


A MESSAGE to COMPETENCY-BASED COURSE OUTLINE USERS

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

Betfore enrolling, students can read the course competencies listed to help them (students) decide

whether or not the course will meet their needs. After enrolling, a copy of the competencies can help a
student track his/her progress through the course.

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

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

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

Competencies can be used to generate relevant questions and items for tests. The writing of

individualized instructional contracts also needs to reflect the competency-based course outline
components.

Clearly defined competency-based areas, statements, and minimal competencies are the points upon
which curriculum, instruction, and assessment focus.



THE DEVELOPMENT of a COMPETENCY-BASED COURSE OUTLINE

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

New courses and course revisions are initiated by school and/or central office subject area departments.
The schools and the subject area departments share the responsibility for approving the subject content,
hours, credits, etc. Teacher/writers submit their first draft 1o the appropriate central office subject area
supervisor, specialist, consultant or advisar. ;

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

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

The curriculum office sends master file copies of every approved CBE outline to principals of al
Community Adult Schools and Employment Preparation Centers. These masters are usad to produce
copies for counselors and teachers. Students, community members, and other interested parties may

also request copies. The curriculum office maintains a limited inventory of all outlines for additional
distribution.

Changing needs are reflected in the constant development and revision of course outlines. It is an

ongoing process designed to support the various demands of students, teachers, and the communities
we serve,

TOM CALDERON
Adult Curniculum Office
Instructional and Counseling Services



CBE
COMPETENCY-BASED EDUCATION

Course Outline Competency-Based Component Definitions

Course descriptions state the major emphasis and content of the course.
Competency areas are units of instruction based on related competencies.

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

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

Competency-Based Philosophy Overview
Competency-based instruction tells a student before instruction what skills, or knowledge he/she will
demanstrate after instruction.

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

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

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

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

Curriculum, instruction and assessment in CBE are: explicit, known, agreed upon, integrated,
performance-ariented, and adaptive.
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COURSE OUTLINE COMPETENCY-BASED COMPONENTS

A course ogutline reflects the essential intent and content of the course described. Acceptable course
outlines have six components, (Education Code Section 52506). Course outlines for all apportionment
classes, including those in Jails, state hospitals, and convalescent hospitals, contain the six required
elemeants:

(EC 52504; 5CCR 10508 [b]; Adult Education Handbook for California [1977], Section 100)
Course Outline Components Location
GOALS AND PURPOSES Cover

The educational goals or purposes of every course are clearly stated and the class periods
are devoted fo instruction. The course should be broad enough in scope and should have
sufficiant educational worth to justify the expenditure of public funds.

The goals and purpose of a course are stated in the COURSE DESCRIPTION. Course

descriptions state the major emphasis and content of a course, and are written to be
understandable by a prospective student.

PERFORMANCE OBJECTIVES OR COMPETENCIES pp. 6-9

Objectives should be delineated and described in terms of measurable results for the
student and include the possible ways in which the objectives contribute ta the student's
acquisition of skills and competencias.

Performance Objectives are sequentially listed in the COMPETENCY-BASED
COMPONENTS section of the course outline. Competency Areas are units of instruction
based on related competencies. Competency Statements are competency area goals that
tagether define the framework and purpose of a course. Competencies fall on a continuum
between goals and performance objectives and denote the outcome of instruction.

Competency-based instruction tells a student before instruction what skills or knowledge
they will demonstrate after instruction. Competency-based education provides instruction
which enables each student to attain individual goals as measured against prestated
standards.

Competency-based instruction provides immediate and continual repetition and In
compelency-based education the curriculum, instruction, and assessment share common
characteristics based on clearly stated competencies. Curriculum, instruction and

assessment in competency-based education are: explicit, known, agreed upon, integrated,
performance oriented, and adaptive.

INSTRUCTIONAL STRATEGIES p. 17

Instructional techniques or methods could include laboratory techniques, lecture mathod,
small-group discussion, grouping plans, and other strategies used in the classroom.

Instructional strategies for this course are listed in the TEACHING STRATEGIES AND
EVALUATION section of the course outline. Instructional strategies and activities for a
course should be selected so that the overall teaching approach takes into account the
instructional standards of a particular program, i.e., English as a Second Language,
Programs for Older Adults, Programs for Adults with Disabilities.

(43-17-51)



COURSE OUTLINE COMPETENCY-BASED COMPONENTS

(continued)

Course Outline Components
UNITS OF STUDY, WITH APPROXIMATE HOURS ALLOTTED FOR EACH UNIT

The approximate time devoted to each instructional unit within the course, as well as the
total hours for the course, is indicated. The time in class is consistent with the needs of
the student, and the length of the class should be that it ensures the student will leam at
an optimum level.

Units of study, with approximate hours allotted for each unit are listed in the
COMPETENCY AREA STATEMENT(S) of the course outline. The total hours of the
course, including work-based learning hours (community classroom and cooperative
vocational education) is listed on the cover of every CBE course outline. Each
Competency Area listed within a CBE outline is assigned hours of instruction per unit.

EVALUATION PROCEDURES

The evaluation describes measurable evaluation criteria clearly within the reach of the
student. The evaluation indicates anticipated improvement in performances as well as
anticipated skills and competencies to be achieved.

Evaluation procedures are detailed in the TEACHING STRATEGIES AND EVALUATION
section of the course outline. Instructor's monitor students' progress on a continuing
basis, assessing students on attainment of objectives identified in the course outline
through a variety of formal and informal tests (applied performance procedures,
observations, simulations), paper and pencil exams, and standardized tests.

REPETITION POLICY THAT PREVENTS PERPETUATION OF STUDENT
ENROLLMENT

After a student has completed all the objectives of the course, he or she should not be
alfowed fo reenrall in the course, There is, therefore, a need for a staternent about the

conditions for possible repetition of a course to prevent perpetuation of students in a
partieular program for an indefinite period of time.

{43-17-51)
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CBE

Competency-Based Education

COMPETENCY-BASED COMPONENTS
for the Job Preparation Skills/Disabilities Support Services Course

COMPETENCY AREAS MINIMAL COMPETENCIES
AND STATEMENTS
—
A. INTRODUCTION 1. Define job goal.
2. Define career goals/planning.
Understand career planning, | 3. |dentify one's goals.
its long- and short-term 4. Evaluate one's goals as realistic and achievable.
benefits, and its process. 5. Discuss need for sense of direction and purpose in training.
B. Identify steps necessary to produce desired results and
change.
7. Discuss how the career planning process includes identifying
vocational interest.
8. Discuss how career planning process includes choosing an
occupation.
9. Discuss how career planning process includes determining job
requirements.
10. Discuss how career planning includes applying job-seeking
lechnigues.
11. Discuss how career planning process includes meeting
performance standards.
12. Discuss how career planning process includes resolving
conflict on the job.
(4 hours)
B. SELF-ASSESSMENT 1. ldentify personal achievements, strengths, interests, skills,
and abilities.
Identify interests, abilities, 2. Clarify values and analyze their relationship to career choices.
skills, goals and values and 3. ldentify skills required and characteristics desired by employers
relate them to amployer today.
requirements and job 4, Relate skills and characteristics to current employer
opportunities. requirements.
(4 hours)
C. VOCATIONAL INTERESTS 1. Assess one's values in areas of vocational interest.
2. Assess one's abilities in relation to areas of vocational interest.
UUse assessment tools to 3. Assess one's interests by vocational interest survey.
identify areas of vocational 4. Assess one's work habits in areas of vocational interest,
interest, 5. Complete various interest surveys and checklists.
6. l|dentify one's fields of interests.
7. Describe purpose of Dictionary of Occupational Titles.
8. Locate job titles of interest in Dictionary of Occupational Titles.
8. Use Library sources for additional information on career
aplions.

(43-17-51)




10. Consult with counselors as additional sources of carser

options.
11. Interview persons currently warking in fields of interest.
12. Determine one's areas of vocational interast.
(12 hours)
D. CHOOSING AN 1. Mateh personal profile with an occupation through self-
OCCUPATION assessment.
2. Match personal profile with an occupation through interasts.
Use assessments, 3. Match personal profile with an cccupation through personal
evaluations, and knowledge characteristics.
of career options in choosing | 4. Match personal profile with an occupation through job
an appropriate occupation. requirements.
5. Review forecasts for future employment and opportunities in
chosen field.
6. Determine the skills needed to develop advancement
opportunities within your job.
(6 hours)
E. JOE REQUIREMENTS 1. Determine whether a chosen occupation raquires a high
school diploma or GED.
Understand job 2. Determine whether a chosen ocgupation requires vocational
requirements. training or advanced.
3. Determine the location of facilities offering reguired training in
chosen field.
4. Discuss the requirements, physical and educational, to qualify
for one's chosen field,
(3 hours)
F. JOB SEARCH SKILLS 1. ldentify sources of local job opportunities: school job board,
bulletin boards, community papers.
Identify pracedures and 2. Use the Employment Development DepartmentWork Source
sources for the job search, Centers as an employment source.
3. Use newspaper classified ads as an employment source.
4. Use employment agencies and their services.
5. Use personal contacts as an employer source.
6. Role play appropriate procedures and behaviors for searching
for a job in person, by telephone, or by mail.
(4 hours)
G. APPLICATION, RESUME 2. Discuss the correct format, style and placement in preparing a
AMD RELATED LETTERS résumé.
3. |dentify the contents of a résumeé.
1. Understand format and 4. Organize personal data for a résumé.
content of a résumé, 5. Organize education information for a résumé.
application and related 6. Organize work experience infarmation for a résumsé.
letters. 7. Explain why a completed application must be clear, complete
and legible.
8. Explain the correct format and content of a cover letter.
3. Explain the correct format and content of a follow-up letter.
10. Explain the correct format and content of a thank you letter.
11. Prepare a résumeé, application and related letters.
(4 hours)
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H. INTERVIEW TECHNIQUES 1. Discuss importance of punctuality for an interview.
2. ldentify the need to display enthusiasm and positive attitude
Understand appropriate during an interview.
interview techniques and 3. Discuss the need for personal cleanliness during an interview.
making a good first 4. Discuss appropriate grooming when being interviewed.
impression. 5. Discuss the need for good voice modulation during an
interview,
6. Discuss the need to have a resume and support documents
during an interview.
7. Apply proper interview technigues in a mock interview.
(& hours)
l. EMPLOYER 1. Discuss employer's expectations on dependability.
EXPECTATIONS 2. Discuss employer's expectations on punctuality.
3. Discuss employer's expectations on reliability/attendance,
Understand employer 4. Discuss employer's expectations on productivity.
expectations, company 5. Discuss employer's expectations on honesty.
requlations, and performance | 6. Discuss employer's expectations on integrity.
evaluations. 7. Discuss employer's expectations on self-motivation.
B. Discuss employer's expectations on managing lime efficiently.
8. Discuss employer's expectations on employee's human
relations skills, such as working as a team.
(3 hours)
J. TEAM WORK 1. Discuss the advantages that can be gained by working as a
team.
Understand the importance 2. Compare your team to another familiar kind of team, sports for
of warking as a membaer of axample,
a teamn. 3. List the characteristics of an effective team.
4. List the characteristics of an ineffective team.
5. List the characteristics of a team player.
8. Describe the importance of having a common goal or mission
for the team.
7. Describe the common goal of mission for your work place.
8. Describe your role as a team player in helping make the team
work more effectively.
(3 hours)
K. TIME MANAGEMENT 1. Use time management tools, such as notes, lists, message
centers, calendars and planner books.
Identify methods of 2. Complete daily, weekly, and monthly schedules and follow
organizing time, them.
3. Identify different types of goals, such as personal, educational,
financial, and career.
4. |dentify long and short term goals.
5. ldentify ways o break goals into steps or tasks.
6. Plan rewards for tasks completed.
7. ldentify reasons or causes of procrastination, such as fear of
failure or fear of success,
8. Identify ways to reduce or eliminate procrastination.

(7 hours)

(43-17-51)



L. EMPLOYEE
RESPONSIBILITIES

Understand work schedule

and work site responsibilities.

(4 hours)

(43-17-51)
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Demanstrate punctuality.

Observe time limitations for breaks and lunch.

Interprat daily work schedule and changes in schedule.
Present acceptable reasons for tardiness, absences, and
time-off requests.

|dentify and observe employer policies on work site visits and
telephone calls from family and friends.

|dentify employer policies for time-keeping, holidays,
vacations, sick leave and avar-time,

Identify and cbserve employer dress codes.




CBE

Competency-Based Education

CAREER PREPARATION STANDARDS/SCANS SKILLS
for the Job Preparation Skills/Disabilities Support Services Course

T
CAREER PREPARATION EXPECTED STUDENT PROFICIEMCIES
STANDARDS
il
FERSOMNAL SKILLS 1. Demonstrate an understanding of classroom policies and
proceduras.
Understand how persanal 2. Discuss importance of the following personal skills in the
skill development- including classroom environment:
positive attitude, honesty, a. positive attitude
self-confidence, time b. self-confidence
management, and other c. honesty
positive traits- affect d. perseverance
employability, e. self-management/work ethic
f. pride in product/waork
g. dependability
3. Establish goals for self-improvement and further
education/training.
4. Prioritize tasks and meet deadlines.
5. Understand the importance of initiative and leadership.
INTERPERSOMNAL SKILLS 1. ldentify and discuss behaviors of an effective team.
2. Explain the central importance of mutual respect in interpersonal
Understand principles of relations.
effective interpersonal skills, | 3. Discuss and demonstrate strategies for conflict resolution and
including group dynamics, negotiation, and explain their importance within the classroom
conflict resolution and and work environment.
nagotiation, 4. Work cooperatively, share responsibilities, accept supervision
and assume leadership roles.
5. Demaonstrate cooperative working relationships and proper
etiquette across gander and cultural groups.
THINKING and PROBLEM- 1. Hecognize the importance of good academic skills in information
SOLVING technology and implement a plan for self-improvemeant as need.
2. Use mathematical concepts in application of skills, techniques
Understand the importance and operations
of good academic skills, 3. Read, write, and give directions.
critical thinking, and 4. Demaonstrate skills in technical reading and writing.
problam solving skills in 5. Locate information from written and electronic sources, and
the workplace identify strategies for evaluating their reliability.
6. Exhibit critical and creative thinking skills and logical reasoning
skills, and employ these skills for problem solving.
a. Work as a team member in solving problems.
b. Diagnose the problem, its urgency, and its causes.
¢. ldentify alternatives and their consequences.
d. Explore possible solutions.
e. Compare/contrast the advantages and disadvantages of
alternatives,
f. Determine appropriate action(s).
g. Implement action(s).
h. Evaluate results of action(s) taken.

(43-17-51)
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4, COMMUNICATION SKILLS

Understand principles of
effective communication,

oA

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

a. Prepare written material.

b. Analyze written material.

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

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

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

5. OCCUPATIONAL SAFETY

Understand occupational
safely issues, including
avoidance of physical
hazards,

Discuss and implement good safely practices, including the
following:

a. persanal
b. lab

c. fire

d. electrical
a. equipment

6. EMPLOYMENT LITERACY

Understand career paths and
strategies for obtaining
employment.

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

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

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

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

b. résumé(s)

(43-17-51)
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DEFINITIONS of SCANS COMPETENCIES and FOUNDATION SKILLS

Resources

Infarmation

Interpersonal

Systems

Technology

(43-17-51)

Allocates Time: Selects goal-related tasks; prioritizes tasks;, schedules work to
meet deadlines.

Allocates Money: Uses or prepares budgets; forecasts costs; keeps records to
track budget performance.

Allocates Material and Facllity Resources: Acquires, stores, and distributes
materials, supplies, equipment, parts, or products.

Allocates Human Resources: Assesses knowledge and skills and distributes
work accordingly; evaluates performance; provides feedback.

Acquires and Evaluates Information: Identifies need for data, acquires data or
creates data sources, and evaluates relevance of infarmation.

Organizes and Maintains Information: Organizes, processes, and maintains
written or computerized records; sorts, classifies or reformats information,
Interprets and Communicates Information: Selects and analyzes information;
communicates the results to others using oral, written, graphic, or multi-media.
Uses Computers to Process Information: Uses computers to acquire, analyze,
organize, and communicate information, including entering, modifying, storing,
retrieving, and verifying data.

Participates as a Member of a Team: Works cooperatively with others;
contributes ideas, suggestions and effort; encourages team members; listens
and responds to contributions of others; resolves differences for the benefit of
the team; takes responsibility for achieving goals and for doing own share of the
work.

Teaches Others: Helps others leam by coaching or other means; conveys job
information to others; provides constructive feedback.

Serves Clients/Customers: Works and communicates with clients and customers
to satisfy their expectations; listens actively to determine needs; communicates
in a positive manner, obtains additional resources to salisfy client or customer
neeads,

Exercises Leadership: Communicates to justify a position; encourages,
persuades or motivates others; establishes credibility through competence and
integrity; takes minority viewpaoints into consideration.

MNegotiates to Arrive at a Decision: Warks toward agreement; clarifies problems
and resolves conflicts; proposes and examines options; sets realistic goals;
resolves divergent interests.

Works with Cultural Diversity: Works well with men and women and with a variety
of ethnic and social groups; respects the rights of others; bases impressions on
Iindividual performance, not on stereotypes.

Understands Systems: Knows how social, organizational, and technological
systems work and operates effectively within them: knows who to ask for
information and how to get resources.

Monitors and Corrects Performance: Monitors how procedures are working:
predicts trends; diagnoses problems; takes action to maintain system
performance.

Improves and Designs Systems: Makes suggestions for improving products or
senvices; recommends alternatives; responsibly challenges the status quo.

Selects Technology: Chooses procedures, equipment, or compuler programs
to produce desired results.

Applies Technology to Task: Understands purpose and procedures for setting
up and aperating machines, including computers and their programs.

Maintains and Troubleshoots Technology: Prevents, identifies, or solves
problems in machines, computers, and other technologies.

=12 -



DEFINITIONS of SCANS COMPETENCIES and FOUNDATION SKILLS

(continued)

Definitions of SCANS Foundation Skills

Basic Skills

Thinking
Skills

Persaonal
Qualities

(43-17-51)

Reading: Locates, understands, and interprets written information in prose and
documents — including manuals, graphs, and schedules — to perform tasks.
Writing: Communicates thoughts, ideas, information, and messages in writing,
records information completely and accurately; checks, edits, and revises written
matearial,

Arithmetic: Performs computations; uses numerical concepts in practical
siluations; uses tables, graphs, and diagrams to cbtain or convey numetical
Infarmation.

Mathematics: Approaches practical problems by choosing from a variety of
mathematical techniques.

Listening: Receives, attends to, interprets, and responds to verbal and non-
varbal messages.

Speaking: Organizes Ideas and communicates oral messages appropriately in

conversation, discussion, and group presentations; asks gquestions when
needed.

Creative Thinking: Uses imagination; combines ideas or information in new
ways; reshapes goals in ways that that reveal new possibilities.

Decision Making: Specifies goals and constraints, generates alternatives,
considers risks, evaluates and chooses best alternative.

Problem Solving: Recognizes that a problem exists, devises and implements a
plan to resalve it, evaluates and monitors progress, and revises plan as needed.
Seeing Things in the Mind's Eye: Organizes and processes symbals, pictures,
graphs; visualizes autcomes from blueprints, diagrams, flow charts, recipes, stc.
Knowing How to Learn: Can use leamning technigues to apply and adapt new
knowledge and skills in both familiar and changing situations.

Reasoning: Uses underlying principles to solve problems; uses logic to draw
canclusions.

Responsibility: Works hard to be excellent; sets high standards of attendance,
punctuality, enthusiasm, and optimism in approaching tasks.

Self-Esteem: Has a positive view of self, knows own skills and abilities; is aware
of impact on athers.

Social: Demonstrates friendliness, adaptability, empathy and politeness; relates
well to others; asserts saelf appropriately; takes an interest in others.
Self-Management: Assesses own knowledge, skills, and abilities accurately;
sets personal goals; responds to feedback unemotionally; is a “self-starter.”
Integrity/Honesty: Can be trusted; recognizes personal and socistal values;
chooses ethical courses of action,

-13 -



SUGGESTED INSTRUCTIONAL MATERIALS and OTHER RESOURCES

TEXTBOOKS

Briedenbach, Monica E. Career Development:Taking Charge of Your Career. 2™ ed. Dewry Institute of
Technology, Prentice Hall, 1992.

Busse, Rodger, Planning for Success on the Job. Career Publishing, Inc., 1993.
Kimbrell, Grady, and Ben Vineyard. Succeeding in the Word of Work. 5" ed. Glencoe, 1992.

SUPPLEMENTAL MATERIALS

Duplicator Masters
Basic Skills on the Job. CEBCO Standard Publishing, 9 Kublick Rd., Fairfield, N.J. 07006.
Career Awareness Activity Book. Denison & Co., Inc. Framingham, MA,

Getting Applications Right: Getting and Keeping the Job., Scope Visuals, Scholastic Book Co.,
Englewood Cliffs, M.J.

How to Get a.Job: Preparing for Interviews. Visual Materials, Inc.

Workbooks

Benson, Carlson & Larsen Pub. Co., St. Paul, MI.
How to Study Occupations

Explaring Carsers

Why People Work

Competency Tests

Competency Based Live-Ability Skills. Clovis Adult School, 914 Fourth St., Clovis, CA 93812,

Janus Book Fublishers, Hayward, CA.
Daon'l Gel Firad

Get Hired

Janus Job |nterview Guide
Janus Job Plannar

My Job Application File

Job Interviews. Follett Publishing Company, Chicago.

MULTIMEDIA
Career Awareness Program: Living in the World of Work. Prentice-Hall.

Careers Unlimited. Raleigh, NC: Classroom Warld Preductions,

Goofy Goes to Work. Walt Disney Educational Media Co.

Learning About Careers. Hampden Publications, Modern Talking Picture Service, Inc., Los Angeles.

-14 -
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SUGGESTED INSTRUCTIONAL MATERIALS and OTHER RESOURCES

(continued)
MULTIMEDIA (continued)
Speaking and Listening on the Job. Coronet Instructional Media.
You're Hired Employment Preparation Guide. Raleigh, NC Classroom World Productions.

View Systems (Vital Information for Education and Work). Los Angeles County Superintendent of
Schoaols,

Waomen at Work: Choice and Challenge. Guidance Associates.

Wark Related Skills. Media Materals, Inc.

ASSESSMENT MATERIALS

Career Ability Placement Survey (CAPS), EDITS, Box 7234, San Diego, CA 92167.

Career Occupational Preference System (COPS), EDITS. Box 7234, San Diego, CA 82167.

Career Ocoupational Preference System-Picture (COPS-PIC), EDITS, Box 7234, San Diego, CA 82167.
Gordon Occupational Check List, Harcourt Brace & World Inc., New York.

Job-O Career Selection System (English and Spanish)

Kuder Preference Record, Vocational Form CP

Kuder Occupational Interest Survey Form DO

Kuder Personal Preference Record Form AH

Kuder General Interest Survey Form E

Strong Campbell Interest Survey

TEACHER REFERENCES

Bolles, Richard Melson. 7 i nual far -Hunters and Career
Changers. Berkeley, CA: Ten Speed Press. Latest Edition.

California Occupational Guide. Sacramento: Employment Development Department.

Career Tests and Resource Selection System. California Regional Career Guidance Centers, Los
Angeles County Superintendent of Schools.
Dictionary of Occupational Titles. (DOT) U.S. Department of Labor. Latest Edition.

Jacobsen, Thomas J. Knowledae Meeded to Obtain Werk. Chicago: Science Research Associates.
Qccupational Qutiook Handbook. U.S. Department of Labor.

- 15 -
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SUGGESTED INSTRUCTIONAL MATERIALS and OTHER RESOURCES
(continued)

TEACHER REFERENCES (continued)
Setting up a Career Resource Center. West Hartford, Conn.: Houghton-Mifflin Co.
Occupational |nformation (free resources). Employment Development Department, Southern California

Employment Data and Research, 1525 So. Broadway, Room 232, Los Angeles, CA 90015. (213) 744-
2519,

RESOURCE PERSONS

Subject area supervisors

Employment Development Department
Work Source Centers

Waorkability || Job Developers

- 16 -
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TEACHING STRATEGIES and EVALUATION

METHODS AND PROCEDURES
Lecture and discussion
Audio-visual aids

Projects and community activities
Individualized instruction

Multimedia presentation

mmoomp

Group instruction

EVALUATION

Teacher-developed tests based on the competencies in this course outline
Class participation

Self-evaluation

Written assignments

m o o =B »

Teacher evaluation

Statement for Civil Rights

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

- 17 -
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