.

Competition also prepares vocational students fora highly competitive and demanding workforce. Graduates
from vocational programs must haveacompetitive spiritif they are to advance withintheirchosencareer fields.
VSO members will have the opportunity to gain this “competitive edge” if they have participated in the
competitive events program sponsored by the ten vocational student organizations. In the tradition of the
Olympics, “you get the best from yourself when you give the best of yourself.”

Summary

All students enrolled in a vocational-technical education program may also be actively involved in their
respective VSO. To achieve this goal it is essential that vocational-technical instructors and school
administrators understand the nature and purpose of the VSO. The VSO can greatly enhance the ability of
the graduate of the vocational programto enter and advance inemployment, as well as be a productive member
of society. As a result, the vocational-technical education instructor should plan to integrate the VSO into
the curriculum as it is being planned and developed.

142

AG-75




Vocational Educationis defined as “‘organized educational programs which aredirectly
related to the preparation of individuals in paid or unpaid employment...and vocational
student organization activities as an integral part of the program.”

.-Carl D. Perkins Vocational Education Act of 1984

Vocational Student Organizations in Agriculture

The Mission

Recognized as integral to the vocational education programs in agriculture, three (3) national vocational
student organizations (VSO) are recognized by the U.S. Department of Education. These organizations (the
National FFA Organization, the National Postsecondary Agriculture Student Organization, and the National
Young Farmer Education Association) provide a unique program of career and leadership development,

motivation and recognition exclusively for secondary, postsecondary, and adult students enrolled in
vocational education programs.

VSOs are not “clubs” to which only a few vocational students belong. Rather,a VSO s a powerful instruction
tool that works best when it is integrated in the vocational curriculum and classroom by a vocational instructor
who is committed the development of the total person.

The Chapter - A Leadership Laberatory

The VSO chapter is actually a “leadership laboratory.” In academic subjects, labs are used to reinforce
scientific theories and principles. In agricultural education programs, the “chapter is the lab in which students
can develop leadership skills and the chapter advisor (the agricultural education instructor) can test and
evaluate the students’ abilities to serve in future membership and leadership roles in their chosen career”.

Early studies determined that leadership in high school and college was “predictive of later leadership in aduit
business and social activities.” It was further found “that leadership in student led activities was more highly
related to various criteria of adult success than were scholarship or academic achievement.” In other words,
“leadership rather than scholarship was the best predictive of later leadership.” (Base, 1981)

National FFA Organization (FFA)

EFA is a national organization of students preparing for careers in the science, business and technology of
agriculture through programs of agricultural education in public schools. The FFA consists of local chapters.
state associations and the national organization. Over 400,000 active members belong to 7,500 chapters
located in all 50 states, the District of Columbia, Puerto Rico, and the Virgin Islands. Organized in 1928, the
FFA received a federal charter from Congress in 1950 making it an integral part of public education in
agriculture and unique among vocational student organizations.

The Iowa FFA Association was chartered with the National FFA Organization on September 9, 1929. The
state association has over 9.000 active members inits approximately 235 chapters in Iowa public high schools.
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Activities, honors and award programs complement agricultural education by providing students with
incentives and practical experiences in the application of knowledge acquired through class and laboratory
instruction. Developing agricultural leadership, cooperation, and citizenship are FFA'’s primary objectives.

FFA’s philosophy of personal growth is captured in its motto, “Learning to Do, Doing to Learn, Earning
to Live, Living to Serve.”

National Postsecondary Agricultural Student Organization (PAS)
The National Postsecondary Agricultural Student Organization is a student organization associated with
agriculture, agribusiness, horticulture and natural resources offerings in postsecondary institutions offering
associate degrees or vocational diplomas and/or certificates. It is an integral part of the postsecondary
instructional program and is designed to help postsecondary agricultural students explore occupations, set
_educational objectives, and carry out a plan to meet these objectives. Participation in PAS enables members
to recognize the value of postsecondary vocational technical education; obtain guidance in making career
decisions; identify and acquire skills needed for a successful career in agriculture, agribusiness, horticulture
and natural resources; develop leadership and management abilities; develop character, citizenship and
patriotism; coordinate and cooperate witheducational, professional and service organizations; cooperate with
students in other curricular areas; and gain recognition for outstanding service to and achievement in the
orgznization. The National Postsecondary Agricultural Student Organization was organized in 1980 and has
around 60 chapters in 13 states “vith a current active student membership of around 1,500.

National Young Farmer Education Association (NYFEA)

The National Young Farmer Educational Association is the vocational student organization for those adults
enrolled in agricultural education. Though young farmer chapters have been active on the local and state level
for many years, a national association was incorporated in 1982. At the present time, the national association
involves twenty-four (24) state associations and 25,000 members.

The Iowa Young Farmer Educational Association is governed by a twelve (12) member board with ten (10)
student members. The Iowa Department of Education provides the state association with an advisor who is
an agricultural education consultant in the Division of Community Colleges.

Local chapters are chartered in secondary schools as a part of the A gricultural Education Department’s adult
and continuing education program. The students in these programs are adults who are actively engaged in
farming or a related agricultural career. The program at the local level provides educational meetings,
seminars, leadership development opportunities, and recreational and social activities.

State Role

The Iowa Department of Education is responsible for identifying the appropriate staffing and staff functions
in order to meet national guidelines for VSO affiliation and state plan objectives for the VSOs. To facilitate
the integration of VSO activities into the local agricultural education programs, the state department provides
the following types of support:

a. encourages the implementation of VSO in all agricultural education programs at t..« condary level;

b. provides administrative support to the state association of each VSO;
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c. provides a state advisor, who has agricultural education program experience and professional tenure
and expertise, to manage the state associations. The state advisors are state staff members responsible
for programmatic leadership in the statewide agricultural education program area,

d. providesexpense incurred in managing the state association, including postage, printing, office space,
and clerical support;

e. provides meeting rooms, storage space and interdepartmental support services for the state associa
tion;

f. provides administrative support that enables the state association and state advisor to operate
according to the state and national constitutions and by-laws and within state policies and guidelines;

provides administrative support that enables local chapters and advisors to operate according to the
local, state, and national constitutions and by-laws and within state policies and guidelines;

aga

h. publishes handbooks and newsletters that communicate the policies and guidelines of the local, state,
and national organizations;

i. sponsors local, district, and state meetings/conferences;
j.  conducts in-service training for chapter advisors;
k. conducts officer training workshops for local, district, and state officers;

|. encourages the use of sound fiscal management policies and guidelines to ensure compliance with
accepted accounting practices and sound association management;

m. works closely with local vocational administrators and instructors to gain the most from the
agricultural education program and the VSO;

n. encourages agricultural education teacher educators to conduct pre-service and in-service courses to
increase the effectiveness of the VSO when integrated into the agricultural education classroom;

o. worksclosely to the national VSO organizations in developing and completing a meaningful program
of activities for the organization at local, state, regional, and national levels; and,

p. seekscreative and innovative approaches to remove those barriers that reduce the effectiveness of the
VSO.

Local Role - Chapter Advisor
The effectiveness of the VSO is greatly dependent upon the local chapter advisor. Without dedicated,
committed, and student-oriented agricultural education instructors, VSOs would not be able to make a

positive impact on students. Since VSOs are integral to the agricultural education program and curriculum,
agricultural education instructors should:
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understand the significance of the VSO in achieving the goals of agricultural education;

develop, refine. and evaluate materials. methods and techniques used by lecal, state. and national
organizations;

be adaptive, innovative, and creative in management of the VSO;

encourage all students to be active members of their respective chapter,

allow .the chapter to be student-led rather than instructor-led;

seek support groups that can facilitate VSO and agricultural-education activities;

unite all students that are enrolled in the agricultural education program as members of the VSO
chapter,

actively promote agricultural education and VSO in the community;

provide a learning envircnment that will complement and reinforce rather than compete with or
duplicate agricultural ecucation classroom training;

work cooperatively with students and academic teachers in developing skilled leaders;
permit students to learn from both successful and unsuccessful activities;

help chapter leaders administer the program of activities;

be current with all organization related policies, documents, publications, procedures, etc.;
assist with the fiscal management of the VSO chapter,

review the agricultural education curriculum and determine how best to fully integrate VSO activities
into the classroom;

encourage students (members) to employ group consensus making principles to overcome difficult
problems facing the chapter,

encourage members to elect an officer team that is able and willing to provide leadership for the
chapter,

assist in the development of an effective officer team;

facilitate the development of a meaningful program of activities that will guide the chapter through
the membership year,

encourage all members to take full advantage of the benefits of VSO membership;

146

AG-80




u. encourage all members to participate in the local, district, state. and national competitive events
program; )

v. facilitate participation in local. district, state and national competition:

w. help members plan, organize, and conduct fund-raising projects to finance chapter activities not
supported by school funds;

x. use the chapter as an instructional tool to develop and refine leadership and followership skills;
y. encourage parents to get involved in chapter projects and activities; |
z. secure approval from local, state and national agencies when appropriate;

aa. provide on-going counsel and advice to chapter members and officers; and,

ab. provide advice, support and service to the state and national VSO organization.

Local Role - Local Administrators

Itisdifficult, if not impossible, for agricultural education instructors who serve as VSOadvisors, toeffectively
integrate VSO activities into their classrooms and curriculum without local administrative support. For the
VSO to be a successful learning experience and a powerful instructional tool, local administrators should:

a. encourage agricultural education instructors to integrate VSO into their agricultural education
programs;

b. encourage all agricultural education students to actively participate in local, state, regional and
national ¥'SO activities;

c. provide support and recognition for agricultural education instructors that serve as chapter advisors;
d. provide adequate financial support for VSO chapters and advisors;

e. encourage all VSO chapters, members and advisors to take full advantage of the benefits of
membership in the national VSO organization;

f.  be fully informed about VSO activities conducted at local, district, state, and national levels;

g. publicize individual, team, and chapter accomplishments within agricultural education, the school and
community;

h. participate in VSO sponsored activities, meetings, and projects;
i. encourage coordination of VSO activities in the school and community;
j.  maintain open communication with the V%%cg?pter and advisor,
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k. monitor VSO activities to determine that they complement, rather than control the instructional
program:

1. review VSO chapter’s program of activities; and,

m. recognize and reward outstanding contributions to VSO by the chapter advisor.

Chapter Program of Activities

The chapter program of activities includes all those activities in which members want to be involved. It is
important that the program of activities be based upon the collective interests of the total membership.
«Students will support what they help create” is a valid principle. If the chapter officers and chapter advisor
design the program of activities, chapter members may not be committedto the planned activities. Byinvolving

all members in the development of the program of activities, the activities will receive greater acceptance by
the entire chapter membership.

State FFA Leadership Conference and National FFA Convention »

The lowa FFA Leadership Conference held annually in the spring is an excellent motivational tool that can
be used to encourage agricultural education students to excel. Most students want recognition and the FFA
provides numerous opportunities through participation in competitive events; serving as a voting delegate;
seeking an ¢lected state office; attending the state conference as a delegate; participating in workshops and
career-oriented tours; etc. Students who attend the state leadership conference should be those who have
earned the right through chapter participation and individual or team performance.

The National FEA Convention, held annually in Kansas City, in conjunction with the AmericanRoyal livestock
show is the highlight of the year for FFA members and advisors - with dynamic general sessions, informative
business sessions, nationally known speakers, career-oriented tours and displays, competitive events, awards,

recognition, and much more. The national convention attracts the very best FFA members and advisors for
3-4 days of testing, learning, and recognition.

National Postsecondary State Meeting and National Convention

PASactivitiesin Iowaconsist of local community college activities and competitive events, state fall and spring
conferences and approximately 6-8 state officer and senate member meetings per year. The focus of the lowa
activities is the development of leadership skills by cooperating and conducting workshop activities and
competitive events with the various industries and businesses in agriculture. All activities are based on practical
applications for employability and advances in agricultural careers.

Iowa’s PAS students and instructors were one of the charter members of the national association and has been

the recipient of several national officers, numerous honors, and has held key leadership roles in the
organization.

Jowa Young Farmer Winter Institute and National Young Farmer Institute
The Iowa Young Farmer Winter Institute is the annual meeting of the Jowa Young Farmer Educational
Association. The Institute is a one and a half day event which consists of educational seminars and tours,

association business sessions, farm business management contest, motivational speakers, meal functions, and
entertainment.
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The National Young Farmer Institute is a four and a half day event which consists of tours, educational
semninars, trade show, Spokespersons for Agriculture Contest, farm business management contest, nationally
known speakers and national association business sessions. The Institute is held in a different state each year,

alternating east and west of the Mississippi River. Member states bid for Institute and selection is made by
the delegate body three years in advance of the event.

Summary

After completion of their education, graduates are thrust into a highly competitive labor market. Success will
be enjoyed most by those who possess the “competitive edge” that participation in a VSO provides.
Agricultural education and VSOs provide students with the leadership and membership skills needed to
achieve higher levels of personal and career success in adult life.

Reference: VOCATIONAL STUDENT ORGANIZATIONS, prepared by National
Coordinating Council For Vocational Student Organizations, April, 1990
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BUSINESS EDUCATION
Mission

The mission of Business Education is to ensure that all individuals have access toan education which provides
opportunitiestoprepare forsuccessfulcareerenty, advancement, and/or continuededucation. Business Education
must meet the currentand future personal and professional needs of students.

In preparing students and retraining workers for achanging work environment, business education provides
opportunitiesto promote flexibilityand adaptability inmeeting new challenges. Inaddition, businesseducation will
continue to maintain ahuman perspective ina technologicalenvironment.

These lifelong learning skills willempowerall students for the choices and challenges of the 21stCentury.

Curriculm

Business education classes provide students with the information and skills needed to enter the workforce either
immediately after graduation or after pursuing further education.

Abusinesseducationcurriculumprovides astrong foundationinsuch traditional areas as accounting, basic business,
business comrnunication, businesslaw,consumer economicseducation, data andinformationprocessing,econom-
ics, management, marketing, and office supportsystems. These areas will continue to be an important part of the
curriculum, although some will need to be presented using different delivery systems such as microcomputers,
modular course offerings, interactive video, and software simulations.

Becauseof the rapid growthinentrepreneurship, the business curriculummustprovide more opportunities todevelop
the knowledge and skillsneeded toestablishandmanage a business.

Benefits

Business education courses provide students with many benefits. These courses teach workplace basics, career

awareness, jobtraining, higherorderthinking skills, interpersonal skills, andlifelonglearning. Somespecificexamples
include:

+ Basic personal skills such as: personal financial management; understanding of various types of
insurance; understanding of basic business contracts; ability to complete job applications and basic
forms: calculate interest; type reports; interact withcomputers.

s+  Preparation forentry intoemployment and advancement opportunities within the workplace for all
careers. '

+ Interpersonal skillsofleadership, tearn work, employeerelations, self-esteem.

«  Communicationskills ofeffective writing, grammar/spelling/punctuation, correct document format,
verbal and nonverbal communication.

«  Economic understanding of economic systems, concepts, terms, and world economies.
+  Anappreciationfortherole of business operations and work ethics.
+ Basicskilldevelopmentforbetter performance academically through applicationcourses.
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Design of this Guide

This guide isdesignedtoprovideaschool with business curriculumoptions to meet the lowa Vocational Standards.

The Model Programs providedillustrate possible sequencing of course offerings. However, eachschool will need
toselectthe sequencing which bestmeets students' needs.

Sample Models

« Thearticulationmodel providesasampleof minimumcourses in general business, office,and accounting
which may articulate into post secondary programs. The post secondary listings suggest possible
courses for the first year and second year of a program ineacharea.

« Model 1 includesall general businesscourses, withelaboration forelementaryand middle school units.
« Model?2 identifies aquality program withamoderate offering of courses.

« Model3 providesaminimum offering of six semester hours for eitherafour-yearhigh school orathree-
yearhighschool.

« Model4 suggesispossiblecoring of identified courses.
Competencies

The firstlisting of competenciesincludes the required minimumcompetencies identified by the Business
and Technical Committee as well as suggested additional competencies. The minimumcompetencies
are identified by number and bold type. The suggested additional competencies are identified
alphabetically. Thefirstlisting of thecompetencies identifiesthree majorareas which suggest where the
individual competencies couldbe met. Toprovidean understanding of coursesincludedineachofthe
threeareas, a listingof generic coursetitles follows:

General Business Office Accounting
Introto Business/General Business Keyboarding/Typing Accounting I
Business Law Business Procedures Accounting Il
Business Communications Shorthand/Notetaking Recordkeeping
Computer Classes-Program. & Lit. Business Machines Finance
Employment Skills/World of Work Computer Applications

Consumer Economics _ WP, DP, SS, DTP, GR

Business Math Word Processing

Management TextEditing

Entrepreneurship Business & Office Related

Marketing " Business & Office Preparatory

On-the-Job or Simulated Experience

[The category where an individual school places a course may vary.]
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Infusion areas and academic areas have been provided forthe numbered competenciesidentified by the
Business and Technical Committee. These infusion and academic areas also applytothe additional
competencies listed foreach key competency. The infusion areasinclude:

CR =  Career CM =  Communication

GL = Globa HT = HOTS HigherOrder Thinking Skills)
LS =  LifeSkills MC =  MCNS{MultiCultural Non Sexist)
TC =  Technical

The academic areaabbreviations included:

LA LanguageArts FE = Free Enterprise
SC =  Science MA = Math

The second listing of the competenciesis an example of ten courses where the competenciescouldbe
taughtin the curriculum. Each school will selectthe courses that willenable themto provide aquality
program. Suggestions are provided to indicate where each competency could be (I)ntroduced,
(D)eveloped, and/or (R)eviewed or masteredinthe identified courses.

Professional Qrganizations

The section on Professional Organizations identifies rumerous organizations that provide business
educators an opportunity for professional growth. Also included is a brief description of each

organization. Theinformationon professional organizationsistakenfrom the lowaCurriculum Guide
for Business Education. '
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Minimum Offering Programs

Articulated into Postsecondary Programs

SECONDARY
General Business Office Accounting
Keyboarding Keyboarding Keyboarding
General Business General Business General Business
Computer Applications Computer Applications Computer Applications
Business Communications World of Work Business Math
l | I
Accounting Business Procedures Accounting I &1
Simulated Workshop OJT/Simulation Simulation
| J |
| POSTSECONDARY PROGRAMS |
W W/

Principles of Accounting I
- Principles of Accounting I
Introduction to Business
Introduction to Computers
General Psychology
Principles of Insurance
Introduction to Management

V

Introduction to Investments
Business Law I
Business Law I

Small Business Management

Principles of Macro-Economics
Principles of Micro-Economics
Personal Finance

Keyboarding/Typing I
Typing II
Word Processing I
Word Processing 11
Introduction to Computers
Advanced Computer Applications
Basic Math
Business English
Machine Transcription I
Human Relations
Career Management
Office Procedures
Work Experience/Simulation
Records Management
Career Seminar
Data Base Management
Spreadsheet Applications
Desktop Publishing
Professional Development

Principles of Accounting I
Principles of Accounting II
Office Calculators
Payroll Accounting
Composition I
Typing I
Introduction to Computers
Human Relations
Finite Mathematics
Data Base Management
Quantitative Methods
Professional Development

N4

l

Machine Transcription LI
Shorthand I
Advanced Shorthand
Business Law 1
Office Management
Introductory Accounting
Introduction to Business
Business Communications

Specialized courses in Legal, Medical,
and Insurance Arcas

Intermediate Accounting I
Intermediate Accounting IX
Cost Accounting
Financial Accounting
Income Tax
Managerial Accounting
Fundamentals of Speech
Office Management
Work Experience/Simulation
Career Seminar

BE-5 1 5




Model Business Education Program

Option 1 - All General Business Courses

Elementary Business Education

Keyboarding (15-20 hours per year - beginning 3rd or 4th grade)
Integrated units of Mathematics, Communications,

and Human Relations
(See next page)

]

Middle/Junior High School Business Education

Keyboarding/Typing (Semester/year)
Computer Literacy/Applications (Semester)
Career Exploration (Unitor semester)

Societal Skills (Unit)
(See next page)

l

High School Business Education
9th Grade 10th Grade 11th Grade 12th Grade
ComputerLiteracy | Computer Applic.{ Accounting I Accounting 1
Introto Business Computer LiteracyBusiness Communications | *Accounting 1I
Keyboarding Formatting/Text |Business Law Business Communications
Word Processing Editing Business Math Business Law
Intro to Business | Bus & Office Prep Business Math
Keyboarding Business Procedures Bus & Office Prep
Recordkeeping | Computer Applications *Bus. & Office Ed. Related
Word Processing | Computer Programming Business Procedures
Computer Shorthand Computer Applications
Consumer Economics Computer Shorthand
Formatting/Text Computer Programming
* [ndicates courses Editing Consumer Economics
generallyofferedat Keyboarding *Entrepr.eneurshlp
one gradelevel Machine Trans. Formatthg/Text
only. Allother Marketing Editing
courses areoffered Notetaking Keyboarding
to students of Recordkeeping Machine Trans.
varying grade Shorthand Marketu.lg
levels. Notetaking
Recordkeeping
Shorthand
|
| |
Employment &lor Postsecondary Specialization
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Model Business Education Program
Elementary - Middle School
(Units to be Included)

Elementary Business Education

Keyboarding (15-20hours per year beginning 3rd or 4th grade)
Introductory touch method of alphabetickeys

Integrated Units of:

Mathematics
makingchange
using calculator
estimating skills
applyingarithmeticskills
solvingproblems

Communications
givingandreceiving directions
listening
speaking(verbal communications)
using grammarskiils
using the telephone
proofreading and notetaking
usingnonverbal communications

Middle/Junior High School Business Education

Keyboarding/Typing (semester/year)
Touch method of alphabetic 2nd numeric keyboard
Introductory formatting

Computer Literacy/Applications (semester)

Career Expleration (unit/semester)
salaries
availability
jobrequirements
training
application process
Societal Skills
community awareness
€conoimics
consumerism
humanrelations skills
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Model Business Education Program
Option 2 - Quality Program with Moderate Offerings

Elementary Business Education

Keyboarding (15-20 hours per year - beginning 3rd grade)

Middle/Junior High School Business Education

Keyboarding/Typing (semester)
Computer Literacy/Applications (semester)

High School Business Education
9th Grade 10th Grade 11thGrade 12th Grade
Intro to Business Intro to Business Accounting I Accounting I
Keyboarding Keyboarding BusinessCommunications Accounting I
.| ComputerLiteracy | WordProcessing Business Law Business Communications
Word Processing Business Math BusinessLaw '
Computer Applications Business Math
Consumer Economics Business Procedures
Keyboarding Computer Applications
Shorthand/Notetaking Consumer Economics
Word Processing Keyboarding
Shorthand/Notetaking
Word Processing
|
L |
Employment &lor Post secondary Specialization

Courses listed more than once are opento students from multiple classlevels. (Forexample: A key
class may have freshmen, sophomores, juniors,and seniorsenrolled into the same class section.)
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. Model Business Education Program
Option 3 - Program Offering Only the Minimum Six Semester Hours
(Sample Only)

FOUR YEARHIGHSCHOOL

9th Grade

Introduction to Business ( 1 semester)

Keyboarding (1 semester)
10th Grade
Word Processing (1 semester)
11th Grade
Computer Applications(1 semester)
12th Grade
Accounting (1 semester)
Simulated Work Experience or Field Experience (1 semester)
(3 sequential units, including a capstone experience) )
THREE YEAR HIGHSCHOOL
10th Grade
Keyboarding (1 semester or one year)
Introduction to Business (1 semester)
11th Grade
Word Processing (1 szmester)
Computer Applications (1 semester)
12th Grade

Accounting (1 semester)
Simulated Work Experience or Field Experience (1 semester)
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Model Business Education Program
Option 4 - Coring Possibilities
(Sample Only)

First Sequential Unit
(One Year)

Computer Literacy (semester)
Introduction to Business (semester/year)
Keyboarding (semester/year)
Word Processing (semester)
*Employment Skills-World of Work (semester/year)

Second Sequential Unit
(One Year)

Accounting 1 (year)

Business Communications (semester/year)
Business Education Preparatory (semester/year)
Business Law (semester/year)
Business Math (semester/year)
*ComputerApplications(semester/year)

Third Sequential Unit
(One Year)

Accounting II (year)
Business Communications (semester/year)
Business Math (semester/year)
Business & Office Education - Related (year)
*Business Procedures (semester/year)
*Consumer Economice (semester/year)
*M.O.C. Work Experience (year)
*Simuiated Work Experience (semester/year)

*Courses that could be cored with other vocational areas. (Only one unitcanbe cored.)
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Business Education Competencies

Office
General
Business
Accounting
Infusions
Academic
Area

OCCUPATIONAL

1. Demonstrate the touch method of numerical and X CR | LA
alphabetical keyboarding. < g" SC
a. Demonstrate proper keyboarding technique when operating MC
each letterkey. X TC
b. Demonstrate correct technique patterns for letter
combinations and short words. X

c. Demonstrate correcttechnique in operating the space bar,
the return, the shift keys, the shiftlock, and the tabulator. X
d. Demonstrate continuous keyingof aline of copy without

time-wasting pauses between letters and words.

e. Identify and describe equipmentcomponents. ))i
f Demonstrate proper keying technique of numericalkeys.
g. Performfunctionssuchassetting margins, tabs, spacing, and X
alignment.
X X CR | LA
2. Produce,store, and retrieve documentsusinga word cM | sc
processing system (i.e., letters, mailing lists, and reports). HT | MA
a. Understand the basic formatting required to produce X X LS
documents. : MC
b. Defineterminology associated with word processing. X TC
Use selected keystroke commandsinediting word < X
processing documents.
d. Moveand copy text withina word processing document.
e. Demonstratecommandsofjustification, pagination, indent,
find, and replace. X
f. Printcopiesof stored documents.
g. Compose atthe keyboard. X X
h. Save wordprocessing documents. ))i ))i
i Createand modify a word processing documentinletter, X X
memorandum, report, and table format.
j.  Demonstrate the use of acomputer speller. X X
3 Producepublications using graphics and desktop X CR | LA
publishing. CM | SC
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a. Describetheconceptofdesktop publishing. X HT
b. Describe the options on the Main Menuand/or the Tool X S
Menu. , MC
c. Define the terminology used with graphics anddeskto X TC
publishing. X
d. Demonstrate knowledge of the program by producing an
originaldesign. X
e. Demonstrate use of various fonts (styles) andsizes of print.
f Demonstrate use of the graphiceditor. X
g. Apply copy preparation featuresto designsmade witha X
graphics software package.
h. Use graphicstoenhance communications. X
4. Proofreadforcorrectgrammar,format,spellingand X X CR | LA
punctuation. CM | MA
a. Understand the importance of proofreading for bothcontent X X LS
and technical correctness. MC
b. Apply rulesforcorrect grammar, format, spelling,and X X
punctuationto practice exercises.
c. Verifytheproperformatting of adocument. X X
d. Verifyall statistical copy against theoriginal. X X
e. Useproofreaders marks toidentify errors. X
5. Create and use a file to prepare a report using database X X CR | LA
software. CM | MA
a. Definedatabaseterminology. })2 ;T(‘: SC
b. Move the cursorand switchdisplay betweensingle- and TC
multiple-record layouts. X X
c. Planadatabase. X X
d. Setup,enter,insert, delete, and edit records for a data base. X
e. Saveanexistingdatabasefileundera different file name.
£ Addordeletecategory names. X
g. Changeformatin multiple-record and single-record layout. X
h. Demonstrate the sortrecordsand record selection % <
commands.
i Generate multiplereports using both tables-style andlabels- X X
style formats.
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j. Integratedatabase informationintoanotherdocument. X

6. Create and use a spreadsheet to prepare a report using X x |cr LA
spreadsheet software. CM IMA
a. Define aspreadsheetandrelated terminology. X HT |sc
b. Usesoftware-specificcommands to setupand modify X X | MC

- format. TC
c. Setand/ormodify standard values. X
d. Useaspreadsheettoadd multiple columns orrows of X X
numbers.
e. Useaspreadsheetto perform mathfunctionsonacolumn of | X X
numbers. _
£ Usecommandstoinsert,delete,edit,copy,zoom, view, X X
arrange, andrecalculate values.
g. Printaspreadsheetusing printeroptions. X X
h. Designapiechart, bar graph, and/orline graph. X X
i Addalegend,symbols,and shadingto prevxously produced X
graphs.

7. Keyboard letters, forms, memorandu,numericaldataand X CR (LA
other materials from roughdraft, dictating machine, or CM
fromoral or writteninstruction. HT
a. Developincreasedskilllevels inspeedand accuracy. X ’l;‘llé:

b. Formataletterfrom written instructions. < 3
c. Produceamemorandafrom oralinstructions. B% X
d. Designadocumentfromroughdraftand written instructions. | X
e. Explain, format,and process correspondence, including X
documents prepared on odd-sized stationery and form
letters.
f Evaluateasourcedocumentwithincompletedirectionsand X
produceafinai copy. X
g. Demonstrate theability to meetbusiness production
standards while working under pressures of time,
interruptions,andchanging priorities.
h. Formatamemo fromroughdraftcopy. i((
i. Completebusiness formsonakeyboard. X
j. Organizeandkey tables, reports, and/or manuscripts.
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8. Use and maintain a records management system (i.e., X CR
alphabetic, numerical, geographic,and subject). CM
a. Understandthe importance of maintaining records. X HT
b. Describethe fourprimary filing systems. LS
c. Indexandalphabetize names, titles, andother phrases ;(( Prlig
according tothe ARMA filingrules.
d. Usebasic filingrules forkeying recordsintoadatabase. X
Index and code a set of documents into the correct subject
category. X
f. Inspect,index,code,and sortalistof names using X
alphabetic filing rules.
g. Arrangea group of geographic files according to correct X
geographicrules.
h. Arrangealistof numbers insequential orderandin terminal X
digitorder. X
i Identify, store,and retrieve information correctly using '
alphabetic, subject, numericand geographic filing.
9. Processand routeincomingand outgoingmailandother X CR | LA
materials (manually or electronically). CM | MA
a. Describe the procedures to follow for handling incoming/ X HT
outgoingmail. % Lb;is c
b. Sortandprioritize incoming mail. X TC
Examine and route mail to appropriate personnel. X
d. Demonstrate anunderstandingof current mailingand
shipping procedures. X
e. Describe the variousservices provided by the United States
Postal Service and other carriers. X
f Determine whatrecordsshould be keptonincoming/ <
outgoing mail.
g. Describethestepsinpreparing and maintaining mailing lists. X
h  Sendamessageusing anelectronic mail system. X
i Listtheadvantagesanddisadvantages of electronic mail.
10. Prepare basic business forms and records (e.g., purchase X CR | LA
orders, expense vouchers, and time cards). HT | MA
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a. Complete workreports; financial records; individual federal
and state tax forms; and related business forms.

b. Correctly insertinformation fromalistformatintoa
preprinted form.

c. Formatandkey 2-and 3-columntables withheadings.

d. Completeanoffice simulation requiring invoices and credit
forms.

Interpretand apply numerical information (e.g., tables,

graphs, and charts).

a. Simulateanofficerequiring theapplication of numerical data
toassignments.

b. Usenumericalinformationtodesignatable, graph, orchart
(manually orelectronically).

c. Useatable, graph, orchart and present an oral
interpretation of whatitmeans.

d. Determine purchasingneeds fromasuppliedinventory and
saleslisting.

Demonstrate use and care of office equipment (i.e., copy

machine, fax, calculator, telephone and transcribing

equipment).
a. Demonstrate use and care of the copy machine by making

multiple copies of adocumenttobe distributed.
Demonstrate use and care of a fax machine by faxinga
documentioanotherlocation.
Demonstrate use and care of acalculator by completing
problems thatrequire use of the function keys and that
demonstrate proficiency.
Demonstrate use and care of the telephone by placing and
answering calls(givingandreceivingbusiness information
that iscomplete and in acceptable business form).
Demonstrate use and care of dictation equipment by
transcribinginformationintoproper format.
Name thetypesofoffice equipmentavailable.
Explainthe advantages and disadvantages of various office
machines.
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h. Definetelecommunicationsandexplainhowitisusedin X
today’s businesses.
13. Greet callers and visitors; demonstrate appropriate action/ X CR | LA
response to the situation. CM
a. Explaintheimportance of screeningcallers. X HT
b. Develop theartof conversation through anawareness of X X GL
world events. MC
c. Usespeechthatwill beacceptablein the office andin daily X X
life.
d. Simulate thearrival of callersand visitors and use correct X
business etiquette to greet them.
e. Recognizepotential problemswithcallers and visitors X
through case studies.
f  Understand theimportanceof handling difficult visitors X
tactfully.
g. Directvisitorstoappropriate offices. X
h. Describehowtodeal withiratecallers. \ X
14. Create and maintain business schedules (i.e. X CR | LA
appointments, meetings, reservations and work plans). CM
a. Prioritize alistofscheduleitems. HT
b. Determine the mostefficient way tokeeparecordof X MC
appeintments. X
c. Addmeetingsand appointmentstoacalendar. X
d. Explainhowtohandlecancelled appointments. X
e. Explainthestepsinvolvedin makingreservations. X
f Developaworkplanforanassigned project. X X
15. Compute money transactions (i.é., making change, X X X | CR | LA
preparing bank deposits, and reconciling bank CM | MA
statements). HT
a. Identifythefunctionsand importantcharacteristics of money. X 11\:18C
b. Understandthe primary services provided by commercial X
banksandother financial institutions. :
c. Simulate openingacheckingaccountand demonstrate how X X X

to write and endorse checks.

d. Demonstrate the ability toreconcile abank statement.

BE-16

168




CR = Career

CM= Communication

GL = Global

HT = Higher Order Thinking Skills
LS = Life Skills Math
MC= Multicultural Non-Sexism C Science

TC = Technology )

e. Describe theduties of acashier.

f Performmathematical computations with skill andaccuracy.

g. Recordcashandcharge saleson various forms and compute
the sales tax.
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Free Enterprise
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2
>
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16. Demonstrate basic accounting procedures (i.e., using the
basicaccounting equation, postingdebitsand credits, X |{CR |MA
journalizing source documents, and understanding financial CM | LA
reports). ‘ HT
a. Perform basic accounting procedures. including recording LS

MC

TC

>

surnmarizing, andreporting.

Explain the accountingequation.

Explain the accountingcycle.

it

Explain the difference between bookkeeping and accounting.
Prepare and use monthly records.

Update accounts by adjustment.

Demonstrateefficientoperationof anelectronic calculator. X

T @ ™ e 80T

Use integrated accounting software to preparea general

F S

ledger, accountsreceivable, accounts payable, inventory,
and payroll.

i  Analyzeandinterpretfinancial records. X

ke

j. Applyaccounting procedures to taxes, notes, and/or drafts.

k. Initiate and keepadouble-entry setof accounting records,
both manually and with integratedaccounting software, fora
simulated business firm withentry-level jobcompetence.

L Understand theuse of "tools", such asaccounting software

and spreadsheets, reinforce the basic accounting X
fundamentals.

m. Apply the procedures of account-control systems using X

voucher, inventory-control,and budgetary-control systems.

o Completeamicrocomputer—generatedbusiness simulation

forasmallbusiness.

17. Establish and maintain financial records. X X |CR |LA
a. Prepareatrial balance, balance sheet, and income statement. X |CM | MA
BE-17
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b. Demonstrate the ability to maintain a petty cash fund and X X |LS

records. MC
c. Useacomputeriolearnrecordkeepingconcepts by X I TC
completing computerizedexercises using appropriate
software.
d. Describe the importance of establishing andusing abudget. X X X
e. Explaintheimportance of keeping an accurate checkbook X X X
register.

18. Compareand contrast the applications of personal X CM | LA
computer and mainframe computer systems. T |sc
a. Understand basic concepts of care and use of a X MC

microcomputer and its software. TC
b. Definebasiccomputer vocabulary. X .
Answer questions that demonstrate anunderstanding of the X
technical skills, knowledges, educational levels, and attitudes
needed for careers using personal and mainframe computer
systems.
d. Describe the characteristics of apersonal computer system. X
e. Describe the characteristics of amainframe computer X
system.
f. Identify criteriausedtoselectapersonal computerora X
mainframe computer.
19. Compareand contrast centralized and decentralized word X X CM | LA
processing (similarities and differences, advantages and HT |SC
disadvantages). MC
a. Listtheadvantagesand disadvantages of acentralized word X X TC
processing system.

b. Listtheadvantagesanddisadvantagesof adecentralized X X
word processing system.

c. Explain whereacentralized word processor would be most X X
effectively used.

d. Explain where adecentralized worc processor wouldbe X X
mosteffectively used.

20. Explain the relationship of government and business. X EI;[ ii
a. Describethe role of governmentin business decision making. X GL
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b. Describetherole of governmentinacapitalistic society. X HT
c. Explaintheadvantages anddisadvantages of government MC
regulations. X
d. Identify governmentregulations whichhave adirectimpact <
on business.
21. Explain the concept of competition.
. .. . X CR |FE
a. Explaintheeffectthatcompetitionhasonprices. < cM LA
b. Describethe benefits of competitioninafreeenterprise X HT
system. MC
c. Determine who benefits fromcompetition. X
d. Identify majorcausesof business failures. X
e. Understandthe advantages anddisadvantages of a franchise X
business.
22. Analyze the concept of supply and demand. X X CM FE
a. Explainthe conceptofsupplyand demandinafree X HT |LA
enterprisesystem. MC
b. Demonstrate how supply and demand determine pricein X
competitive markets.
c. Giveanexample of how purchasing patterns affect supply X
and demand.
d. Giveanexample of how supply and demand work ina X
specificorganization.
23. Explain the concept of organized labor and business. X CR |FE
a. Define whatis meantby organized labor. X CM LA
b. Listtheadvantagesanddisadvantagesof organized labor. X ?II'I"
c. Describetherelationships betweenlabor and management. X MC
d. Definearbitrationandrxplainhow itis usedinlabor
disputes. X
24. Explain the concept of business c).'cles. X CR |FE
a. Identifytechniquesacompany mightuseto sustainthe X CM LA
growth and maturity stages of aproductorservice. GL
b. ldentify factors thataffectthe life span ofaproductor _ MC
service. X
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c. Defineabusinesscycle.

d. Prepareachartor graphthatillustrates abusinesscycle.

25. Explain the nature of international tr ade.
a. Explainhow we depend on world trade for many goods and
services.

CR | FE
CM | LA
GL
MC

b. Describe the difference between foreign trade and domestic
trade. |

c. Identifyadvantagesanddisadvantages associated with world
trade.

d. Explainhowdissimilaritiesintheeconomic, legal-political,
and sociocultural environments throughout the world affect
business operations. X

el ol ) X

e. Defineinternational managementandexplainhow itdiffers
fromthe management of domestic business operations.

f Describemarketentry strategies thatbusiness firmsuse to
develop foreign markets.

Describe the characteristics of amultinational corporation

aa

andthe generic sirategies available toit.

h. Explainthe stepsinthestrategic planning process for X
multinational corporations.

i Identify the organizational structuresthat other nations use
and the factors that determine the appropriate structure.

>

26. Explain the concept of profit.

a. Defendthe conceptofprofit.

b. Identifythefactorsthataffectthe profitofa business.

c. Differentiate between gross income and netprofit.

d. Listtherolesofbusine -~ >nterprises, consumers,and
governmentinour mixea.apitalist system.

e. Compare ourcapitalistic system with othereconomic
systems of th2 world.

CM | LA

MC

S E S Eet ke

27. Recognize relevant, ethical issues in business.
a. Determine theimpactofethicallyresponsible actionsofa
business.

| <

CM | LA

GL
b. Assessthe value of business ethics onsociety. X X MC
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c. Evaluate ownperception of ethics andhow itrelates to X X X
businessethics.
d. Readand prepare written summaries of articles fromcurrent X X
business periodicals.
¢. Giveanoral report to the class onanethical issue that has X X
beenresearched.
28. Explain types of business ownership. X X | CR | FE
a. Understandthe basic differences among the three most X X | CM
commonforms of businessownership. MC
b. Describe the advantagesanddisadvantages of X
proprietorships, partnerships, and corporations.
c. Understand thatrisk-takingisacriticalelementinthe X
establishment of abusinessenterprise.
d. Identifydecisions which need tobe made before openinga X
business.
29, Utilize reference materials and resources. X S X |CM | LA
a. Demonstrate the use of azip code directory. X X HT
. . . X LS
b. Useatelephonebooktoansweran informational quizabout MC
yourarea. X
c. Useareference manual/dictionary tocomplete adocument.
d. Use anatlas to determine the bestroute to take to travel to X X
fourforeigncountries.
e. Useacitydirectory tolookup information aboutalistof X
indivicual names/addresses.
30. Identify chain of command and protocol withinan X X CR | FE
organizationalstructure. CM | LA
a. Explainanorganizationalchart. X X GL
b. Explainwhatis meantby chainof command. % ;(( I;I'lé
c. Describe the proper procedure foraddressing superiors.
d. Definesupervisionandexplainitsimportance inemployee X X
training and job performance.
e. Useyourschool asanexample and define the chain of X
command and protocol to be followed if you wished to see
the top administrator.
31. Identify employee rights and responsibilities in the X X CR | FE
workplace (i.e., legal applications and liabilit%). | CM | LA
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a. Develop anunderstanding of responsibilities inthe X
workplace throughdirecton-the-jobinstruction. MC
b. Interpretandapplylegalprinciplestobusiness situations. - X
Rccognizeanindividual'slegalrightsandresponsibilitiesina X X
democratic society.
d. Demonstrate anawarenessof legisiation affecting business. X
e. Explainwhatismeantbyloyaltytoanemployer/organization. X X
f Explainthe meaningofequal opportunity for jobapplicants. X X
32. Identify the components of customer relations and the X X CR | FE
importance of each. CM | LA
a. Demonstrate the "you" attitude inbusiness correspondence. X X MC
b. Explaintheimportanceof effective oral and written < <
communicationin business.
c. Applyeffectivenonverbal communication. X X
d. Describe why customers are important to businesses. X X X
e. Explainthecustomer'sroleintherelationship. X

33. Demonstrate the use of learning strategies and higher

order thinking skills. CM
2. Demonstrate decision-making skills in small group situations. X X X | HT
b. Utilize visual imagestoenhanceunderstandingof concepts. MC
c. Evaluateinformationprovidedtoformopinionsand X X X
determine acourse of action. 3 X X
d. Prepareachartillustrating the typesof businessownershipin
America. X
e. Useappropriate reference materials to presentan oral < %
presentationon the conceptof competition.
LEADERSHIP
1. Speak effectively in front of others. X X CR | LA
a. Summarize andexplainto the classanarticle froma X X CM
magazine/newspaper. LS

BE-22

174

MNNNNSSRNNNNNEE




Career
Communication

Global

Higher Order Thinking Skills
Life Skills

Multicultural Non-Sexism
Technology

Q2R

m
@ >

Language Arts
Free Enterprise
Math

Science

v
a5

H4Z L0000
Academic
Area

General
infusions

0"
oo | sl sele| epele| e || xpe| | | ] 7 [Business

> [ Office

e Accounting

Recite informationcovered inclassduring discussions.

o o

Develop and propose a position statement regarding amajor

businessissue.

d. Giveashortpresentationtotheclass using correct grammar.

Giveapresentationtoalarge groupsuchasa professional

A

organization. _
f  Recoguize nonverbal cuesoflistener(s).

g. Uselanguage, tone,style, format,and vocabulary

> |

appropriate for the purpose and audience.

h. Participateinmeetings.

>

2. Listen effectively.
Recognize theimportance of good listening skills.

CR | LA
CM
GL
HT

Pl e

Demonstrate techniques thatassist the listening process.

Follow verbal directions.

B B P i

Repeatoral directions to the instructor. MC

Pl bl i

Explainthedifference betweenactive and passivelistening.

- 0 o 0 o P

Write down key points fromalectureas given.

Recognize the benefits of effective listening at schooland

e

> |
> [

work.

>

h. Perform work correctly the firsttime.

'3, Demonstrate personal management techniques (i.e., X
problemsolving, creative thinking, motivational goal CM | FE
setting, team work, negotiation, self-esteem, assertiveness GL | MA
and stress management). HT

Establish short-term and long-term goals.

Assess own values and motivation.

Formulate a plantoattain goals.

Demonstrate the desire toattain goals.

Demonstrate the ability to work with peers toward a

commongoal.

Developanew way tosolveagiven problem.

Performtasks with self-confidence.

Demonstrate the ability to meetbusiness production

standards while working under the pressures of time,

interruptions, andchanging priorities.

MC

LI = LS
S R e
el ol ol e

>

—h

7@

> 4| PS
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el tel b
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4. Organize anevent, . X X FE
a. Identify the stepsrequired to organize anevent. ii( }}i §¥ LA
b. Identifythe follow upactivities foranevent. X X MC
c. Explaintheimportanceofanagenda foreachevent.
d. Prepareanagenda. X X
e. Plananactivity for National Education for Business Week. X X
f  Planfora guest speakerinclass. X X
5, Prioritize series of tasks. . . . X X X CR LA
a. Analyze tasks todetermine the timerequiredtobe X X X | CM
completed. HT
b. Analyzetaskstodetermine the order inwhichtobe
X X X |1IS
completed. MC
c. Identifytoolsusedtoassistin prioritizing tasks.
. . . . X X X
d. Explainthe importance of completing tasksina
. X X X
predetermined sequence.
6. Define goals. X X x |cr |LA
a. Establishshort-termandlong-termgoals. X X CM
b. Identifyobjectivestobecompletedto reach goals. X X HT
c. Determineaplantocompleteobjectives. X X LS
d. Identifyamethodforevaluating attainmentof goals. X X MC
7. Facilitate groupinteraction. X X x |cr |LaA
a. Uselistening skills whenothers are speaking. X X X | CM
b. Show support forother groupmembers by providing X X X |GL
positive verbal and nonverbal messages. % % LI\;‘[SC
c. Usequestioningtechniquestogain additional information.
d. Allowall members of the groupto participatein the X X X
conversation.
8. Resolve conflict. X X X |CR |LA
a. Recognize thatconflicts are apart of work. X i i ((:]id
b. Uselistening skillstolearnall aspects of the conflict. X LS
c. Identifypossiblesolutions. % < < MC
d. Assessthe feasibility of eachsolution. X X X
e. Determineaplantoputsolutionintoaction. X X X
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£ Evaluateeffectivenessofsolution. X X X
9. Adapttoenvironment/situation and diverse workgroups. X X X |CR |LA
CM
a. Demonstrate awillingness to work cooperatively. X X X | GL
b. Acceptchangesinworkingconditionsinapositivemanner. X X X |LS
c. Understand that work requirements/standards vary among MC
employers. ' X
JOB GETTING, JOB KEEPING
1. Identify job skills of and qualifications for securing a X X crR | LA
" position. CM | FE
a. Conducta career/jobsearch. X X HT
b. ReadtheOccupational Outlook Handbook andidentify job X X LS
tittesinaspecific careerarea. MC
c. Definespecific skills needed for variousemployment X X X
positions. .
d. Compare available jobopenings. X X
2. Identify the process for securing employment. X X CR | EE
a. Listthestepstotaketosecureemployment. X X CM | LA
b. Defineterminologyusedintheemploymentsecuring X X LS
process. MC
c. Evaluateindividual ability tomeetspecified requirements. X X
3. Identify resources to locate available jobs. X X CR | FE
a. Listsourcesinthecommunity where jobopening information X X cM | LA
isavailable. LS
b. Contactatleastthree peopleandidentify how they loc ated X X MC
their currentjob.
c. Compare publicandprivateemployment services. X X
d. Read the Classified Ad sectionof the newspaperand X X
identify three potential jobs of interest.
4. Trackthejobapplicationprocess. X X CR | FE
a. Developaformtorecord the steps for the application X X CM | LA
process. LS
b. Developalegendtobe used forcompleting the process. X X MC
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c. Listpotentialemployers, theiraddresses,and their phone X
numbers.
d. Securenamesof contact personnel for each potential X X
employer.
5. Complete required employment forms. X X CR | LA
a. Identify the purpose of a W-4(Tax Withholding), an1-9 X X X | CM
(Veriticationof Citizenship), andan applicationblank. LS
b. Understandtheimportance of completing formsaccurately X 3 X Mc
and honestly.
¢. Proofread completed forms foraccuracy and completeness. X X X
6. Writeapplication letter and resume. X X CR | LA )
a. Identifycomponentsofaresume. X X CM
b. Explaintheimportanceofthe letterof applicationand X X LS
resume to the job search process. MC
c. Compose andkey an application letter fora specific job X X
opening. X X
d. Use proofreading skillstolocate and correctall errors.
7. Demonstrate positive interviewing techniques. X X CR | LA
a. Makearrangements forajobinterview. X X CM
b. Understand the importance of properdressand hygiene. X X HT
¢. Maintaineyecontactinamockinterview. LS
d. Reviewquestionsapersonnel managermightask. ); ))2 MC
e. Answerquestions withself-confidence. X X
f. Askquestions of theinterviewer whichreflectsthe X X
interviewee's interestinthe company.
8. Evaluate job offer (e.g., benefits, salary, working X X CR | FE
conditions and relative cost of living). CM | LA
a. Understandthatajobofferinvolves more thansalary. X X HT
b. Rankordertheimportanceof various benefits. LS
c. Compare positions with various benefitoptions. § § MC
d. Identify possible negative factorsinajoboffer. >2 X
9. Follow directions. X X X | CR | LA
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a. Completeanassignment from writtendirections. X X X {CM
b. Completeascavengerhunt whichprovides specific X X LS
instructions. : X < MC
c. Locateaspecific objectin the community by followingoral
directions. X X X
d. Recognizetheimportanceoffollowing directions accurately.
10. Work effectively with others. X X X | CR | LA
X X X |CM
a. Explainproper groupbehaviorinabusiness setting. GL
X X X X | LS
b. Completeaself-check onhow togetalong with others. MC
c. Determine how tohandle aconflictofinterestsituation. X X X
d. Role plgy various work situations. X X
11. Interact with others in a courteous and tactful manner. X X X |CR | LA
a. Showrespectforothers. CM
. s X X X | GL
b. Respondtoquestionspositively. X X X | LS
c. Workeffectivelyin small groups. X X X | MC
d. Displayappropriate behavior onabusinesstour. X X X
12. Cooperate withothers. X X X [CR | LA
a. Serveasamember of acommittee. X X X |CM
b. Exhibitflexibility toreachasolution. X X X | LS
c. Shareresources. X X X | MC
13. Acceptindividualdifferences. X X X |CR | LA
a. Discoverpotential humanrelations problems throughcase X X CM
studies. GL
. . . : X X X | HT
b. Appreciate thedifferencesbetween various cultures. LS
c. Indicatehow differentculturesrespondinaselected work X X MC
situation.
d. Make adisplay recognizing individual differences. X X
14. Respect the property of others and the employer. X X X | CR | FE
a. Make appropriate use of supplies. X X X | HT
b. Reduce waste in the work area. X X X | LS
c. Respectprivacy of co-workers'areas. X X X | MC
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15. Organize thoughts and clearly express point of view, both X X X |CR |LA
writtenand orally. CM
a. Prepare copy for release to the media. X X HT
b. Determine preventativeactions forbusiness communications X X LS
problems. MC
c. Debate the prosorconsofacurrent business-related issue. X X
16. Exhibitdependability. X X x |cr LA
a. Complete assignedtasks. X X X 1 CcM
b. Present work by due date. X X X | LS
¢. Demonstrate ability tocompleteatask withminimum X X X | MC
supervision.
17. Demonstrate punctuality. X X X |CR |LA
a. Arrivetoclass/workontime. X X X |CM
b. Submitworkontime. X X X |LS
c. Followthroughonassignedtasks. X X X | MC
18. Follow rules, regulations, policies and procedures. X X X |CR |FE
a. Demonstrate getting alongin abusiness with proper business X X X |CM | LA
etiquette. GL
b. Demonstrateasenseof belonging. X X X |LS
¢. Explaintheimportance of complying withbusiness rulesand X X X | MC
regulations.
d. Selecttheappropriate method tohandle confidential X X X
information.
19. Ask for help when needed. X X X |CR |LA
a. Completeanassignmentwhichhasincomplete directions. X X X |CM
b. Seek funding/assistance foraclass projectortrip. X X X 1:4'2
20. Accept new challenges. X X X |CR LA
a. Completeadditional work whichis notpart ofan X X X |CM
assignment. ' HT
b. Volunteertodocommunity service. X X LS
c. Displayadesiretoseekanontraditional occupation. X X Mc
21. Acceptsupervision willingly. X X X |CR |LA
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a. Understandand promote employer-employeerelations. X X X |CR LA
b. Acceptsuggestionsfromsuperiors. CM
c. Demonstrate properacceptance and constructive use of X X X | HT
L X X X | LS
’ criticism. MC
22. Adapttochange/demonstrate flexibility. X X X ! CR | LA
a. Rotate work stations. X X X lcM |sc
b. Rotate businessequipment(i.e., fypewriters,Computers, X X X | LS
dictation machines, calculators). MC
c. Use various software packages tocomplete work. X X X
23. Manage and utilize time effectively. X X X | CR | LA
a. Demonstrate planning work over anextended period of time X X X | CM
tomeetdeadlines. HT
b. Chooseappropriateactioninasituationrequiring effective X X X | LS
time management. MC
c. Useentireclass period effectively. X X X
24. Plan and prioritize daily work. X X X |CR | LA
J— - . X X X |CM
a. Usea"Things ToDo"list,daily planner, or calendar. - HT
b. Prepare adaily schedule foran employer. % LS
c. Organizesimulated tasksinpriority order. X MC
25. Produce expected quantity and quality of work. - X X X | CR | LA
a. Completeapractice set. X X |CM
b. Completeabusinesssimulation. X HT
26. Take responsibility for mistakes and/or good work (i.e. X X X | CR | LA
accept criticism and/or praise). CM
a. Recognizethatassigned grade isearned, not given. X X X | HT
b. Viewindividual contributiontoagroup project witha X X X | LS
realisticattitude. MC
c. Respond toappraisal of work inanopenand appropriate X X X
manner.
27. Understand how to utilize equipment correctly. X X X | CR | LA
a. Readinstruc ‘ionbooklet(s). X CM | SC
b. Demonstrate proper use of various business equipment. X X X %i
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c. Explainhowacomputercontributesto efficiencyinthe X X
workplace.
28. Maintain clean and orderly work area. X X x | CcR | LA
a. Keep only needed materials on work area. X X X | HT
b. Utilize deskorganizers. X MC
29. Demonstrate personal hygiene and cleanliness. | X X X | CR | LA
a. Wearcleanclothing. X X X | CM
b. Keephairclean. X X X | LS
c. Keep body free from distractions (i.., body odor, X X X | MC
inappropriate cosmeticsor jewelry,excessive perfumeor
cologne).
30. Project professional image appropriate tothe workplace. X X X gR LA
M
a. Wearappropriate clothing toa"professional" work day. X X X | GL
- . . LS
b. . Listitemsof clothing appropriate to the workplace. X MC
c. Understand the part thataccessories play ina work X
wardrobe.
ENTREPRENEURSHIP
1. Identify skills required of a business owner. X CR | FE
a. Describetheadvantagesanddisadvantages of business X CM | LA
ownership. HT
b. Identifypersonal traitsorcharacteristics of successful X LS
business owners and managers. MC
c. Contrastvarious waysof organizing and operating an X
enterprise.
2. Identify resources and factorsin obtaining financing fora X X | CR | FE
new business. CM | LA
. X HT
a. Describethe conceptofcollateral. < MC
b. Identify the stepsinobtaining abusiness loan. X
c. Demonstrate anawareness of entrepreneurshipconcepts,
including the organizationand management of abusiness.
d. Understandthe roleof financialinstitutions inthe American X
economy and the financial servicesthey offer.
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e. Identifyeconomicrisksandhow toprotectagainst such X
risks.

f  Understandbusinessandfinancial managementincluding X X
investmentandcredit.

g. Describe the functions of financial systems inthe American X
economy.

3. Identify the elements of a business plan. X CR | FE
a. Listkeyobjectives fortheoperationofabusiness. X CM | LA
b. Identifythedistinguishing features and the market needs for X HT

anidentified productorservice. MC
c. Estimatethe marketpotentialinrelationtothe competitionin X
asimulatedexercise.
d. Identify the characteristics needed by members ofa X
management team.
e. Listthe stepsrequiredtoproduce aspecified productor X
service.
f Indicate the amountof money needed, when itis needed, X

and how it will be used to start abusiness.

.
<
<D
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1. Demonstrate the touch method of numericaland

alphabetical keyboarding. )

a. Demonstrate properkeyboarding technique when operating
eachletterkey.

b. Demonstrate correct technique patterns for letter
combinations and short words.

c. Demonstrate correcttechnique in operating the space bar,
the return, the shiftkeys, the shiftlock.and the tabulator.

d. Demonstrate continuouskeying of aline of copy without
time-wasting pauses between letters and words.
Identify and describe equipmentcomponents.
Demonstrate proper keying technique of numerical keys.

g. Perform functionssuchassetting margins, tabs, spacing, and

alignment.

2. Produce,store, and retrieve documents using a word
processing system (i.e., letters, mailing lists, and reports).

a.

o

- oga ™

j

Understand the basic formatting required to produce
documents.

Defineterminology associated with word processing.
Use selected keystroke commands inediting word
processing documents.

Move and copy text withina word processing document.
Demonstrate commands of justification, pagination, indent,
find,and replace.

Print copies of storeddocuments.

Compose at the keyboard.

Save word processing documents.

Create and modify a word processing documentinletter,
memorandum, report, and table format.

Demonstrate the use of acomputer speller.

3. Produce publicationsusing graphicsand dusktop
publishing.
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a. Describe the conceptof desktop publishing. D
b. Describe the options on the Main Menu and/or the Tool D
Menu.
c. Definetheterminology used with graphics and desktop D R |ID
publishing.
d. Demonstrate knowledge of the programby producing an R R D
originaldesign. . . . R )
e. Demonstrate useof vaious fonts (styles)andsizes of print.
f Demonstrate use of the graphic editor. D
g. Apply copy preparation features to designs made witha R |ID R |ID
graphics software package.
h. Use graphicstoenhancecommunications. R |ID
4. Proofread for correctgrammar,format,spellingand IDID R |ID DR .
punctuation.
a. Understand theimportance of proofreading forboth content I |D D|D D
andtechnical correctness.
b. Applyrulesforcorrect grammar, format, spelling, and [ |IB DR{ID
punctuationto practice exercises.
c. Verifythe proper formatting of adocument. IDID R D
d. Verifyallstatistical copy againsttheoriginal. ID|D D |D D
e. Useproofreaders marks to identify errors. ID|\D R D D
5. Create and use a file to prepare a report using database D DR(ID
software. . D D 1D
a. Definedatabaseterminology. D D D
b. Movethe cursorand switch display betweensingle-and
multiple-recordlayouts. D D D
c. Planadatabase. D D D
d. Setup,enter, insert, delete, and edit records for a data base. D D ID
e. Saveanexistingdatabase file underadifferent filename.
f. Addordeletecategory names. : D D |ID
g. Changeformatin multiple-record and single-recordlayout. D D |D
Q 1 H
h. Demonstrate the sortrecordsand record selection D 5D
commands.
i Generatemultiple reportsusing both tables-style and labels- D D |ID
styleformats.
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j. Integratedatabaseinformation intoanother document.

6. Create and use a spreadsheet to prepare a report using

spreadsheet software.

a. Defineaspreadsheetandrelated terminology.

b. Usesoftware-specificcommandstosetupand modify
format. '

¢. Setand/ormodify standard values.

d. Useaspreadsheettoaddmultiple columns or rows of
numbers.

e. Useaspreadsheetto performmath functionsonacolumnof
numbers.

f Usecommandstoinsert,delete,edit,copy,zoom, view,

arrange, andrecalculate values.

Printaspreadsheet using printer options.

Design a pie chart, bar graph, and/or line graph.

i Addalegend,symbols,andshadingto previously produced
graphs. '

P

. Keyboard letters, forms, memoranda, numerical dataand

other materials from rough draft, dictating machine,or

fromoral or writteninstruction.

a. Developincreasedskilllevelsinspeed and accuracy.

b. Formataletter from writteninstructions.

c. Produceamemoranda fromoraliastructions.

d. Designadocumentfrom roughdraftand writter. instructions.

e. Explain, format,andprocess correspondence, including
documents preparedon odd-sized stationery and form
letters.

f Evaluateasourcedocumentwithincomplete directionsand

produce afinal copy.

Demonstrate the ability to meetbusiness production

qa

standards while working under pressures of time,
interruptions, andchanging priorities.
h. Formatamemo fromroughdraftcopy.
Complete businessformsona keyboard.

Organize and key tables, reports, and/or manuscripts.
BE-35
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8. Use and maintain a records management system (i.e., D} R
alphabetic, numerical, geographic,and subject).
a. Understand the importance of maintaining records. ID R
b. Describethefourprimary filingsystems. D R
c. Indexandalphabetize names, titles, and otherphrases D R
according tothe ARMA filingrules.
d. UsebasicTiling rules forkeyingrecords intoadatabase. D R
e. Index and code asetof documents into the correct subject
category. D R
f. Inspect,index,code,andsortalist of names using D R
alphabetic filing rules.
g. Arrangeagroupof geographic files according tocorrect ID R
geographicrules.
h. Arrangealistofnumbersinsequential orderandin terrmnal ID R
digitorder. D R
i Identify, store.andretrieve information correctly using
alphabetic, subject, numericand geographic filing.
9. Processand routeincoming and outgoing mailand other ID R
materials (manually or electronically).
a. Describetheprocedures to follow for handling incoming/ 1
outgoingmail.. . . D D
b. Sortandprioritize incomingmail. D R
c. Examineand route mail toappropriate personnel. I R
d. Demonstrateanunderstanding of current mailingand
shipping procedures. I
e. Describethe variousservices provided by the United States
Postal Service and other carriers. I R
f Determine whatrecordsshould bekeptonincomin g/ I
outgoingmail.
g. Describethesteps inpreparing and maintaining mailing lists. D R D
h Sendamessageusinganelectronic mailsystem. D
i Listtheadvantages anddisadvantages of electronic mail.
10. Prepare basic business forms and records (e.g., purchase |ID}ID D R
. orders, expense vouchers, and time cards).
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a. Complete workreports; financial records; individual federal
and state tax forms; and relatedbusiness forms.
b. Correctlyinsertinformation fromalistformatintoa DD D
preprinted form. )
c. Formatandkey 2-and 3-columntables with headings. ID{D
d.. Completeanoffice simulationrequiring invoices andcredit
forms. DD D R
11. Interpretand apply numerical information (e.g., tables, D p IDIR 1 b
graphs, and charts).
a. Simu.late anoffice requiring the application of numerical data D
toassignments.
b. Usenumericalinformationtodesignatable,graph,orchart 5 D D
(manually orelectronically).
c.t pse a tablt?, graph, or .chan and present an oral D D D )
interpretation of whatitmeans.
d. Determinepurchasing needsfromasupplied inventory and D D R
saleslisting.
12. Demonstrate use and care of office equipment (i.e., copy D ID R
machine, fax, calculator, telephone and transcribing
equipment).
a. Demonstrate use and care of the copy machine by making I b R
multiple copies of adocumenttobe distributed.
b. Demonstrate use and care of afax machine by faxing a D
document to another location.
c. Demonstrate use and care of acalculator by completing D D IR D
problems thatrequire use of the function keys and that
demonstrate proficiency.
d. Demonstrate use andcare of the telephone by placing and ID R
answeringcalls (giving andreceiving business information
that is complete and in acceptable business form).
e. Demonstrate use and care of dictationequipmentby D R
transcribing infermationinto proper format.
Name the types of office equipment available. D
g. Explaintheadvantagesand disadvantages of various office ID
machines.
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h. Define telecommunicationsandexplainhowitisusedin DID |D R
today's businesses.
13. Greet callers and visitors; demonstrate appropriat. action/ D R
response to the situation.
a. Explain theimportance of screening callers. D
b. Developtheartof conversation throughanawareness of DD D R D
worldevents.
c. Use speechthatwillbeacceptableintheofﬁce and indaily IDID |D R D
life
d. Simulatethe arrival of callers and visitors and use correct D R
businessetiquetteto greetthem.
e. Recognizepotential problems withcallers and visitors D
through case studies.
f Understandtheimportanceof handlingditficult visitors D R
tactfully.
g Direct visitors toappropriate offices. D R
h. Describe how todeal withirate callers. D
14. Create and maintain business schedules (i.e. DD R
appointments, meetings, reservations and work plans).
a. Prioritizealistof scheduleitems.
b. Determine the mostefficient way to keeparecordof DD R
appointments. D R
c. Addmeetingsand appointmentstoacalendar. D R
d. Explainhowtohandle cancelled appointments. D
e. Explainthestepsinvolvedinmakingreservations. D
f. Developaworkplanforanassignedproject. pDIDIDIDIDIR D DD |D
15. Compute money transactions (i.e.,making change, D|D{D|D R D
preparingbankdeposits,andreconcilingbank
statements).
. . : . IC|\ID D
a. ldentifythe functionsandimportantcharactenistics of money.
b. Understand the primary servicesprovided by commercial DD
banks andother financial institutions.
c. Simulateopeningacheckingaccountanddemonstrate how DD
to write and endorse checks.
d. Demonstrate the ability toreconcile abank statement. DD
I
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Describe the duties of acashier.

Perform mathematical computations with skill and accuracy.
Record cash and charge sales on various forms and compute
the sales tax.

16. Demonstrate basic accounting procedures (i.e., using the
basic accounting equation, posting debits and credits,
journalizingsource documents,and understanding financial
reports). '

a.

b
c
d
e.
f
g
h

Perform basic accounting procedures, including recording,
summarizing, and reporting.

. Explaintheaccountingequation.

Explaintheaccountingcycle.

. Explainthedifference betweenbookkeepingand accounting.

Prepare and use monthly records.

Update accounts by adjustment.

Demonstrate efficientoperationof anelectronic calculator.
Useintegrated accounting software to prepare a general
ledger, accountsreceivable,accountspayable, inventory,
and payroll.

Analyze and interpretfinancial records.

Apply accounting proceduresto taxes. notes, and/ordrafts.
Initiate and keep adouble-entry set of accounting records,
both manually and with integrated accounting software, fora
simulated business firm withentry-level job competence.
Understand the use of "tools", such as accounting software
and spreadsheets, reinforce the basic accounting
fundamentals.

Apply the procedures of account-control systems using
voucher, inventory-control, and budgetary-control systems.
Complete amicrocomputer-generated business simulation
for asmall business.

17. Establish and maintainfinancial records.

a. Prepareatrial balance, balance sheet,and income statement.
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Accounting
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b. Demonstrate the ability to maintain a petty cash fund and D D
records.
c. Useacomputer tolearnrecordkccping concepts by D D

completing computerizedexercises using appropriate

software.

>,
o
o
o

d. Describetheimportance of establishing andusinga budget.

Explain the importance of keeping anaccurate checkbook D|{ID|D |ID
register. :

18. Compareand contrast the applications of personal

computer and mainframe computer systems.

a. Understand basic concepts of care and use ot a
microcomputer anditssoftware.

b. Define basic computervocabulary. DD

c. Answerquestionsthatdemonstratean understanding of the
technical skills, knowledges, educational levels,and attitudes
needed for careers using personal and mainframe computer

o
Blg| 8| ©

systems. ID
d. Describethe characteristics of apersonal computer system.
e. Describethe characteristics of amainframe computer
system. D
f. Identify criteriausedtoselecta personal computerora
mainframecomputer.
D D
19. Compare and contrast centralized and decentralized word
processing. (similarities and differences, advantages and
disadvantages) D D
a. Listtheadvantages anddisadvantagesofa centralized word
processing system. D D
b. Listtheadvantagesanddisadvantagesofa decentralized
word processing system. D D
c. Explainwhereacentralized word processor would be most
effectivelyused. D D
d. Explainwherea decentralized word processor would be
mosteffectively used.
ID D
20. Explain the relationship of government and business.
a. Describetheroleof governmentinbusinessdecision making. D D
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b. Describetherole of governmentinacapitalisticsociety. D D
c. Explaintheadvantagesanddisadvantagesof government ) 5
regulations.
d. Identify governmentregulations whichhave adirectimpact D D
onbusiness.
21. Explain the concept of competition. ID|D D
a. Explaintheeffect thatcompetitionhason prices. D D
b. Describethe benefits of competitionina freeenterprise D D
System. ' N D )
c. Determine who benefits from competiion. D D
d. Identify majorcausesofbusiness failures. D D
. e. Understandthe advantages and disadvantages of afranchise
business.
ID ID
22. Analyze the concept of supply and demand. D D
a. Explaintheconceptofsupply and demandinafree
enterprise system. ID ID
b. Demonstrate how supply and demanddetermine pricein
competitivemarkets. D D
c. Giveanexample ofhow purchasing patternsaffectsupply
anddemand. D D
d. Give an example of how supply and demand work ina
specific organization. '
ID D
23. Explain the concept of organized labor and business. D D
a. Define whatis meantby organizedlabor. ID D
b. Listtheadvantagesanddisadvantagesoforganized labor.
c. Describe the relationships betweenlaborand management. D D
d. Define arbitrationandexplain howitisusedinlabor ) D
disputes.
24. Explain the concept of business cycles. D D
a. ldentify techniquesacompany mightusetosustainthe ID ID
growth and maturity stagesof a productor service.
b. Identify factors thataffect the lifespan of z productor D D
service.
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c. Defineabusinesscycle. ID ID
d. Prepareachartor graph thatillustrates abusinesscycle. D D
25. Explain the nature of international trade. D D D
a. %xplain how we depend on world trade for many goodsand D D D
services.
b. Describe the difference between foreign trade and domestic ID ID
trade.
c. Identifyadvantagesanddisadvantages associated withworld D D D
tradge. D D D
d. Explainhow dissimilaritiesintheeconomic,legal-political,
and sociocultural environments throughoutthe world affect
businessoperations. ID D ,
e. Defineinternational managementandexplainhow itdiffers ‘
from the management of domestic business operations. D )
f Describe marketentry strategies that business firms useto
develop foreign markets. D D
g. Describe the characteristics of amultinational corporation
and the generic strategies availabletoit.
h. Explainthe stepsin the strategic planning process for iD D
multinational corporations. D D
i Identify the organizational structures that other nations use
and the factors thatdeiermine the appropriate structure.
26. Explain the concept of profit. ID|ID ID
a. Defendtheconceptof profit. ID D
b. Identify thefactors that affectthe profitofabusiness. D D
c. Differentiate between gross income and netprofit.
d. Listtherolesofbusinessenterprises,consumers,and Ilg D D D
governmentinour mixed capitalist system.
e. Compareourcapitalistic system with othereconoric D D
systems of the world.
27. Recognize relevant, ethical issues in business. D|/D|DID |[R ID D
a. Determinetheimpactofethically respousibleactionsofa
business.
b. Assessthe value of business ethics onsociety. D |ID|ID
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c. Evaluate ownperception of ethics and how itrelatesto D |ID|ID
businessethics.
d. Readand prepare written summaries of artic les from current D DD
businessperiodicals. |
e. Giveanoralreportto the class on anethical issue thathas D |ID|ID
beenresearched.
28. Explain types of business ownership. D D
a. Understandthe basic differences among the three most D D
common forms of business ownership.
b. Describetheadvantages and disadvantages of D D
proprietorships, partnerships, and corporations.
c¢. Understandthatrisk-takingisacritical elementinthe D D
establishmentofabusinessenterprise.
d. Identify decisions which need tobe made before openinga ID D
business.
29, Utilize reference materials and resources. IDIIDID |ID |D |R D D
a. Demonstrate the use of azip code directory. ID{I |D R D
b. Useatelephone book toansweraninformational quiz about DI
your area.
c. Useareference manual/dictionarytocomplete adocument. D |D D DD R DD D
d. Useanatlastodetermine the bestroute to take to travel to D D
fourforeigncountries.
e. Useacity directory to look up informationabout alistof D |ID R
individual names/addresses.
30. Identify chain of command and protocol withinan ID|ID|ID D
organizationalstructure.
a. Explainanorganizational chart. IDJI {ID D
b. Explainwhatis meantby chainof command. ID ID | ID D
c. Describe the proper procedure for addressing superiors. ID\ID|ID D
d. Definesupervisionandexplainitsimportanceinemployee DIDID D
training and job performance.
e. Use yourschool asanexample and define the chain of DD |ID D
command and protocot to be followed if you wished to see
the topadministrator.
31. Identify employee rights and responsibilities in the 1 |D|ID R

workplace (i.e., legal applications and liability).
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Developanunderstanding of responsibilities inthe
workplace throughdirecton-the-job instruction.
Interpretand apply legal principles to business situations.

Recognize anindividual'slegal rightsandresponsibilitiesina .

democratic society.

Demonstrate an awareness of legislationaffecting business.
Explain what is meantby loyalty to anemployer/organization.
Explain the meaning of equal opportunity for jobapplicants.

32. Identify the components of customer relations and the
importance of each.

a.

Demonstrate the "you" attitude in business correspondence.

b. Explainthe importance of effective oral and written

communication inbusiness.

Apply effective nonverbal communication. .

Describe why customers are important to businesses.
Explain the customer'srole inthe relationship.

33. Demonstrate the use of learning strategies and higher
order thinking skills.

a. Demonstratedecision-makingskills insmall group situations.

b. Utilize visualimages toenhance understanding of concepts.

c. Evaluateinformation provided to formopinionsand
determine a course of action.

d. Prepareachartillustrating thetypes of businessownershipin
America.

e. Useappropriate reference materials to presentanoral
presentation on the concept of competition.

LEADERSHIP

1. Speak effectively in front of others.

a.

Summarize andexplaintotheclass anarticle froma
magazine/newspaper.

g l3is 18l 21318 lalal
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Recite information covered inclass during discussions.
Develop and propose a position statementregarding amajor
businessissue. '

Give a short presentationto the class using correct grammar.
Give apresentationtoalarge group such as a professional
organization.

Recognize nonverbal cuesof listener(s).

Use language, tone, style, format, and vocabulary
appropriate for the purpose and audience.

Participate inmeetings.

. Listen effectively.

@™o oo g

h

Recognize theimportance of good listening skills.
Demonstrate techniquesthatassist the listening process.
Follow verbal directions.

Repeat oral directions tothe instructor.

Explainthe difference between active and passive listening.
Write down key points fromalectureas given.

Recognize the benefits of effective listening at school and
work.

Perform work correctly the first time.

. Demonstrate personal management techniques (i.e.,
problem solving, creative thinking, motivational goal
setting, team work, negotiation, self-esteem, assertiveness
and stress management).

oao o

~h
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Establish short-termand long-term goals.
Assessown values and motivation.

Formulate aplan to staiii goals.

Demonstrate the desive toattain goals.

Demonstrate the ability io work with peers toward a
common goal. '
Develop anew way tosoive a given problem.
Performtasks with self-confidence.

Demonstrate the ability tomeet business production
standards while working under the pressures of time,
interruptions, and changing priorities.
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4. Organizeanevent. 1 I
a. Identify thestepsrequiredtoorganize anevent. I |1
b. Identifythe follow upactivities foranevent. } i
¢. Explaintheimportance ofan égenda foreachevent.
d. Prepareanagenda. I 1
e. Plananactivity forNational Education for Business Week. I
f. Planforaguest speakerinclass. I

. Prioritize series of tasks. DID|1 D DRI ID

a. Analyzetaskstodetermine thetimerequiredtobe D |IDI1 DID ID ID
completed. ‘

b. Analyze tasks todetermine the orderin which to be D {ID!T DID ID ID
completed. J

c. Identifytoolsusedtoassistinprioritizing tasks. I |1

d. Explaintheimportance of completing tasksina 1
predetermined sequence.

. Define goals. D {ID DRI
a. Establishshort-termandlong-termgoals. D|ID DR|I
b. Identify objectivestobecompleted toreach goals: D |ID DRl

. e D|ID DRJI
c. Determineaplantocompleteobjectives. 51D ORI
d. Identify amethodforevaluatingattainmentof goals.

. Facilitate groupinteraction. I D I D
a. Uselistening skills whenothers are speaking. DIDIDIDID IR |ID [IDID |D
b. Show support forother group members by providing ID|D |D R ID D

positive verbal andnonverbal messages. '
¢. Usequestioningtechniques to gainadditional information. D|D{D|D|D R D DD D
d. Allowall membersofthe groupto participateinthe DDIDIDIDIR D DD D
conversation.

. Resolve conflict. D|I |D D
a. Recognize thatconflicts area part of work. Di{I |D D
b. Uselistening skillstolearnall aspects of the conflict. D D D
c. Identifypossiblesolutions.

d. Assessthe feasibility of each solution. g } g g
e. Determine aplantoputsolutionintoaction. DT D D
BE-46
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Keyboarding
Employment Skills
General Business
Accounting
QJT/Simulation
Bus. Communic.
Economics

f Evaluateeffectivenessofsoludon.

DI |D D
9. Adapttoenvironmerit/situationand diverse workgroups. D |IDiD D DD
. Demonstrate a willi t k tively.
a ns aw.l mgnefss owor. .cool.)era ve.:.y I R b 1D
b. Acceptchangesinworkingconditionsinapositive manner. plpiDl1 DD ID
¢. Understand that work requirements/standards vary among
employers. ID{ID|1 D

JOB GETTING, JOB KEEPING

1. Identify job skills of and qualifications for securing a

position.

a. Conductacareer/jobsearch.

b. Readthe Occupational Outlook Handboo - andidentify job
titlesin aspecific careerarea.

c. Definespecific skillsneeded for variousemployment
positions.

d. Compareavailablejobopenings.

2. Identify the process for securing employment.
a. Listthe stepstotake tosecure employment.
b. Defineterminology usedintheemploymentsecuring
process.
c. Evaluateindividual ability to meetspecified requirements.

5| ©lBlg| 8 § 55 B
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c. Comparepublic and private employmentservices.
d. ReadtheClassified Ad sectionofthe newspaperand
. identify three potential jobs of interest.

3. Identify resources to locate available jobs. ID|ID|I
a. Listsourcesinthecommunity where jobopening information ID|ID|I
isavailable. ’
b. Contactatleastthree people and identify how they located ID|ID|I
theircurrentjob.
ID|ID
ID|ID

4. Trackthe jobapplication process. ID|ID} [
o ID{ID|I
a. Developaformtorecord the steps fortheapplication
process. B
b. Developalegend tobe used forcompleting the process.
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Listpotential employers, their addresses, and their phone ID{ID
numbers.
d. Securenames of contact personnel foreach potential ID|ID}1
employer.
5. Completerequired employment forms. I]g g i
a. Identify the purpose of a W-4 (Tax Withholding),an1-9
(Verification of Citizenship), and an application blank.
b. Understandthe importance of completing formsaccurately DID|1
andhonestly.
c. Proofread compieted forms for accuracy andcompleteness. ID|ID}{1

6. Writeapplication letter and resume.
a. Idenufycomponentsofaresume.
b. Explaintheimportance of the letter of application and
resume to the job search process.

c. Composeand key anapplication letter for aspecific job
opening. '
d. Useproofreading skills to locate and correctall errors.

g B| B85
8| B bB[6

7. Demonstrate positiveinterviewing techniques.

ID[ID|I
a. Makearrange . ientsforajobinterview. DI IDI 1
b. Understand the impprtanccofproperdressandhygiene. ID{ID}I
c. Maintaineye contactinamock interview.
d. Review questionsapersonnel managermightask. g g; i
e. Answerquestions withself-confidence. DIDI1
f  Askquestions oftheinterviewer whichreflectsthe ID|ID}1
interviewee's interestin the company.

8. Evaluate job offer (e.g., benefits, salary, working D)D) I
conditions and relative cost of living). DDl
a. Understand thatajob offerinvolves more thansalary. _
b. Rankorderthe importance of various benefits. DIDI
c. Compare positions with various benefitoptions. DIDI
d. Identifypossible negative factorsinajoboffer. Y DIDII

9. Followdirections. pip/pIpip IR IDID |D |D
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a. Completeanassignment from writtendirections. DIDDIDDIR D
b. Completeascavengerhunt which provides specific I I
instructions. T I
c. Locateaspecificobjectinthe community by following oral F
directions. DIDD DD R D
d. Recognizetheimportance of followingdirections accurately.
10. Work effectively with others. D I]g g;? D R D
a. Explainproper group behaviorinabusiness setting.
b. Completeaself-check onhowto getalong with others. ID D
¢. Determinehowtohandleaconflictof interestsituation.
d. Roleplay various work situations. D I D D
ID D
11. Interact with others in a courteous and tactful manrer. D D D
a. Showrespect for others.
b. Respondtoquestions positively. 1D D
. ID ID D
. Workeffectivel all groups.
c .or effectivelyinsm gr ups . — 5
d. Display appropriate behavioronabusinesstour. I 0
12. Cooperate withothers. I I D
a. Serveasamemberofacommittee. I D
b. Exhibitflexibility toreachasolution. L
c. Shareresources. : I D
T . I U D
13. Acceptindividual differences. DD
a. Discoverpotential humanrelationsproblems throughcase
studies. DI I
b. Appreciatethedifferences betweendifferingcultures.
c. Indicate howdifferent cultures respondinaselected work 1 b
situation.
d. Makeadisplayrecognizingindividual differences. 10
14. Respect the property of others and the employer. DI DR
a. Makeappropriate use of supplies. b Dl D DR
b. Reduce wasteinthe work area. D ID 1 b DR
c. Respectprivacy of coworkers'areas. Dibli D DR
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15. Organize thoughts and clearly express point of view, both
written and oralty.
a. Preparecopy forrelease tothe media. -
b. Determine preventative actions for business communications
problems.

c. Debate the pros or cons of a current business-related issue.

16. Exhibitdependability.
a. Completeassignedtasks.
b. Presentwork by due date.
c. Demonstrate ability tocompleteatask withminimum
supervision.

17. Demunstrate punctuality.
a. Arrivetoclass/workontime.
b. Submitworkontime.
c. Followthroughonassignedtasks.

18. Follow rules, regulations, policies and procedures.

a. Demonstrate getting along in abusiness with properbusiness
etiquette.

b. Demonstrate asenseof belonging.

c. [Explainthe importance of complying with business rules and
regulations.

d. Selectthe appropriate method to handle confidential

" information.

19. Ask for help when needed.
a. Completean assignment whichhasincomplete directions.
b. Seck funding/assistance for aclass projector trip.

20. Accept new challenges.
a. Completeadditional work whichisnotpartofan

assignment.
b. Volunteertoducommunity service.

c. Display adesire to seek anontraditional occupation.
21. Acceptsupervision willingly.
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a. Understandand promote employer-employeerelations. DI |1 DR
b. Acceptsuggestionsfromsuperiors. st T 5 Tsrb 51515
c. Dfafn.onstrateproperacceptanceandconstrucnveuseof bToli T O DR‘D 515 1D
criticism.
22. Adapttochange/demonstrate flexibility. pimi i1 |DIDRD D D D
a. Rotate work stations. D ID D IDR
b. Rotate businessequipment (i.e., typewriters,compucers, D |ID D DRP
dictation machines, calculators).
c. Use various software packages to complete work. D |ID D ID b D
23. Manage and utilize time effectively. D {D|DID |D |DRPD D D |D
a. Demonstrate planning work overan extended period of time D |[D|{D|D D DR D [D D
tomeetdeadlines.
b. Chooseappropriate actioninasituationrequiringeffective D |ID|D|D |D DR D D D
time management.
c. Useentireclassperiodeffectively. D |ID|D|D |D [DRD |D |D |D
24, Planand prioritize daily work. D |ID DR
a. Usea"Things ToDo" list,daily planner, orcalendar. DD DR
b. Prepare adaily schedule foranemployer. D D DR
c. Organizesimulatedtasksinpriority order. D [ID DR
25. Produce expected quantity and quality of work. ID|D D |IR D D
a. Completeapracticeset. ID|D D |IR
b. Completeabusinesssimulation. ID[D D |R FD
26. Take responsibility for mistakes and/or good work (i.e. DI|ID{I {I |D DRtD D D D
accept criticism end/or praise).
a. Recognizethatassigned gradeis earned, notgiven. DIDD|1 D|D DD DD
b. Viewindividual contributiontoagroup project witha D |ID|ID D D
realistic attitude.
c. Respond to appraisal of work in anopen and appropriate D{D |ID|IDID D DD D D
manner.
27. Understand how to utiiize equipment correctly. ID|D D |DR{ID D D
a. Readinstruction booklet(s). I 11 I
b. Demonstrate proper use of various business equipment. D ,ID D [D
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c. Explainhow acomputercontributestoefficiency in the workplace.
28. Maintain clean and orderly work area. lD
j D |{ID|ID D |DR
a. Keep only needed materials on work area. D IIDIID D IDR
b. Utlizedeskorganizers. D |1 D
29. Demonstrate persona! hygiene and cleanliness. D D
a. Wearcleanclothing. D D
. D} D
b. Keephairclean. D D
c. Keepbody free fromdistractions (i.e., body odor, inappropriate
cosmetics or jewelry, excessive perfume orcologne).
30. Project professionalimage appropriate tothe workplace. D D
a. Wearappropriate clothingtoa "professional” work day. D D
b. Listitems of clothing appropriate to the workplace.
c. Understand the part that accessories play ina work wardrobe. ID D
ID D
ENTREPRENEURSHIP
1. Identify skills required of a business owner. D D
a. Describe theadvantages anddisadvantagesof business ownership. D D
b. Identify personal traits or characteristics of successful business
owners and managers. D D
¢. Contrast various waysof organizing and operating an enterprise. D 5
2. Identify resources and factors in obtaining financing for a new D D
business.
a. Describetheconceptofcollateral. ID|. D
b. Identifythestepsinobtaining abusinessloan. g D
¢. Demonstrate anawareness of entrepreneurship concepts, including
the organization and managementof abusiness.
d. Understandtherole of financial institutionsinthe Americaneconomy D D
and the financial services they offer.
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e. Identify economicrisksand how to protectagainst such ID D
risks.
f. Understand business and financial managementincluding ID D
investing and credit.
g. Describe the functionsoffinancial systems inthe American ID D
economy.
3. Identify the elements of a business plan. D
a. Listkeyobjectives forthe operation of a business. ID
b. Identifythe distinguishing features and the market needs for D
anidentified productorservice.
c Estimate the marketpotential in relation to the competitionin D
asimulated exercise.
d. Identifythe characteristicsneeded by membersofa D
managementteam.
e. Listthe stepsrequired to produce aspecified productor D
service.
f. Indicate the amountof money needed, whenitis needed, D
and how it will be used to start a business.
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Professional Organizations

In therapidly changing business world, itisessential for business educators tokeep up with the changes. Todothis,
teachers need the assistance of experts in business education, other professionals, members of the business
community, and lay people—all of whom seek tokeep business education current and meaningful for students.
Membershipinprofessional organizationsisone of the best ways of keeping abreastof changesin the business world.

There are many professional organizations towhich ateacher may belong andinclude both professional education
andbusiness organizations.

Through professional organizations teachershave opportunities to attend meetings and seminars conducted by
leaders frombusiness and education. Most organizations publisiinewslettersor journals which contair information
thatcan be helpful in classroom instruction.

The listing which follows provides an overview of those organizations that are of special interest to business

educators. The organizations are arranged by level and type. Specific details about each organization are also
provided.

Educational Organization s - National/International Level

American Federation of Teachers (AFT)
11 Dupont Circle NW, Washington, DC 20036
Promotes collective bargaining for teachers and other educational employees. Conducts research on
teacherstress, educating the handicapped and other educational issues. Lobbies for passage of legislation

of importance to educationand the labor movement. Presentsannual HumanRights Award; bestows grants
ineducation and laborareas.

Association for Supervision and Curriculum Development (ASCD)
125 N. West Street, Alexandria, VA 22314
Forleadersinelementary, middle,and secondary education butis alsoforanyone interested in curriculum,
instruction, supervisionand leadershipin schools. Membership includes ajournal, yearbook, newsletters,
annual conferencecurriculumstudy institutes, publications, audioand videotapes, films and filmstrips for staff
developmentandinservicetraining, and aninsurance plan.

International Association for Computers in Education (IACE)
1230 17th Street NW, Washington, DC 20036

Formerly the Association for Educational Data Systems (AEDS) formed in 1962. Foranyone interested
in computersineducation.

International Council for Computersin Education 1CCE)
University of Oregon, 1787 Agate Street, Eugene, OR 97403

‘A non-profitprofessional organization actively working toimprove computer educationatall levelsand in
alldisciplines.
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National Education Association(NEA)
1201 16th Street NW, Washington, DC 20036

Professional organization forelementary and secondary school teachers, college and university professors,
administrators. principals. counselorsand others interested in American education.

Phi Delta Kappa (PDK)
International Headquarters Bldg., Eighth & Union, Bloomington,IN 47401
A professional education fraternity connected with approved collegesand universities of graduate rank

maintaining schools, colleges, or departments of education. The purpose of PDK s to promote quality
education, with particular emphasis on publicly supported education.

Educational Organizations - State Level

fowa Association for Supervision and Curriculum Development (ASCD)
Iowaaffiliate of ASCD

Iowa Computer Using Educators (ICUE)

Open toall individuals or institutions interested in the use of the computer in education and/or related
research. Affiliated withICCE.

Jowa State Education Association(ISEA)
4025 Tonwanda Drive, Des Moines, IA 50312
State association affiliated with NEA, it worksto find solutions to majoreducational problems. Membership

provides individuals withan organized structure and processthatcan be used to addressissuesatthebuilding
andschooldistrictlevel. :

Professional Educators of lowa
Affiliated with American Federationof Teachers.

Business Education Organizations - National/International Level

American Business Communications Association(ABCA)
University of llinois. 608 S. Wright Street, Urbana, IL 61801
Offers placementservice; bestows awards; sponsors research programs.

American Vocational Association(AVA)
2020 N. 14th Street, Arlington, VA 22201
Teachers, supervisors, administrators and others interested in the development and improvement of
vocational, technical and practical artseducation. Areas of interestinclude: industrial cooperative training
programs; part-time classes foradults; supervisory and foreman training; technical training atsub-college
levels; trade preparatory classes. The following divisions actas arepresentative voice forsonamed groups
and support programsand activities incooperationwith AV A and other businesseducationorganizations.
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Classroom Educators of Business and Office Education (CEBOE)

National Association of Supervisors of Business Education(NASBE)
National Association of State Supervisors of Business Education (NASSBE)
National Association of Teacher Educators of Business Education(NATEBE)

DeltaPiEpsilon (DPE)
National Office, PO Box 4340 Little Rock, AK 72214
A national honorary professional graduate society formenand women inbusiness education. Itconsistsof
membersoflocal chaptersestablished atcolleges and universities which offer graduate programs of business

teachereducation. Itsupports and promotes scholarship, leadership, and cooperationamongall educational
institutions, business organizations, and members of the Society.

International Society for Business Educators (ISBE)
United States Chapter, NBEA, 1914 Association Drive, Reston, VA 22091
Societe Internationale pour1’Enseignement Commercial (SIEC)is used for the international designationand
ISBE, todesignate the U.S. Chapterof SIEC. Itisaffiliated with NBEA and was founded in 1901. Each
summer SIEC holds aneconomics course, usuaily in Europe, and highlights institutions of the host country
aswell asissuesinbusinesseducation. A full programoflecturzs, tours, and pedagogical sessionsenables
participants to gain abetter understanding of the life and economy of the hostcountry.

JointCouncil of Economic Education (JCEE)

2 Park Avenue, New York, NY 17016

Economists and educators dedicated to improving economic education by improving the quality and
increasing the quantity of economics being taughtinschools and colleges. Initiates curriculumdevelopment
and research; experiments with the new economics courses and ways to prepare teachers and students;
provides updated teacher-pupil materials; coordinates national and local programs ineconomicseducation;
provides consultant service to educators; sponsors conferences and workshops; tests new methods in
practical school situations, college campuses, and cooperating school systems; and presentsawards.

Marketing Education Association (MEA)

1908 Association Drive, Reston, VA 22091

MEA is forinstructors, teacher-coordinators, local and state supervisors, teacher-educators, and other
personnel responsible for maintaining, improving, and supporting marketing education programs. Its
purposesare todevelop high professional standardsamong the membership; tofosterabetterunderstanding
of marketingeducationandits importance; toimprove MEA by encouraging the disseminationof new ideas,
fostering practical research, implementing promotional plans, and providing conferences and seminars; to
supportthe marketing studentorganizg/ﬁon; toestablisha unified positionon issues, policies, andlegislation;
toprovide opportunities for better leadership developmentand professional growth; toimproverelation-

ships with other agencies, organizations, and institutions; and to serve as acatalystforbusiness supportand
involvement.
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National Business Education Association (NBEA)

1914 Association Drive, Reston, VA 22091

NBEA isthenation's largest professional organizationdevotedexclusively toserving businesseducation. Its
membersare business teachers, administrators, supervisors, teacher-educators, and college and university
students planning to become business teachers. Its central objectivesare to promote all phases of business
education forboth vocational and nonvocational students and to serve as aunifying agency among regional
and other groups dedicated to that goal. NBEA provides for its members a publications program, a
computer network--NBEA Net, insurance programs, conventions, curriculum guides, legislative liaison,
researchand developmentactivities, National Business Competency tests, aclearinghouse forinstructional
aids, an2wards program, affiliation withrelated national and international business educationorganizations,
and opportunities for leadershipat the regional and national levels.

Business Education Organizations - Regional Level

North-Central Business Education Association (N-CBEA) ,
N-CBEA isoneof the five regional associations of the National Business Education Association (NBEA).
Iowa business educators who belong to NBEA automatically hold membership in N-CBEA. Statesin this
regionare Illinois, Indiana, lowa, Michigan, Minnesota, Missouri, Ohio, and Wisconsin. Annual activities

of N-CBEA include holding a conventionin conjunction with one of the eight states, publishing anewsletter,
and sponsoring aproject.

Business Education Organizations - State Level

Accountants Associationof lowa
414 SGA Building, Cedar Rapids, IA 52401

Business Professional Educators of lowa (BPEI)
Organization for secondary and postsecondary business and office education coordinatorsinlowa.

Delta Pi Epsilon (DPE)

Iowahas twochapters; Alpha Tau Chapter atthe University of Northern lowa and Omicron Chapterat the
University of lowa.

JTowa Business Education Association(IBEA)

State organization forall businesseducators. IBEA is thestate affiliate of NBEA-N-CBEA. Membership
includes newsletters, annual conventions, and area meetings.

Iowa Councilon Economic Education (ICEE) .
State affiliate of the Joint Council on Economic Education.

Iowa Marketing Educators (IME)

Organization for secondary and postsecondary marketing education coordinators and business educators
inthe marketing and managementareas.
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Iowa Society of Certified Public Accountants
4000 Westown Parkway, West Des Moines, IA 50265

Iowa Vocational Association (IVA)

State affiliate of AVA. IVAisopentoall business educators--whichaccounts for three of itstendivisions;
business edncation, marketing education, and office education.

Business Organizations - National/International Level

Administrative Management Society (AMS)
AMS Building, Maryland Road, Willow Grove, PA 19090
Professional administratorsin administrative services, systems and informationmanagementeducators,and
" management consultants. Promotes applications of scientific methods to business and industry for the
purpose of increasing productivity, lowering costs and providing programs and courses of study. AMS
encourages and participatesinresearch; promotes sound employer relationships; presents meritawards;
and sponsors professional accreditation for Certified Administrative Manager.

American Accounting Association (AAA)
5717 Bessie Drive, Sarasota, FL. 33581

Promotesresearch and educationin accounting. Sponsors fellowship programto furnish financialaidto PhD
candidatesin accounting.

American Institute of Certified Public Accountants
1211 Avenue of the Americas, New York, NY 10036

AmericanMarketing Association(AMA)
222 S. Riverside Plaza, Suite 605, Chicago, IL. 60606
Professional society of marketing and marketing research executives, sales and promotion managers,
advertising specialists, teachers and others interested in marketing. Fostersresearch; sponsors seminars,
conferences and student marketing clubs; provideseducational placement service and doctoral consortium.

Association of Information Systems Professionals (AISP)
1015 North York Road, Willow Grove, PA 19090
Individuals interested or actively participating in the development and use of improved information
processingmethods andsystems. AISPis primarily oriented towardinternal text-based informationsystems
within companies and deals with application of automationtothe transfer of ideasto paperorelectronic

storage. Conductsannual salary survey; maintains library and speakers bureau; bestows awards; conducts
specialized education.

D
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Association of Records Managers and Administrators(ARMA)
4200 Somerset, Suite 215, Prairie Village, KS 66208
Administrators, managers, supervisors, specialists, educators and others interested in study of efficient
records design and records keeping. Seeks to promote a scientific interest in records and information
management; to provide a forum for researchand the exchange of ideasand knowledge: and to furnisha
source of records and informationmanagement guidance. Conductsresearch; presents awards; maintains

placementservice; provides speakers bureau; collaborates with American Standards Associationonoffice
practices andequipment.

Professional Secretaries Internationai (PSI) _
301 East Armour Blvd., Kansas City, MO 64111
Forowners and managers of professional secretarial services. Organizes cooperative buying of secretarial
equipment and supplies: sponsors advertising and educational programs through seminars and workshops.

Q10
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Vocational Student Organizations

Vocational-technical educators have long recognized the importance of providing students personal and
professional leadership development competencies that complement the job specific knowledge and skills
needed for entry and successful progression in a particular career field. The vocational student organization
(VSO) has evolved as the instructional strategy to proviide students with personal and professional leadership

development. The ten (10) national vocational student organizations that are recognized by the United States
Department of Education are:

Business Professionals of America

DECA - Delta Epsilon Chi

Future Business Leaders of America - Phi Beta Lambda
National FFA Organization '

Future Homemakers of America

Health Occupations Students of America

National Postsecondary Agricu:wural Student Organization
National Young Farmers Education Association
Technology Student Association

Vocational Industrial Clubs of America

Vocational student organizations (VSOs) provide a unique program of career and leadership development,
motivation, and recognition for middle/junior high, secondary, postsecondary, adult and collegiate students
enrolled in vocational-technical education programs. The VSO isa powerful instructional tool that works best
when integrated into the vocational-technical curriculum. '

VSOs Reinforce Workplace Basics

While employers say that the most important skills for any employee are the “basics”--reading, writing and
arithmetic, they want much more. In addition to the vocational skills needed for entry level employment and
advancement, employers express the need for a workforce that is capable of:

» knowing how to learn

e reading, writing and computation

e communicating effectively

e creative thinking and problem solving
e personal management

« group effectiveness

e setting personal and career priorities

Active participation in a VSO helps students achieve these characteristics making them more attractive to
employers, and better able to compete in the market place for success in their chosen careess.
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The VSO: An Instructional Strategy

VSOs are extremely effective “instractional tools” when used properly. VSO activities are integral to
vocational-technical education and riost effective when they:

a. are strategies used to develop, improve, and expand occupational competencies increasing the
relevance of instruction;

b. are an extension of the classroom and laboratory instructional program which enriches and
enhances student learning;

c. provide organized activities for students to gain personal and leadership knowledge and skill

making them more cmployable and preparing them to assume positive roles in the home and
community;

d. demonstrate goals and purposes which parallel the philosophy of vocational-technical education
and its service areas within ihe program;

e. provide realistic learning experiences in an organized program which are directly related to the
preparation of individuals for employment in careers and preparation for their role as family
members and citizens.

The VSO Chapter - Developing Leadership Competencies

Early studies determined that leadership at secondary and postsecondary levels was “predictive of later
leadership in adult business and social activities.” It was further found “that leadership in student led activity
was more highly related to various criteria for adult success than were scholarship or academic achievement”
(Base, 1981). The VSO chapter is not intended to replace the classroom or laboratory, but rather to
supplement them, thus providing students the opportunity to develop leadership competencies in addition to
the knowledge and skills they are learning in their vocational-technical education program.

Integrating Competitive Events into the Educational Program

Most VSOs offer a competitive events program. The competitive events program has several purposes.
Among them are:

* motivate students

+ assiststudentsin developing confidenceinthemselves and their occupational knowledge and skills
» develop self esteem

+ refine occupational knowledge and skills

+ develop individual and group leadership skills
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The competitive events program of the VSO is an effective instructional tool to achieve the above andasa
resul., help students be more effective in their chosen career field. Competition is the means by which these
roals are achieved, not the enc r sole purpose of the activity. Likewise, the medallion, plaque or trophy the
student might win is an added incentive, but not the purpose of the competition.

Competitive events can also help vocational education programs attract more students to their respective
career fields, as well as encourage excellence in individual and team performance. Classroom and laboratory

grades alone will not alway. motivate the student to give her or his very best and or achieve in their chosen
career.

Competition also prepares vocational students for a highly competitive and demanding workforce. Graduates
from vocational programs musthave acompetitive spiritif they are toadvance within their chosen careerfields.
VSO members will have the opportunity to gain this “competitive edge” if they have participated in the
competitive events program sponsored by the ten vocational student organizations. In the tradition of the
Olympics, “you get the best from yourself when you give the best of yourself.”

Summary

All students enrolled in a vocational-technical education program may also be actively involved in their
respective VSO. To achieve this goal it is essential that vocational-technical instructors and school
administrators understand the nature and purpose of the VSO. The VSO can greatly enhance the ability of
the graduate of the vocational program to enter and advance in employment, as well as be aproductive member

of society. As a result, the vocational-technical education instructor should plan to integrate the VSO into
the curriculum as it is being planned and developed.
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Business Professionals Of America, Inc.

Business Professionals of America is a state and national organization for students preparing for careers in
the business world. Business Professionals of Americais made up of individual chapters in secondary and post-
secondary institutions across the country. This organization provides the opportunity for the development of
leadership skills, personal and professional growth, and career related competencies. Involvement in Business
Professionals of America will enhance social awareness, civic responsibility and understanding of the business
community. Membership totals over 65,000 members enrolled in business and/or office education programs.

Occupations for which members of Business Professionals of America are preparing include: information
processing, financial and data processing, and office support. Job titles in these occupations might include:
Accountant, bank teller, clerk typist, computer operator, file clerk, data entry operator, programmer, word
processing secretary, or secretary and/or stenographer.

Involvement as an active Business Professionals of Americamember will be one of the most rewarding aspects
of any educational career. Members are given opportunities for leadership development and will learn how
to work effectively with others. Through Business Professionals of Americainvolvement, lasting relationships
will be developed within community business circles and members will be given exposure to potential new
employers. Opportunities for have fun, visiting new exciting places, experiencing new activities, and

opportunity growing - both personally and professionally is what Business Professxonals of America is all
about.

While members polish their technical skills in the classroom, they have the opportunity to demonstrate their
newly acquired skills in competition with other Business Professionals of America members onthe local, state,
and national levels. That means members may be able to attend regional, state, and national conferences.
Member involvement and opportunities are endless.

Membership in Business Professionals of America means:

Learning how to work effectively with others and to take advantage of every opportunity to
learn and understand the needs of employers.

Demonstrating occupational and leadership skills in competitive events. Serving their
community by helping the underprivileged, ill, orphaned, aged, and the unfortunate.

Preparing for citizenship roles through leadership development activities, workshops, and
conferences.

Developing a respect for business and office occupations through professional activities
involving speakers, tours, and seminars.
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Our members are given numerous opportunities for personal achievement and recognition through Business
" Professionals of America sponsored activities and programs.

The Competitive Events Program measures and recognizes members’ business and office skills, leadership
abilities, and chapter team efforts. Competitive events are offered on the regional, state and national levels.

The Torch Awards Program is a four level personal achievement program (Executive, Diplomat, Statesman,
and Ambassador). Members are recognized for their involvement in chanter and related activities.

The National Leadership Conference is the highlightof the rﬁembership year. The election of National Officers,

presentations and workshops given by nationally known speakers and competitive events are offered during
the four-day annual event held each spring.

Anactive Business Professionals of America Chapter is aninvolved chapter. There are 17 Special Recognition
Award Programs designed to provide individual or chapter recognition:

Alumni Certificate of Recognition

American Spirit Award

Business Professionals of America Week
Promotion

C.A.R.E. (Community Action to Reach Everyone)
Hall of Fame and Outstanding Service Award
Membership Explosion

100% Membership

Merit Scholar

Mortgage Pay-off Campaign

National Banner Award

Quill Award

Safety Awareness

Special Olympics

Star Advisor

Star Chapter

The Professional Cup

Members develop the essential personal and professional traits and skills which influence today’s employers
as they make their hiring decisions. Our members develop the following skills:

Self confidence The ability to communicate effectively Leadership skills The value of teamwork.

Through a vision of setting the standard of excellence for vocational students and being a cohesive agent in
the world-wide networking of education, business and industry, Business Professionals of America contrib-
utes to the preparation of a world-class workforce through the advancement of leadership, vitizenship,
academic arid technological skills and knowledges.

[y
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Future Business Leaders Of America - Phi Beta Lambda, Inc.

Each year thousands of students launch promising and rewarding careers through participation in Future
Business Leaders of America-Phi Beta Lambda, Inc., a vocational student education association.

Through its three divisions--Future Business Leaders of America (FBLA), Phi Beta Lambda (PBL.), and
. Professional, (FBLAPBL) members bridge the gap between classroom and the business world by giving them
an opportunity to learn first hand about the business community.

Membership in FBLA is open to students in grades 7 through 12, and membership in PBL is open to
postsecondary students. Professional Division membership is open to all individuals interested in promoting
the goals of FBLA-PBL. The Professional Division is composed of former members, educators, parents,
businesspersons, community supporters, and anyone who contributes to the growth and development of the

association and its members. Consequently, every FBLA-PBL program, service, and activity has been
designed to achieve one or more of these goals:

Develop competent, aggressive business leadership

Strengthen the confidence of students in themselves and their work

Create more interest in and understanding of American business enterprise _

Encourage members in the development of individual projects which contribute to the improvement of
home, business, and the community

Develop character, prepare for useful citizenship, and foster patriotism

Encourage and practice efficient money management

Encourage scholarship and promote school loyalty

Assist students in the establishment of occupational goals

Facilitate the transition from school to work

* * * %
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FBLA-PBL involves nearly 300,000 active members in 12,000 chartered chapters in the 50 states, Guam,
American Samoa, the Canal Zone, Puerto Rico, the Virgin Islands, and Department of Defense Dependent
Schools worldwide. FBLA-PBL is divided into five regions. All local chapters operate under the supervision
of a state chapter, and all function within the framework of the national organization.

Activities vary across the world and include community service, educational, social, professional develop-
ment, civic, and financial chapter activities.

National community service programs are the In Praise of Age Project (uses the experience of senior citizens
to better prepare chapter members for the business world), March of Dimes (raises funds for March of Dimes
and conduct awareness programs to educate people about preventing birth defects), and Tourette Syndrome
(raises funds and build community awareness of the neurological disorder).

FBLA-PBL has an annual national theme which is announced in publications. Chapters are encouraged to use
the theme (or themes from previous years) in planning or publicizing chapter
activities and programs. Past themes include:




In Touch with the Business of America
Getting Involved

Business with Class

The Best in Business

Proud to be an Amer-I-Can

The Business Advantage

50 Years--Investing in Futures

FBLA-PBL Week is a nationwide opportunity to promote community and school awareness of the national
association.

American Enterprise Day, held annually on November 15, celebrates the achievements of America’s free
market economy. Since its proclamation by President Carter, American Enterprise Day has helped increase
school and community awareness of the benefits of and challenges of American enterprise.

FBLA-PBL offers a variety of meetings that promote leadership development. Whether at the district, state,
regional, or national level, participating in FBLA-PBL conferences offers members the opportunity to form
useful and lasting networks. In addition. at these meetings, local and state chapterleaders comein contact with

the national staff. These contacts foster a better understanding of the FBLA-PBL structure and national
programs.

The Management Series is an in-depth training session for newly elected national, state, and local chapter
leaders and their advisers. This summer conference prepares chapter leaders to assume their elected
responsibilities. The meeting is held in the Washington, D.C., area.

The National Fall Leadership Conferences take place in each of the association’s five regions. Students and
advisers share ideas and reaffirm common goals while participating in professional development and career
opportunity workshops. Participants gain a better understanding of the organization at the national level.

A state conference is held in the fall to provide leadership opportunities for all members and to allow a time
for sharing chapter ideas.

State Leadership Conferences are conducted in the spring and feature state competitive events and the election

of state officers . State winners are given the opportunity to compete at the National Leadership Conference
in national events.

The Mid-Year Planning Conference brings together national officers, their advisers, and the national staff to

assess progress regarding their goals, to plan for involvement in State Leadership Conferences, and to plan
for the remainder of the pregram year.

The National Leadership Conference concludes the year's activities and sets the stage for the upcoming school
year. The FBLA and PBL National Leadership Conferences are held each summer in a major American city.
Participants get involved in business-related and leadership development workshops, tour business and
corporate facilities, elect national officers, and participate in national competitive events.

The Professional Division holds its annual business meeting during the National Leadership Conference as
well.
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Health Occupations Education

Mission

Health Occupations Education programs are designed to respond to a dynamic health care delivery system,
inclusive ot a wide range of current and evolving careers. The competency based programs are learner
centered -designed and managed to provide opportunities for all students who may benefit from a career
in the health field. The programs require cooperation and communication between the partners of the
health care industry, and the educational system, such as the local education agencies, community college
system. the area education associations, or other postsecondary institutions, to provide the oppoitunity
for gaining entrv-level skills as well as preparation for securing advanced skills. Professionalism of health

care providers is an integral part of each program with credentialling required in many positions in the
health care field. - '

The Health Occupations Education Curriculum

Health Occupations classes provide students with knowledge and skills needed for entry into the
workforce either immediately upon graduation. or after attaining further education.

The Health Occupations curriculum provides a strong general foundation in the basics of health care,
including the health care delivery system. wellness, ethical and legal parameters, and care of self. These
areas may serve as the springboard for developing short term courses needed in a particular agency or
community, and/or are expanded in the curriculums for the Nurse Aide, Emergency Services and Practical
Nurse. which must also meet the requirements of other agencies, and include clinical experiences.

Because of the need for a wide variety of health personnel, the health occupations curriculnm must provide

opportunities to develop the knowledge and skills needed to provide health care to adiverse and growing
health care industry.

The Design of this Guide

This guide is designed to provide a health occupations curriculum with options to meet Senate File 449.
The Model Programs provided illustrate possible sequencing of course offerings. However, each school
will need to select the program and sequencing which best meets its needs.

There are four possible Health Occupations programs:
General Health Occupations
Nurse Aide
Emergency Services
Practical Nursing
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General Health Occupations is a program of study in the fundamentals of the health occupations. It
provides opportunities to discover the complex arena of the health care delivery system. identify

personnel employed in health care. and develop basic skills for employment which does not require
a health occupations credential. \

Nurse Aide is a program of study leading to a credential as a nurse aide for employment in long term care
facilities or acute care facilities. Upon completion of the course requirements which meet both state
and federal requirements, a state approved competency examination is available. Upon successful
completion. of this examination. the student is registered with the Department of Inspections and
Appeals as a Nurse Aide. qualified for employment in any of lowa’s long term care facilities and in
skilled nursing units in lowa's hospitals. Clinical experiences in long term and acute care facilities are
a required component of this program.

Emergency Services is a program which provides the opportunity for credentialling in basic CPR, first
responder or EMT-A (Emergency Medical Technician - Ambulance). Upon successful completion of
the course requirements which ar= based on the Department of Transportation curricula. compieters
are eligible for Department of Health credentialling after successful completion of written and/or

practical examinations. Clinical experiences are a required component of some aspects of this
program.

Practical Nursing is a program of study which provides the opportunity to work in a variety of health
care settings in providing patient care under the direction of a registered nurse or physician. Upon
successful completion, graduates are eligible to take the N-CLEX exam for licensure as a practical
nurse. This curriculum must also meet the requirements of the Iowa Board of Nursing. Clinical
experiences are required components of this program.

Once you have selected a Health Occupations program. you must include all of the competencies identified
by the Technical Advisory Committee for that program. The way that you arrange those competencies
into a minimum of three units is at your discretion. and are considered minimum competencies only. You
are encouraged to add additional competencies to meet the needs of your students and program. Several
Model Curricula have been suggested by the Program Management Committee for Health Occupations.
These Model Curricula, for each of the four programs follow:

PROGRAM OPTIONS:

General Health Occupations
Model One
Model Two
Model Three

Nurse Aide
Model One
Model Two




Emergency Services
Model One
Model Two

Practical Nursing
Model One

All of the competencies identified are minimum requirements for each of the program areas. In some
instances additional competencies, not identified by the Technical Advisory Committee are identified to

meet the regulations of other governing bodies, such as the Department of Inspections and Appeals and
the Department of Health.

Academic areas have been provided for the required minimum competencies. The abbreviations for the
academic areas include:

LA Language Arts
SCI = Science

SS = Social Studies
M = Math

FE = Free Enterprise

Suggested units of instruction have been developed for the General Heaith Occupations Program of study
and are included following the program models for the General Health Occupations Education.

Established State Approved Curricula have been developed for the Nurse Aide and Emergency Care
Programs. Information regarding securing these curricula is available by calling the Health Occupations
Office at (319) 335-5316 or writing Program in Health Occupations Education. The University of lowa,
N487 Lindquist Center, lowa City, 1A 52242,

Do
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Overall Health Occupations Minimum Competencies

As Validated by
The Technical Advisory
Committees for
Health Occupations
Education
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Health Occupations Comopetencies

Health Occupations Competencies cupational

General Nurse Emergency PN Academic
Occupational Competencies HOE Aide ‘Care Area

Health Care Delivery System

1. Identify the basic components of the X . LA
health care delivery system.

9

. Expiain the types of health care and X LA
identify the major types of heaith care
facilities.

3. Explain the major advances that trans- X LA
formed health care in the 19th and 20th
centuries.

+. Identify new developments which affect X SCI
future health care.

5. Define health and wellness. X SCI

6. Define illness and its impact on the X Sc
whole person/family. LA

7. Explain the organizational structure of X LA
typical community health care delivery
systems.

8. Identify criteria useful in choosing X LA
health care products or services. SCI

9. Define the concept of hospice treatment. X LA

10. Describes various types of care facilites. X*

11. Differentiates between various types of X*
health care facilities and their
administrative structure.

12. Identifies the relationship between X*
various governmental and private agencies
that provide guidelines for resident/
patient care.
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Health Occupations Competencies

‘ General  Nurse Emergency PN  Academic
Occupational Competencies ’ HOE Aide Care Area’

Identifies roles of various health care X*

personnel within facilities especially

the role of the nurse aide.

Assist in referral of patients/ - X LA
- residents/clients to other health care

staff or related agencies.

227
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Health Occupations Competencies

General Nurse Emergency PN  Academic
Occupational Competencies HOE Aide Care Area

Health Careers

1. Define the major characteristics of each X LA
of the following career opportunities FE
(and associated laws) that monitor the
quality and effectiveness of the health
care delivery system: dental services;
diaghostic services; mental health services;
nursing and nursing related services;
ophthalmic services; rehabilitation
services: therapeutic services; emergency
medical services: health information and
communication; physicians and medically
related services; medical instrumentation;
environmental services; animal health
services: and mortuary services.

2. Identify the various opportunities/ X LA
processes for career advancement that FE
exist within a health occupations career
cluster (i.e. education, salary, duties,
work, credentialling, environment).

3. Identify health care providers and their X LA
roles.

4. Choose a health care provider according X _ LA
to individual needs one may have.

5. Define the role and responsibility of ' X LA
the EMT-A.

2’)u
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Health Occupations Competencies

General  Nurse Emergency PN  Academic
Jccupational Competencies HOE Aide Care Area
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- Health Occupations Compeiencies

General Nurse Emergency PN Academic
Occupational Competencies HOE Aide Care Area
Health Promotion and Wellness
1. Describe practices to promote good X LA
health (i.e., nutrition. exercise, rest, | SCI
weight control and stress management).
2. Identify required immunizations for X SCI
children, senior citizens, pets. LA
3. Recognize the direct relationship X SCI
between environmental problems and
community health.
4. Describe the hazards of smoking, drug X SCI
abuse and alcohol.
5. Define the concepts of good mental health X LA
(i.e., seif-image, self-esteem).
6. Define Gerontology and its potential X SCI
impact on society. LA
7. Identify various treatment options for X LA
mental illness.
8. Discuss death and dying. X SCI
LA
9. Demonstraie awareness of wellness and X
promote these concepts in providing input
1nto the nursing care plan.
10. Identify basic human emotional needs. X SCI
11. Encourage resident/patients to be as X
independent as possible
12. Identify basic changes in normal growth X SCI
and development and apply in care
situations.
HO-11
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Health Promotion and Wellness
Identify ways of meeting emotional X LA
needs of the resident.
Explain losses which may accompany aging. X SCI
Identify spiritual needs of resident/ X LA
patient.
f) L]
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Ethical/Legal

1. Identify patients’ rights and responsibil- X LA
ities:

2. Describe medical, legal and moral issues X LA
that exist in health care (i.e. patient SCI
confidentiality, patient informed/implied
consent and practitioner responsibility
for patient weifare.

3. Demonstrate responsibility concerning X LA
resident/patient’s rights.

4. Practice confidentiality. X LA

5. Apply ethical practices. X LA

SCI

6. Follow institutional policies. X LA

7. Demonstrate ethical and legal practices X LA
when performing all aspects of nursing care. SCI

8. Respects the resident/patient rights and X LA
does procedures/interactions in compliance
with these rights.

9. Identifies own potential and limitations X
and accepts responsibility for own actions.

10. Follow policies of the employing X LA

institntion.

R3¢
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Body Structure and Function
(Anatomy and Physiology)
1. List the body systems and the major X SCI
functions of each.
2. Differentiate between cell, tissue, X SCI
organ and systems and the common
diseases that affect each.
3. Describe the body’s line of defense X SCI
against disease.
4. Define. pronounce and spell common medical X LA
abbreviations.
5. Identify and define basic body structure, X SCI
function and related medical terminology. LA

2345
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Safety
I. Demonstrate the universal precautions/ X SCI
procedures (CDC) for infection control. LA
2. Perform patiént identification procedures. X ‘ LA
SCI
3. Demonstrate the use of good body mechanics. X SCI
4. Explain the varied aspects of safety, X : LA
related to the patient. client and worker SCI
in health occupations.
5. Explain medical asepsis. : X LA
6. Demonstrate basic transport and transfer X SCI
techniques.
7. Use correct hand-washing techniques. X SCI
8. Follow proper infection control techniques. X SCI
9. Position resident/patient’s call signal X
within reach.
10. Use correct body mechanics. X SCI
11. Maintain a clean, safe environment. X SCI
12. Restrain effectively or safely a resident/ X SCI
patient.
13. Follow emergency procedures for fire and X LA
other disasters.
14. Uses CDC guidelines (universal precautions) X*
in providing care.
15. Perform treatments per physician/nursing X LA
orders, CDC precautions. SCI
HO-15
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Safety
Provide and maintain a safe environment ' X SCI
for patient/resident.
Perform hand washing and gloving as X SCI
prescribed in CDC guidelines.
Use resident/patient siderails/restraints X
to protect the resident/patient as ordered.
Protect self and patientresident/client X SCI
by using proper body mechanics during
delivery of nursing care.
235
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General Nurse Emergency PN  Academic
Occupational Competencies HOE Aide Care Area
Communication
1. Communicate effectively with resident, . X LA
health facility staff and resident/
patient’s family/visitors.

2. Use effectively the intercom and telephone. X LA

3. Record procedures accurately. X - LA

4. Follow directions. X LA

5. Participate in a discussion. X LA

6. Listen effectively. X LA

7. Use correct medical terminology and X LA

abbreviations. SCI

8. Record and report pertinent observations X LA

related to patient treatment, procedures
and conditions.

9. Record procedure accurately. X LA
10. Greet residents by name or by title. X LA
11. Utilize effective verbal communication X LA

skills.
12. Demonstrates the ability tc report and X LA
record accurately, concisely and within
legal guidelines the observations made
and the actions taken.
13. Transcribe physician orders. : X LA
14. Using basic nursing concepts and communi- X LA

cations with the health care team to
update patient/resident’s current care
plan.
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Communication
Record and report patient information X LA
systematically.
Report suspected dependent adult and child X LA
abuse. SCI
Record personal property inventory. X LA
Report/record intake/output. X . MATH

' LA
Provide patient/resident nursing care . X

by utilizing the formulated care plan.

X HO-18
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Health Occupations Competencies

General Nurse Emergency PN  Academic
Occupational Competencies HOE Aide Care Area

Interactions

1. Use nursing procedures/skills as an X LA
opportunity to interact with patients/
residents/clients and health care team.

2

. Values cultural identity of self and X LA
others.

3. Assist in assessing the patients/clients/ X SCI
resident’s physical mental/emotional/
psychological condition.

4. Use observational skills to assistin - X SCI
identifying changes in patients/residents/
physical/mental health status.

5. Assist in planning for nursing care. X LA

6. Utilize information from the inter- _ X LA
disciplinary team in providing input into
the health care plan.

7. Support and reinforce the established X LA
education plan for the patient/resident/
family.

8. Collaborate with the health care team X LA
or other agencies in modifying care plans
recognizing client/patient/resident
responses to treatment.

9. Uses the philosophy of restorative/ X*
rehabilitation when providing care.

10. Identifies the physical/social/emotional X*
changes that occur in elderly and
chronically ill.

HO-192 38
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Interactions
Identifies the special needs of residents/ X*
patients with disabilities, including
physical problems, mental illness. mental
retardation, and dementias.
Differentiates between the care needs of X*
acutely and chronically ill.
Provide for resident/patient’s privacy. X
Identify ways to ease the impact of losses. X LA
Practice reality orientation/validation X ‘ SCI
therapy with confused and/or forgetful
residents/patients.
yr
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Special Procedures Related to
Diagnostic Testing
1. Take and record temperature, pulse, X SCI
respiration and blood pressure. LA
2. Take and record height and weight. X SCI
LA
3. Convert common weights, measures and X SCI
volumes to metric. M

241
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Emergency Services
1. Obtains CPR certification in Module C. X LA
SCI
2. Performs first aid skills and identifies X SCI
treatment to include: wounds, shock. _ ) LA
poisoning, burns, physical efforts of heat
and cold, infection, bites, suspected
fractures and spinal cord injuries.
heart attack, apoplexy, fainting, epilepsy,
diabetic reactions and lodged foreign
objects (i.e., eye, air and food passages).
3. Perform rescue and transfer of victim. X SCI
LA
4. Provides emergency care for choking X*
resident/patient.
5. Complete certification in Basic Cardiac X LA
Life Support - Moduie C SCI
6. Perform CPR X SCI
7. Identify and treat obstructed airway. X SC1
8. Use seizure precautions when caring for X LA
potential seizure patients/residents.
9. Assess and administer first aid in an X SCI
emergency.
10. Perform basic life support according to X SCI
America Heart Standards/Red Cross (Module LA
O).
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Emergency Services

Assess bleeding (external and/or internal) X SCI
and provide pressure, pressure points, LA
tourniquet, splints and ice, elevation

and PASG).

Assess, prevent and provide basic X SCI
emergency care to the shock patient.

Assess and provide basic emergency care X SCI
to patient with open and closed soft tissue

injuries (i.e., application of sterile

dressings, stabilization of impaled

objects).

Assess and provide basic emergency care to X : SCI
a person suspected of having open and

closed fractures.(i.e., application of

immobilization devices).

Assess and provide basic emergency care to X SCI
the patient with head, neck and/or spine
injuries (i.e., immobilization devices).

Assess and provide basic emergency care to X SCI
the patient with injuries of the chest,
abdomen and/or genitalia.

Assess and provide basic emergency care to X SCI
the patient with medical emergencies (i.e.,

heart, abdominal, neurological, respira-

tory, diabetes, communicable diseases,

poisoning, stings and bites, substance

abuse, and emotional problems).

Evaluate the pregnant women and provide X SCI
assistance for emergency birth.
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Emergency Services
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