BOARD OF EDUCATION MEETING MINUTES
May 7, 2018
The Board met in regular session at 6:00pm in the Glenwood Community Room. President Aldrich called the meeting to order. Present were Mr. Aldrich, Mr.
Cooper, Mrs. Robertson, Mrs. Russel, Dr. Siebenaler Wilson, Treasurer Mr. Barnhart, Assistant Superintendent Mr. Roth and Superintendent Mr. Kurt.
CELEBRATIONS
Miss Panuto and three Glenwood students welcomed the Board to Glenwood and explained how Glenwood was implementing the Leader in Me program.
They also celebrated the Food Pantry that was recently opened at Glenwood. They proudly announced that 27 students and 4 families came to the pantry
the first day it was open. Bigelow Hill students performed for the Board a little snippet of the production of Aristocats that will be performed by students from
Bigelow Hill on May 11th and 12th at 7:00 p.m. in the Glenwood cafetorium. Mrs. Robertson celebrated Cabaret, all the family picnics, Glenwood’s food
pantry, the 8th grade DC trip and all the summer teacher professional development that will be happening. Mr. Aldrich celebrated the many gifts given by
community members and thanked them for their generosity. He also celebrated the Glenwood Food Pantry. Dionne Neubauer of the Chamber of Commerce
presented a Hancock Youth Leadership award to Assistant Principal at FHS, Justin Shank.
2018-005-001 READING, APPROVAL, AND SIGNING OF MINUTES
It was motioned by Mrs. Robertson, seconded by Mr. Cooper to approve the Regular Meeting Minutes from April 16, 2018.
Roll call: Mrs. Robertson, aye; Mr. Cooper, aye; Mr. Aldrich, aye; Mrs. Russel, aye; Dr. Siebenaler Wilson, aye. President Aldrich declared the motion carried.
2018-005-002 CONSENT ITEMS (A-W)
It was motioned by Dr. Siebenaler Wilson, seconded by Mrs. Russel to approve consent items A-W.
CERTIFICATED PERSONNEL
A.

Leave of Absence (will use paid sick, personal, and/or vacation time, if available)
Erin Gonder (Whittier, Intervention Specialist)
Effective: 3/21/18 - 5/25/18
Reason: FMLA

B.

C.

Resignation
Kerri Draper (Speech & Language Pathologist, Administration)
Reason: Relocation

(2 years)
Effective: August 3, 2018

Kevin Shoup (Assistant Principal, High School)
Reason: Other Employment

(2 years)
Effective: July 23, 2018

Reclassification
Pamela Hamlin
From:
224-day Assistant Director/Adult Education Coordinator, Millstream Career Tech Center
To:
260-day Director, Millstream Career Tech Center
Effective:
August 1, 2018 (three year contract)
Justin Shank
From:
To:
Effective:

224-day Assistant Principal, Findlay High School
224-day Assistant Director/Adult Education Coordinator, Millstream Career Tech Center
August 1, 2018 (three year contract)

Victoria Swartz
From:
260-day Director of Pupil Services/FLC Principal
To:
224-day Director of On-Line Learning/Homeless Liaison
Effective:
August 1, 2018 (two year contract)
D.

Appointments
1.

Principal
Matthew Best (Principal, Wilson Vance)
Salary: MA+20, Step 3 @ $80,166
Effective: July 20, 2018 (2 year contract-209 days/year)

2.

Intervention Specialist
Lisa Dominique (Jacobs, Intervention Specialist)
Salary: MA+30, Step 5 @ $55,969
Effective: 2018-19 school year for 184 days

3.

Title I
Susan Arnold (Title I, Jefferson)
Salary: MA+30, Step 5 @ $55,969
Effective: 2018-19 school year for 184 days
Julie Miller (Title I Reading & Math, Bigelow Hill)
Salary: MA, Step 5 @ $50,628
Effective: 2018-19 school year for 184 days

4.

Teachers
Tim Opp (High School, Science)
Salary: MA+30, Step 5 @ $55,969
Effective: 2018-19 school year for 184 days
Robert “Justin” Rohrer (Health/Physical Education, High School)
Salary: BA, Step 8 @ $50,310
Effective: August 14, 2018
Deborah Stall (Spanish, Donnell)
Salary: MA+30, Step 5 @ $55,969
Effective: Effective: 2018-19 school year for 184 days

5.

Home Instructor - Step 0 @ $22.01 per hour for 2017-2018 School Year
Kimberly Brown

6.

Michelle Lewis

Glenwood Building Intervention Block Grant @ $22.01
Jo Croy

7.

6th Science Curriculum Adjustments at $22.01 per hour up to 3 hours (Acct #001-1100-111-16)
Bryan Miller

8.

Tammy Obrien

Assessments/Grade Card Adjustments for ELA @$22.01 per hour up to 6 hours (Acct. #001-1100-111-16)
Sara Cleary

9.

Angi Goeller

Jackie Nelson

Lani Sapp

Coordinator/Teacher of STEM/LEGO 4th & 5th grade Summer Camp @ $750 stipend (Title 1 Salary)
Tonya Thorbahn

10. Teacher of STEM/LEGO 4th & 5th grade Summer Camp @ $500 stipend (Title 1 Salary)
Macie Wenner
11. Registered Behavior Technician $400 Certificate Stipend
Marissa Bandiera
12. Registered Behavior Technician $300 Renewal Certificate Stipend
Sheane Gross
13. 2018 Summer School Teacher – Step 1 @ $22.29/hour
Jennifer Stillings
14. 2018 Summer School Teachers – Step 2 @ $22.59/hour
Holly Fair

Catherine Keppers

Mary Beth Kennedy-Mowrey

Heather Schroeder

Kevin Swan

15. College Credit Plus 2017-18 $1200 Stipend
James Cantrell – High School
Greg Johnson – Millstream
Tim Opp – High School
Tim Stroub – Millstream
Cassie Van Horn – Millstream

Jackie Gleason – Millstream
Mike Magnes – Millstream
Craig Perry – Millstream
Barb Tardibuono – High School
Jaime Watkins – Millstream

Rachel Haas – High School
Gordon Myers – Millstream
Joyce Pippert – High School
Carol Treece – Millstream
Rebecca Wolfe – High School

16. Supplemental Duty Assignments – Certificated Personnel for 2018-2019 School Year
Robert “Justin” Rohrer – Head Volleyball Coach – FHS @ $5,008.49
E.

Reduction-In-Force
The superintendent recommends approval of the following resolution:
BE IT RESOLVED that the Findlay City School District Board of Education, effective at the end of the 2017/2018 school year, hereby
Intend to suspend the contract of the following employees because of decreased enrollment of pupils and lack of financial resources:
Teresa Castellaneta
AND, BE IT FURTHER RESOLVED that the board directs the Treasurer to provide written notice to the affected employee.

F.

Certificated Reappointment List
The superintendent recommends approval of the 2018-2019 Certificated Reappointment List as shown in EXHIBIT A.

CLASSIFIED PERSONNEL
G.

Leave of Absence (will use paid sick, personal, and/or vacation time, if available)
Pamela Leass (FHS, Aide)
Effective: 3/1/18- 3/15/18
Reason: Personal

H. Leave of Absence (unpaid)
Jackie DeLong (Transportation, Aide)
Effective: 2/9/18- 5/24/18 Revised
Reason: Personal
Melissa Emmons (Transportation)
Effective: 4/3/18 - 4/5/18
Reason: Personal
I.

J.

Resignation
Lauri Duvall (Special Ed Aide, High School)
Reason: Personal

(1 year)
Effective: May 24, 2018

Susan Stoffel (Secretary, Whittier)
Reason: Personal

(4 years)
Effective: June 8, 2018

Reclassification
Heather Franks
From:
234-day Transportation Secretary (not working on calamity days/delays)
To:
214-day Transportation Secretary (not working on calamity days/delays)
Effective:
July 1, 2018

K.

Appointments
The superintendent recommends approval of the following appointments, at salaries in accordance with the adopted salary schedules, and
contingent upon subsequent receipt by the Board of a report from B.C.I. which is not inconsistent with the applicant’s answers on the employment
application
1.

Textbook Repair – Summer 2018 @ current salary rate per hour (Acct. 001-2212-142)
Jody Bowling

2.

Registered Behavior Technician $400 Certificate Stipend
Cathy Dewey

3.

Heidi Nelson

Registered Behavior Technician $300 Renewal Certificate Stipend
Rachel Noreen

4.

Volunteer – 2018-2019 Classified Club Advisors/Helpers
Alexa York – Donnell Band Tech Volunteer

L.

Ohio High School Athletic Association Membership
The superintendent recommends continued membership for grades 7 – 12 of the Findlay City School District in the Ohio High School Athletic
Association in accordance with the Constitution, By Laws, Regulations, Interpretations and Decisions of the OHSAA for the 2018-2019 school
year as shown in EXHIBIT B.

M.

Acceptance of Gifts
GIFT:
FROM:
TO:

1993 Oldsmobile Cutlass Ciera S4 Door Sedan valued at $1000.00
Carl Peschel
Millstream Career Center Automotive program

GIFT:
FROM:
TO:

550 Shares of Microsoft Corp (MSFT) valued at $51,330.81
Robert and Constance Sprague
Judge Cole Valedictorian & Mary Ellen Cole Salutatorian Scholarships

GIFT:
FROM:
TO:

$400.00
David and Carmel Schilling
Washington Preschool and Mrs. Badder’s classroom

GIFT:
FROM:
TO:

$5000.00
One Energy
Tonya Thorbahn and Bigelow Hill Intermediate School for Lego Robotics Summer Camp and a Lego Robotics team

GIFT:
FROM:
TO:

$500.00
Mr. John Koehler
We the People

N.

GIFT:
FROM:
TO:

$200.00
Hancock Federal Credit Union
We the People

GIFT:
FROM:
TO:

$50.00
Mr. Steven Kostyo and Mrs. Jessica Gephart-Kostoyo
We the People

GIFT:
FROM:
TO:

$1500.00
Mr. Al Bell and Mrs. Judy Bell
We the People

GIFT:
FROM:
TO:

$500.00
Hancock-Wood Electric Cooperative
We the people

GIFT:
FROM:
TO:

$5000.00
Hancock County Legal Education Foundation
We the People

GIFT:
FROM:
TO:

$700.00
FHS Academic Boosters
We the People

GIFT:
FROM:
TO:

$5000.00
The Ohio Center for Law Related Education
We the People

GIFT:
FROM:
TO:

$50.00
Patricia M. Bryant
Findlay High School Athletics in honor of Jay Lussier

2018-2019 FHS Student Handbook
The superintendent recommends approval of the 2018-2019 FHS Student Handbook as presented by Kevin Shoup in EXHIBIT C.

O.

2018-2019 Middle School Student Handbook
The superintendent recommends approval of the 2018-2019 Middle School Student Handbook as presented in EXHIBIT D.

P.

2018-2019 Elementary Parent and Student Handbook
The superintendent recommends approval of the 2018-2019 Elementary School Parent/Student Handbook as presented in EXHIBIT E.

Q.

2018-2019 Student/Parent Athletic Handbook
The superintendent recommends approval of the 2018-2019 Student/Parent Athletic Handbook as presented in EXHIBIT F.

R.

New Fund
The treasurer recommends the approval of a new fund #300-9450 for the Roethlisberger Charity Softball Event this June.

S.

New LEGO/Robotics STEM Fund
The treasurer recommends the approval of a new fund #018-9603 for LEGO/Robotics/STEM program.

T.

New Student Activity Budget
The treasurer recommends approval of the Student Activity Budget for Outdoor School as presented in EXHIBIT G.

U.

Seon Bus Camera System
The Superintendent recommends approval that the Seon bus camera system and all of the associated equipment be purchased from R.E.M.
Communications as shown in EXHIBIT H.

V.

Amendment to Action Item - Out of State Travel
The superintendent recommends approval of the amendment to Action Item A. Out of State Travel on the 3/12/18 minutes to read the
following: June 1st- June 9th for Superintendent Kurt, FHS Principal Mr. Imke and ESL teacher Mrs. Shank to travel to Kawaguchi City
our sister city and to build our school district relationship at an approximate cost of $8100 combined total for all 3 attendees.

W.

Amendment to Administrative Compensation Plan
Addition to the Administration Compensation Plan of Director of On-Line Learning/Homeless Liaison at a responsibility factor of 1.275.

Roll call: Dr. Siebenaler Wilson, aye; Mrs. Russel, aye; Mr. Aldrich, aye; Mr. Cooper, aye; Mrs. Robertson, aye. President Aldrich declared the motion carried.
DISCUSSION ITEMS
Mrs. Hamlin presented New Millstream Courses of Study: Automotive Tech, Computer Technology Maintenance, Construction, Cosmetology, Engineering &
CAD; Hospitality; Marketing; Media Production & Virtual Design; Medical Technology; Occupational Transitions Tourism; Office Services; Programming &
Software Development; Teaching Professions; Welding as presented in EXHIBIT I.

ACTION ITEMS
2018-005-003 ODE and FCS Sponsorship Agreement
It was motioned by Mr. Cooper, seconded by Mrs. Robertson to approve of the Sponsorship Agreement between ODE and FCS as shown in EXHIBIT J.
Roll call: Mr. Cooper, aye; Mrs. Robertson, aye; Mr. Aldrich, aye; Mrs. Russel, aye; Dr. Siebenaler Wilson, aye. President Aldrich declared the motion carried.
2018-005-004 Community School Sponsorship Contract Renewal
It was motioned by Mrs. Russel, seconded by Mrs. Robertson to approve the evidence based recommendation for approval of the Sponsor Contract between
FCS and FDA is shown in EXHIBIT K.
Roll call: Mrs. Russel, aye; Mrs. Robertson, aye; Mr. Aldrich, aye; Mr. Cooper, aye; Dr. Siebenaler Wilson, aye. President Aldrich declared the motion carried.
2018-005-004 Out of State Travel
It was motioned by Mrs. Robertson, seconded by Dr. Siebenaler Wilson to approve of the following out of state travel:
●
●

June 25-26, 2018 – Chicago, Illinois for Leveled Literacy Intervention Professional Development for Sue Beth Arnold, Stephanie Brant, Michelle
Franks, and Tricia Might
June 27-28, 2018 – Chicago, Illinois for Leveled Literacy Intervention Professional Development for Denise Bowsher, Stephanie Roth, and Denise
Sheehe

Roll call: Mrs. Robertson, aye; Dr. Siebenaler Wilson, aye; Mr. Aldrich, aye; Mr. Cooper, aye; Mrs. Russel, aye. President Aldrich declared the motion carried.
REPORTS TO THE BOARD
Mr. McPheron gave a report regarding the storm damage repairs and some of the summer projects that are planned out of Permanent Improvement levy
dollars. Mr. Weihrauch gave a presentation on Findlay High School athletics. Mr. Kurt asked that the policy committee meet to review the Foreign
Exchange Policy 8.15 this summer.
SUPERINTENDENTS COMMENTS
Mr. Kurt reminded everyone that Commencement is on May 26, 2018 - 10:00 am at the Koehler Center.
2018-005-005 EXECUTIVE SESSION
It was motioned by Mrs. Russel, seconded by Mrs. Robertson to go into Executive Session at 7:02 pm for the purpose of discussing upcoming negotiations
and the purchase or sale of property.
Roll call: Mrs. Russel, aye; Mrs. Robertson, aye; Mr. Aldrich, aye; Mr. Cooper, aye; Dr. Siebenaler Wilson, aye. President Aldrich declared the motion carried.
2018-005-006 ADJOURNMENT
It was motioned by Mr. Aldrich, seconded by Dr. Siebenaler Wilson to adjourn the meeting at 8:20 pm.
Roll call: Mr. Aldrich, aye; Dr. Siebenaler Wilson, aye; Mr. Cooper, aye; Mrs. Robertson, aye; Mrs. Russel, aye. President Aldrich declared the motion carried.

_________________________________
Treasurer

__________________________________
President

To be read and approved on May 21, 2018.

FINDLAY CITY SCHOOLS
FINDLAY , OHIO
CERTIFICATED REAPPOINTMENT LIST
2018-2019 SCHOOL YEAR
5/7/2018

Reappointments - 2018-2019 School Year
The superintendent recommends that the certificated personnel, as shown in this Exhibit, be
reappointed for 184 days for the 2018-2019 school year.

Code:
Column #1 - Name of Appointee
Column #2 - Type of Contract
C = Continuing
C* = Continuing - Contingent upon Board Approval
C+ = Continuing - Special Language
L = Limited - One (1) Year
EL = Extended Limited Contract (expiration)
LOA = Leave of Absence
Column #3 - Training Step
Column #4 - Experience Step
Column #5 - PT = Part Time: hours as determined by the Superintendent
(All appointments are contingent upon valid certification.)

1

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Adkins, Emily E.

L

MA

3

Adkins, Jaclyn A.

L

BA+15

11

Allen, Regina J.

C

MA+15

15

Allshouse, Ryan S.

L

MA

15

Allsop, Alyssa N.

L

BA

2

Allsop, Carrie A.

L

MA+30

10

Althaus, Alycia R.

L

BA+15

4

Anders, Christopher J.

L

BA

12

Andrews, Martie D.

L

MA

10

Ankney, Kara L.

L

MA

9

Apple, Danielle M.

C

MA

9

Armstrong, Sharon E.

L

MA+15

10

Armstrong, Todd M.

L

BA+15

23

Aronson, Anne C.

L

BA

2

Arthur, Jacqueline L.

L

BA+15

6

Aukerman, Tracy J.

L

MA+15

5

Badder, Robyn E.

L

MA+30

9

Bain, Jennifer L.

C

MA+30

27

Baker, Erik D.

C

MA+30

23

Baker, Jeanine G.

C

MA+15

18

Bame, Tyler J.

L

no degree

4

Bandiera, Marissa L.

L

BA

3

Barberree, William E.

C

MA

20

Barkey, David A.

L

MA+30

18

Barnhart, Bethany R.

L

MA

8

2

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Barrientos, Kimberly A.

L

MA

11

Barton, Taylor N.

L

BA

4

Baumgartner, Brynn E.

C

MA

10

Beckman, Nichole K.

L

MA

5

Beggs, Susan A.

L

BA+30

9

Beier, Kathy J.

C

MA+30

23

Bennett, Kelly J.

L

BA

5

Betts, Kimberly J.

C

MA

15

Biesiada, Rebecca M.

C

MA

15

Bigger, Krista L.

C

MA

11

Biggs, Amee I.

L

MA

4

Bilger, Denielle C.

L

MA

9

Binkley, Sarah E.

L

BA+15

6

Bishop, Kristyn R.

C

MA+30

18

Blackburn, Susan K.

L

BA+30

8

Blodgett, Susan H.

L

MA

9

Blumberg, Lauren A.

L

BA

1

Boes, Brad J.

C

MA+30

15

Boes, Lindsey M.

C

MA+30

15

Bolen, Arin P.

L

BA

1

Bower, Matthew J.

L

MA

11

Bowsher, Denise J.

C

MA+30

27

Brant, Stephanie L.

L

MA

8

Brasfield, Amanda L.

L

MA+30

11

Brax, David R.

L

MA

6

3

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Brickner, Sara C.

C

MA

10

Brim, Christina R.

L

MA

3

Brown, Carmen R.

L

BA+15

9

Brown, Kimberly A.

L

BA+15

7

Brown, Thomas B.

L

BA+30

10

Brubaker, Britney L.

C

MA

10

Bruni, Tonya M.

C

MA

18

Brunow, Erica L.

L

MA+15

10

Brzozka, Sally A.

C

MA

12

Buck, Angel T.

C

MA+30

12

Bundren, Candace E.

C

MA+30

15

Burnside, Lori Beth

C

MA+30

32

Burrows, Bradly J.

C

MA

20

Byers, Amanda J.

L

MA+30

12

Byrne, Megan A.

L

BA

3

Callan, Jason R.

C

MA+15

23

Callicutt, Nicole G.

L

BA+15

8

Canterbury, Lisa M.

C

MA+30

20

Cantrell, Alexandria L.

L

BA

6

Cantrell, James A.

C

MA+30

12

Carr, Elaine M.

C

MA

15

Chamberlain, Hannah M.

L

MA

9

Cheney, Kelly N.

C

MA

9

Chomic, Jason M.

L

BA

7

Clark, Lauren E.

L

MA

5

4

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Clark, Rebecca L.

C

MA+15

23

Cleary, Sara A.

C

MA

12

Clegg, Erin E.

L

MA

8

Coffman, Kimberly K.

C

MA+30

12

Cole, Lori B.

L

BA+30

15

Combs, Alyson N.

L

MA

4

Corron, Cheryl J.

L

MA

15

Coulter, Jenny M.

L

MA

5

Counts, Kelley L.

L

MA

8

Coy, Heather N.

L

BA

1

Croy, JoLynda J.

C

MA+30

18

Curth, Audrey N.

L

MA

9

Damon, Eugene E.

C

MA+30

27

Dangelo, Linda M.

C

MA+15

20

Davis, Laura M.

L

MA+30

15

Davis, Susan R.

L

BA+30

23

Debusman, Michelle A.

C

BA+30

15

Delaney, Blake R.

L

BA

4

Delaney, Elizabeth A.

L

BA

4

DeRose, Anthony J.

L

BA

10

Derr, Molly S.

C

MA

12

DeVaul, Joseph A.

C

MA+30

11

Dickman, Mark W.

C

MA+30

32

Distel, Sarah G.

L

MA+15

8

Dittman, Angela R.

C

MA+30

15

5

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Dorrel, Sarah M.

L

MA

9

Doty, Kelli

L

MA+30

4

Douglas, Stacy M.

L

MA+30

9

Drake, Cheryl L.

L

BA+15

27

Drerup, Robynn M.

C

MA+30

27

Dyer, Laura K.

L

MA

7

Dysert, Eric M.

L

BA

12

Earl, Jennifer A.

L

MA

15

Edel, Ashley N.

L

MA

12

Ellerbrock, Rebecca A.

C

MA

15

Elliott, Amber L.

C

MA+15

15

Emans, Angie N.

C

MA+15

15

Emens, Alaine F.

C

MA+30

23

Ervin, Timothy S.

C

MA+30

27

Faber, Janelle R.

C

MA+15

10

Fackler, Emily S.

L

MA+30

5

Fields, Jordan P.

L

BA

3

Fillhart, Kim A.

C

MA+30

20

Finney, Laura L.

C

MA

23

Flick, Daniell N.

L

BA

4

Foos, Ellen M.

L

MA

2

Fort, Nicole M.

C

MA+30

15

Franks, Michelle A.

C

MA+30

20

Frost, Angela C.

C

MA

12

6

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Frost, Jessica L.

L

BA

1

Fryman, Jennifer E.

L

BA+15

9

Gaberdiel, Jon P.

C

MA

12

Garmong, Kelee S.

C

MA+30

20

Garver, Jodi W.

C

MA+30

23

Gaskill, Katherine M.

L

BA

4

Geaman, Maribeth G.

C

MA+30

20

Gearig, Monica M.

L

BA

18

Geiser, Angela M.

C

MA+30

18

Gephart, Kristina S.

C

MA+30

23

Gerken, Allison N.

L

MA

12

Gilbert, Shelly L.

C

MA+30

30

Gillespie, Adam J.

C

MA+15

20

Gilts, Janine L.

C

MA+30

23

Gleason, Jacqueline R.

C

MA+30

23

Gleason, Mark R.

C

MA+30

23

Goeller, Angi M.

C

MA

15

Goldsberry, Kelsey R.

L

BA

4

Gosser, Daniel J.

C

MA+30

7

Gross, Sheane N.

L

MA

6

Grubinski, Kendra L.

L

BA+30

7

Guerrero, Jennifer E.

L

MA

7

Gunka, Justin J.

L

MA+30

12

Haas, Rachel V.

C

MA+15

18

Hackenburg, Kyle A.

L

MA+15

9

7

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Hafner, Kaymie E.

L

BA

23

Halliday Roseann M.

C

MA+30

20

Hankins, Jessee E.

L

BA+15

3

Hansard, Cassidy G.

L

BA+15

2

Harmon, Kerri L.

L

BA+15

27

Harrington-Williams, Susan A.

C

MA+15

27

Hartenstein, Vicki D.

C

MA

23

Hatch, Arika R.

C

MA+30

20

Headley, Ryan A.

C

MA+30

12

Hemmelgarn, Erin M.

C

MA+15

12

Herron, Jessica F.

L

BA

4

Hertel, Rachel R.

C

MA

10

Heydinger, Melissa K.

C

MA+30

15

Hiatt, Rhonda L.

C

MA+30

23

Hirschy, Whittany L.

L

BA

8

Hirt, Shawn M.

L

MA

12

Hodson, Amanda J.

L

MA+30

18

Hord-Hemmerly, Kimberly G.

L

MA

12

Hose, Craig J.

L

BA

8

Hoy, Lisa A.

C

MA

10

Huber, Josh M.

L

BA

8

Hudok, Kristin D.

C

MA

20

Huffman, Lori A.

L

MA+15

9

Hunker, Cynthia R.

L

MA

27

Hunt, Lori A.

L

MA+15

20

8

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Hurt, Amy E.

C

MA

18

Imke, Brooke A.

C

MA

12

Irey, Katrina J.

C

MA

27

Jefferson, Ursulla

L

MA

1

Johnson, Greg R.

L

MA+30

8

Jones, Alexandria F.

L

MA

4

Julien, Laura A.

C

MA+30

27

Karcher, Jason J.

L

MA

8

Kellermeyer, Elizabeth S.

L

BA

8

Kempher, Theresa L.

C

BA+30

20

Kennedy-Mowrey, Mary Beth

C

MA+30

20

Kiene, Shelby A.

L

BA

5

Kiesel, Deanna L.

C

MA+30

30

Kiesler, Kelli M.

C

MA+15

23

Kin, Katherine L.

L

MA

12

Kirian, Benjamin D.

C

MA+15

15

Kirian, Megan R.

L

MA

2

Kirk, Suzanne M.

L

BA

27

Kiss, Julie A.

L

BA

7

Kleintjes, Kailin

L

MA+30

3

Kniss, Jane A.

C

MA+15

32

Kokensparger, Andrea L.

L

MA

12

Krupp, Amy M.

C

MA+15

20

Kuenzli, Leigh Ann

C

MA+30

12

Kuhlman, Amy L.

C

MA+15

23

9

PT

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Kuhn, Paul C.

L

BA

5

Kuntz, Carly M.

L

BA

6

Kuznicki, Amanda R.

L

BA

8

Lafountain, Danielle C.

C

MA+30

9

Lammers, Julia E.

C

MA+15

15

Lane, Julie A.

C

MA

18

Laube, Ellen J.

C

MA+30

30

Launder, Brittany L.

L

MA

3

Laux, Mark A.

C

MA

15

Leatherman, Jill M.

C

MA+30

10

Lentz, Judith A.

L

BA+30

15

Lewis, Michelle L.

C

MA+30

23

Lichtle, Kristen L.

C

MA+30

12

Lindahl, Briana M.

C

MA+30

18

Lindahl, Ryan B.

C

MA+30

10

Little, Maria C.

C

MA

20

Lobdell, Alexis R.

L

BA

4

Longenecker, Lara N.

C

MA

18

Longo, Catherine A.

L

BA

2

Loomis, Jessica M.

C

MA+15

11

Lucas, Michelle A.

L

MA

12

Ludwig, Emily J.

L

MA+30

7

Luedeker-Hazen, Lisa

C

MA+15

8

Lundy, Francesca A.

L

BA

7

Maag, Margaret A.

L

MA

7

10

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Mack, Darlene J.

C

MA+30

11

Magnes, Michael E.

C

MA

18

Majors, Patricia A.

L

MA+15

8

Manley, C. Kevin

C

MA

23

Mansfield, Kyle B.

L

BA

6

Mantey, Chelsea A.

L

BA

3

Mathewson, Chad M.

C

MA+15

20

Matthews, Donald E.

L

BA

7

McAdoo, Steven J.

C

MA+30

27

McCarthy, Joy E.

C

MA+30

15

McDowell, Lisa M.

L

BA+15

20

Meloy, Jena N.

L

BA

9

Metzger, Nicole D.

C

MA+30

12

Might, Tricia A.

C

MA+15

20

Miller, Bryan D.

C

MA

12

Miller, Janice A.

L

No Degree

23

Miller, Kimberlee M.

C

MA

10

Miracle, Vicki J.

L

MA+15

18

Mitchell, Charrles D.

C

BA+30

18

Morman, Tammie J.

L

MA+15

23

Moyer, Aaron A.

C

MA+30

20

Murphy, Kimberly D.

L

BA

23

Myers, Gordon L.

L

BA

15

Nelson, Jaclyn S.

L

MA

8

Neuhofs, Brittney C.

C

MA

10

11

PT

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Newlove, Nicole M.

C

MA+15

12

Nielsen, Maria E.

L

MA

1

C+

MA+30

30

L

MA

8

Nugeness, Jordan A.

L

BA+30

2

Nunn, Angela M.

L

MA

8

Nusbaum, Heather A.

C

MA

15

O'Brien, Tammy A.

C

BA+30

23

Orr, James C.

C

MA

10

Ouwenga, Karen R.

C

MA+30

15

Pack, Daniel L.

C

MA+30

27

Parriott, Lauren T.

C

BA+30

11

Perry, Craig C.

L

BA+15

18

Petrosino, Hayley M.

L

BA

4

Pfaltzgraf, Becky A.

C

MA+30

23

Phillips, Jodi R.

C

MA+30

18

Pippert, Joyce K.

C

MA+15

20

Polder, Taylor A.

L

BA+15

2

Porter, Caitlin A.

L

BA

8

Potteiger, Jenna L.

C

MA+15

18

Powell, Danielle R.

L

MA

10

Prater, Billy

L

MA+30

9

Prater, Michele A.

L

MA

8

Pressel, Kenneth S.

C

MA+30

23

Pritchard, Kristina

L

BA+30

3

*Nissen, Beth Ann
*59 days in 2018-2019 before retiring
Nowacki, Jamie L.
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Name of Appointee

Type of Contract Training Step

Experience Step

Qualls, Christina M.

L

MA

12

Rader, Rebecca A.

L

MA

12

Rakestraw, Ashley M.

L

MA

12

Rayle, Kathleen M.

L

BA

8

Recker, Sandy A.

C

MA+15

23

Recknagal Jane L.

L

MA+15

12

Redman, Kari E.

L

BA

3

Rennels, Craig A.

L

BA

30

Ring, Christine R.

C

MA

23

Rinker, Ruth E.

C

MA+30

30

Ritzler, Kristin K.

L

BA+30

20

Ritzler, Mark J.

C

MA

20

Roach, Nicole A.

L

MA+15

18

Robbins, Sydney E.

L

BA

4

Rosendale, Brian A.

C

MA

30

Ross, Angela S.

C

MA+30

23

Ross, Kara L.

L

MA

9

Roth, Aaron J.

L

MA+15

15

Roth, Lana K.

C

MA+30

20

Ruiz, Cesar M.

C

MA

15

Rummel, Julie E.

L

BA+15

8

Ruthenberg, Michael J.

L

MA

20

Rutter, Lisa M.

C

MA

12

Ryan, Denise M.

C

MA+15

18

Sanchez-Vigil, Stephanie

L

BA

4

13

Part-time

Name of Appointee

Type of Contract Training Step

Experience Step

Sanders-Wiseley, Diana L.

C

MA+15

15

Sapp, Lani J.

C

MA+30

18

Schadel, Elizabeth M.

C

MA+30

20

Schank, Elizabeth A.

L

MA+30

7

Scherger, Kelly J.

C

MA

23

Schnipke, Brooke N.

L

BA

2

Schomaeker, Bruce D.

L

No Degree

23

Schroeder, Heather L.

C

No Degree

20

Schube, Jayson R.

L

BA

2

Scurria, Alexandria K.

L

MA

5

Selhorst, Shannon L.

L

MA

9

Sheaffer, Nancy R.

L

BA

12

Sheehe, Brian D.

L

BA+15

23

Sheehe, Denise M.

L

MA

7

Sheidler, Kevin J.

L

No Degree

12

Sherman, Sarah K.

L

MA

12

Shively, Mark J.

C

MA+15

12

Shively, Wendy H.

C

MA+30

15

Siebenaller, Shawn M.

L

MA+30

5

Simon, Megan L.

L

MA

7

Smalley, Vicki L.

C

MA+15

15

Smith, Jenna M.

L

BA

3

Smith, Jodi M.

C

MA

10

Smith, Melanie S.

C

MA

15

Smith, Tyler Q.

C

MA

11

14

Part-time

PT

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Smith, Valerie A.

C

MA

15

Snyder, Michael T.

L

MA

6

Solomon, Rebecca A.

C

MA

18

Spaeth, Tamara L.

L

BA+15

20

Spence, Jill M.

L

MA

2

Spragg, Danielle R.

L

BA

4

Springer, Michael T.

C

MA+30

23

Sprouse, David S.

L

MA+15

11

Sprout, Elizabeth M.

L

MA

9

Sprout, Ryan D.

L

MA

9

Stacey, Marla J.

L

MA

15

Stahl, Rachel E.

L

MA

6

Stillings, Jennifer P.

L

MA+30

9

Stoffel, Amy K.

L

BA

4

Storey, Danielle M.

L

MA

7

Strohscher, Sarah B.

C

MA

12

Stroub, Timothy P.

C

No Degree

30

Studer, Joshua P.

L

BA

10

Stutzman, Jeffrey R.

C

MA

23

Suermann, Jennifer L.

L

MA+15

15

Sullivan, Nicole S.

L

BA

5

Suter, Andrea R.

L

MA

12

Swan, Kevin R.

C

MA+30

20

Swisher, Allison M.

L

BA+30

23

Tardibuono, Barbara J.

C

MA+30

18

15

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Tate, Jeanette A.

L

BA+30

9

Taylor, April M.

L

MA

10

Taylor, Stefanie I.

C

MA+30

20

Thiel, Kristianne N.

L

MA

11

Thomas, Debra D.

C

MA

15

Thorbahn, Tonya M.

C

MA

10

Toland, Stephanie C.

C

MA+15

12

Treece, Carol J.

L

no degree

12

Tuttle, Marcus D.

C

MA

15

Vallejo, Nicolas A.

L

BA

5

VanDerMolen, Larissa L.

L

BA

3

VanDerMolen, Linda R.

C

MA+30

12

VanHorn, Cassandra J.

L

BA

7

VanRenterghem, Eric C.

C

MA

18

Vetovitz, Beverly F.

L

BA+15

4

Waaland, Lisa D.

L

BA

30

Wagner, Jason M.

L

MA

12

Waldman, Paul E.

C

BA+30

32

Wank, Brittany A.

L

MA

6

Wank, Rebecca L.

C

MA+30

27

Wannemacher, Shannon R.

L

MA

10

Watkins, Jaime L.

L

MA+30

9

Watts, Kyle J.

L

BA+15

7

Watts, Loveda C.

L

BA+30

6

Weiss, Karlene V.

C

MA

27

16

Name of Appointee

Type of Contract Training Step

Experience Step Part-Time

Welty, Heather L.

C

MA+30

18

Wenner, Mackenzie A.

L

BA+15

5

Wetz, Christina M.

C

MA

20

Wheeler, Katie L.

L

MA

8

Whipkey, Crystal L.

C

MA

23

Whipkey, Thomas M.

C

MA+15

23

Whitman, Sharon L.

L

MA+30

15

Whitson, Cynthia K.

C

MA+15

30

Wicinski, Judith A.

C

BA+30

23

Wiegand, Stephanie J.

L

MA+15

10

Wilch, Renee P.

L

BA+15

5

Willson, Lisa A.

C

MA+30

23

Wilson, Daniel R.

C

MA+15

10

Wilson, Melissa M.

L

BA

1

Wilson, Michael J.

C

MA+30

27

Winger, Katherine A.

C

MA+30

15

Wise, Holly M.

C

MA+30

18

Wise, Laisha L.

L

BA

5

Wohl, Robert J.

C

MA+15

30

Wohlgamuth, Kelly J.

C

MA+30

15

Wolfe, Rebecca L.

C

MA+15

11

Woodhull, Kristin M.

L

MA

18

Wyant, Kelly M.

L

BA

5

Young, Karen M.

C

MA+30

27

Zellner, Madeline A.

L

MA

7

17

Name of Appointee
Zimmerly, Renee M.

Type of Contract Training Step
C

MA+30

18

Experience Step Part-Time
12

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

41

42

43

44

45

46

47

48

49
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BOARDOF EDUCATION/GOVERNINGBOARDRESOLUTION
Authorizing2018-2019 Membership in the Ohio High SchoolAthletic Association

WHEREAS, __

F l_N_D_L._Pr_'/
__ c~1_-,-Y~_S_C_H---=-o_o--=L=-aS=----------------(SCHOOLDISTRICTNAME, Including City, Community , Local, Exempted Village, Parochial, P[i~ate)

2019

i$t2.014-D Av£.. EI ND

1,.

(Street Address/P.0 .Box/City/Zip Code)

A'-{,OH

. -f:5""6'i.+o

.

!

n ANCOCK

County, Ohio

(County)

has satisfied all the requirements for membership in the Ohio High School Athletic Association, a voluntary unincorporated association not-for-profit; and

WHEREAS
, the Board of Education/Governing Board ("Board") and its Admin istration desire for the schools with one or more grades at the 7-12 grade level under their jurisdiction to be
voluntary members ofthe OHSAA;
NOW THEREFORE,BE IT RESOLVEDBY THE BOARD OF EDUCATION/GOVERNING BOARD that all schools listed on the reverse side of this card do hereby voluntarily renew membership in the
OHSAAand that in doing ·so, the Constitution, Bylaws, Regulations and Business Rules of the OHSAA are hereby adopted by this Board as and for its own minimum student-athlete eligibility
requirements . Notwithstanding the foregoing , the Board reserves the right to raise student-athlete eligibility standards as it deems appropriate for the schools and students under its juri sdic
tion; and
BE IT FURTHERRESOLVEDthat the schools under this Board's jurisdiction agree to conduct their athletic programs in accordance with the Constitution, Bylaws, Regulations, Business Rules,
interpretations and decisions of the OHSAAand to cooperate fully and timely with the Executive Director's Office of the OHSAA in all matters related to the interscholastic athletic programs
of the schools. Furthermore, the schools under th is Board's jurisdi,ction shall be the primary enforcers of the OHSAA Constitution, Bylaws, Regulations, Business Rules and the interpretations
and rulings rendered by the Executive Director's Office. The admi~istrative heads of these schools understand that failure to discharge the duty of primary enforcement may result in fines,
removal from tournaments , suspension from membership and/or other such penalties as prescribed in Bylaw 11.
Date of Resoluti on ____

_

___

_

____

_

_
President of the Board of Education/Gov erning Board

LISTHIGH SCHOOLSAND GRADE7-8 SCHOOLSON REVERSESIDE
Superintendent

•

RETURNBYJULY31, 2018

SCHOOL(S)
Lists all schools within your district that will abide by the resolution as printed on the front of this card in the appropri
ate column(s) listed below. Note: schools that operate as a 7-12 building must be listed in both columns if the 7th and
8th grade students are to be included in membership.

High Schools(9-12)

Donnell Middle School
301 Baldwin Ave.
Findlay, Ohio 45840

Findlay High School
1200 Broad Ave .
Findlay, Ohio 45840
Return to:
OHSAA
4080 RoseleaPlace
Columbus, OH 43214

Schools(7-8)

~cl wav-d P

superintendent Name (print),_...:::...-=-----,,::,---------:-------Superintendent Email

Glenwood Middle School
1715 N. Main St.
Findlay, Ohio 45840
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Findlay High School
Student Handbook
2018-2019
Attendance Hotline: 1-844-305-3755 or fcs.schoolconnects.com
Transportation: 419-425-8363
Findlay City Schools Administration Office: 419-427-5487
Findlay City Schools Internet Home Page: http://www.findlaycityschools.org


Class of 2019 Motto:
"Take pride in how far you have come and have faith in how far you can go." - Christian Larson
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HELP AT SCHOOL AND IN THE COMMUNITY
WHAT TO DO IN CASE...
1.
2.
3.
4.
5.
6.
7.
8.
9.

You are hurt or ill: Get a pass to the nurse/clinic or appropriate principal.
You have been absent: You must bring a valid explanation in writing from home (see attendance policy).
You need to leave the building for any reason: You must sign out at the attendance office.
You have lost books or belongings: Report to the main office to check the lost and found.
If a teacher detains you: Get a pass from the teacher who detained you, including the time of departure, and show it to your next teacher.
You want to leave the classroom: Request a pass from your classroom teacher.
You have a personal problem: Make an appointment with the counselor and/or principal.
You have locker trouble: Report to the main office in grades 10, 11, 12 or freshman office in grade nine.
You stay home at lunch ill: A parent must call the attendance office the same day and a written excuse must be presented to the
appropriate attendance aide upon returning to school.

WHERE TO GO FOR...
Address Change Form
Announcement Forms
Athletic Concerns
Attendance Information
Book Fee Payments
Class Rank/GPA/Credit Status
Class/Schedule Changes (Add/Drop)
College Information//Visitation Forms
Enrollment Forms
Emergency Medical Forms
Fee Waiver Form
Free/Reduced Lunch Forms
I.D. Cards
Millstream Information
Parking Tag
Scholarship Information/Career Information
School Calendars
Transfer Forms
Vacation Forms
Visitors/Guest Speakers
Withdrawal Forms
Work Permits

EMIS Coordinator
Executive Secretary
Athletic Director
Attendance Aides
Secretary
College & Career Office
College & Career Office
College & Career Office
EMIS Coordinator
Online
Secretary
Secretary
Activities Secretary
Millstream Counselor
Online / then Main Office – Parking Secretary
College & Career Office
Online
College & Career Office
Attendance Aide / Secretary
Main Office
College & Career Office
Main Office
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NEED HELP FINDING HELP?

FHS Hotline 419-429-8994 or http://fhs.findlaycityschools.org/incident.html

 to report an incident
Do you or someone you know need help? The Hotline is available 24 hours a day, 7 days a week. Look for this ICON on the webpage listed
above.

Helping Agencies (419 area code)
Dial 2-1-1 (for help linking to any resource)
Family Resource Center

422-8616

Food
CHOPIN Hall

422-6401

Salvation Army

422-8238

Women Infants Children (WIC)

424-0720

Hancock Christian Clearing House

422-2222

Food and/or Homeless Shelter
City Mission

423-9151

Housing Services
Hope House

425-4673

Information and Referral
Help Me Grow

423-8687

HC Job and Family Services

800-228-2732 and 422-0182

Library, Hancock County

422-1712

Medical and Prescription
Caughman Clinic

427-0809

Women’s Resource Center

424-9948

Support Groups
Therapy & Emergency Services

425-5050

PALS (Century Health) / Suicide Loss

422-3711

Utility Assistance
Associated Charities

423-2021
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GENERAL INFORMATION
ASSEMBLIES
Periodically assembly programs will be presented. Those of a more formal nature will be held in the auditorium whenever possible. If the nature
of the program is such that it is advisable to have the entire student body together at one time, the program will be presented in the
gymnasium. Always remember those presenting programs are our guests. Be a courteous audience. If there is a reason for you to be excused
from the program, contact one of the principals.

CHEMICAL HEALTH POLICY
Findlay City Schools believes that a chemical health policy is part of a comprehensive education on substance abuse for students (e.g. health
curriculum, counseling services, red ribbon week, challenge day, etc.) and is complemented by the extra-curricular activities rules and eligibility
policy 9.22. This policy also reemphasizes the Board of Education’s support of student programs that assist students and parents in dealing
with many of today’s unique challenges.
Recognizing that observed and suspected use of alcohol and illicit drugs by school students is a serious concern, a program of deterrence will
be instituted as a proactive approach to a drug free school. Likewise, students using drugs pose a threat to their own safety, as well as to that
of other students.
The purpose of this program is fourfold:
1. To provide for the safety of all students;
2. To undermine the effects of peer pressure by providing a legitimate reason for students to refuse to use illegal drugs;
3. To encourage students who use drugs to participate in drug treatment programs; and
4. To prevent the impact drug and alcohol use has on the learning centers of the brain allowing students to achieve their full academic
potential while a student within Findlay City Schools.
Therefore, during each season, activity or school year when a student moves into the School District, all students wishing to participate in
athletics, extra-curricular activities and/or purchase a parking permit will be subject to urine testing for illicit or banned substances. Eligible
students may be randomly tested anytime during the school year, or tested upon suspicion. Any student who refuses to submit to urine drug
testing may not be permitted to participate in the Findlay City School District athletic related extra-curricular activities, nonathletic
extra-curricular activities, or purchase a parking permit for their career.
Please visit http://www.findlaycityschools.org/board-policy.htm for the complete Chemical Health Policy 9.23 or 9.23a for the complete
Chemical Health procedures.

DANCES & PROM
FHS students may bring a guest to Homecoming and/or Prom provided a Guest Permission Request form has been turned in prior to the
deadline. Students

must be current on school fees or make arrangements with the appropriate principal. All guests are required to have
photo identification, which includes a birth date, unless approved by the appropriate principal. No students in eighth grade or younger are
permitted to attend FHS Dances/Prom. Guests must not be over the age of 20 years old. All FHS students must bring their school ID to be
admitted, The administration reserves the right to deny admittance to guests.
Homecoming, Prom Court, and other dances sponsored by Student Council are considered an extension of the Student Council Auxiliary, and
therefore to be eligible for the Court (e.x. Homecoming & Prom) a candidate must meet the same eligibility requirements as an auxiliary
member including all extracurricular rules and chemical health policies. See 9.22 & 9.23 of FCS board policy.

DIRECTORY INFORMATION/ STUDENT RECORDS
Findlay High School makes directory information available upon a legitimate request unless a parent/guardian or student 18 years or older
notifies the school in writing by October 1 of each school year that (s)he will not permit distribution of the following information. Under Ohio law,
directory information includes the following: Student’s name, address, telephone listing, date and place of birth, major field of study,
participation in officially recognized activities and sports, weight and height of members of athletic teams, dates of attendance, date of
graduation and awards received. The right of confidentiality and protection from improper disclosure will be in accordance with the Family
Educational Rights and Privacy Act of 1974 and the Uninterrupted Scholars Act of 2013.

FINES
Students will be assessed fines for non-payment of school debts. Students who have accrued fees, fines and other unpaid debts may have
permanent records and diplomas withheld and will not be able to secure a parking permit until the full amount of the debt is repaid or a payment
schedule has been established and fulfilled.

FUNDRAISERS/SALES
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All fundraisers have to be affiliated with a school approved club/activity and approved by a principal on a sales and service form. Students are
only permitted to sell products that have been previously approved, as mentioned above, during the time-frame specified on the sales and
service form.

HALL PASSES
If a student must leave the classroom, the teacher will issue an official pass to the student. It is the student’s responsibility to obtain a pass prior
to leaving the classroom. Do
 not leave the room without a pass. Passes will be issued only when absolutely necessary. Students in the halls
without an official pass will be subject to disciplinary action.

HEALTH SERVICES
The School Nurse is available in the health clinic five days per week. Any student who becomes ill or injured during the school day should
report to the clinic, or to the appropriate principal. Students must get a pass from their classroom teacher to go to the nurse. Students should
not go to the nurse between classes unless it is an emergency. If it is necessary for the student to go home, the nurse or the office will contact
the parent or guardian. Students are expected to call home from the nurse’s or principal’s office to obtain permission from a parent to be sent
home for an illness.

INCLEMENT WEATHER
Radio stations WFIN/WKXA, WHMQ, WBVI and local television stations will be used to inform the community when school is delayed or
cancelled due to inclement weather. Please consider signing up for text alerts at: http://www.findlaycityschools.org/text.htm. The information will
also be posted on the school’s web site, http://www.findlaycityschools.org or call the Info-line 421-8888 extension 3333. When students are
released early because of the weather, the building principal will decide if any after school activities may be held. If held, these practices or
activities will not be mandatory.

LIBRARY GUIDELINES
The library is open before school at 7 a.m. and after school until 3:30p daily.
Study hall: Students wishing to report to the library during study hall can check in at the library entrance door using their student ID. Students
should report directly to the library before the tardy bell. The student ID is required. All study hall rules listed in the student handbook also
apply. A library study hall schedule is posted at the entrance door. Any schedule changes will be posted to Twitter @FHS_MC
Materials: Students may check out books during the school year for two weeks. Students may renew materials needed for a longer period.
Ebooks and databases are available through INFOhio.org. Lost or damaged materials will be charged to the student’s account at the cost of
replacement.

LOCKERS
Each student is issued a locker for their individual use only, for storage of books and equipment. It is the responsibility of each student to see
that his/her locker is locked at all times. THE

SCHOOL IS NOT RESPONSIBLE FOR LOST OR STOLEN ITEMS. The lockers are the property
of the school and may be searched by authorized personnel. All locker combinations should be kept confidential.

MEDICATION
Students are not permitted to carry any medications and/or pills/substances of any type at school. This includes over-the-counter medications
and prescriptions. Medications should be given at home. If it becomes necessary to have medication during the school day, the physician and
parent must complete and sign the medication form and the medication must be brought to the clinic in the original labeled container. The
Board of Education policy for medication at school is in accordance with the state law. Students are required to have a current Emergency
Medical Form on file with the school nurse.

PERSONAL PROPERTY
The Findlay City Schools are not responsible for personal property, including musical instruments and athletic equipment, brought onto school
property.

SCHOOL PUBLICATIONS
The newspaper, The

Blue & Gold, is published periodically. Each issue contains interesting and important information concerning the school,
its activities, students, and faculty. It is available to the students free of charge. The

Trojan is the school yearbook and is published once each
year. It will include pictures of all students and student organizations, and information concerning them. There is a fee for the yearbook.

SCHOOL SAFETY DRILLS
When an announcement is made for any school safety drill such as a fire drill, a tornado drill, or a lockdown, all students, staff members,
visitors and other people in the building are expected to follow the directions of school officials. Students must go to the designated areas
quickly, quietly and in an orderly manner. Any student in violation of these guidelines may receive disciplinary action.
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SCHOOL SAFETY
School safety is very important to us. We need your help in ensuring the safety of everyone at Findlay High School. Students are reminded
that they are not to prop doors open, rig doors to stay open or place objects in doors to otherwise bypass door locks. Students who prop doors
open, rig doors to stay open or place objects in doors to otherwise bypass door locks will be identified using building security resources and
disciplined.
Students are reminded that they are not permitted to enter Findlay High School through the freshman doors after the start of the school day.
All students must enter through the main doors. Students leaving Findlay High School to go to Millstream are not permitted to hold the door for
others to enter into the freshman wing. Students may enter through the FHS/Millstream hallway during the school day. All visitors must use
the main entrance to enter Findlay High School.

SIGN-POSTING POLICY
•
•
•
•
•
•
•

The Principal of Student Activities or the Activities Director must sign each poster in the lower right-hand corner signifying approval before it
is posted.
All signs and posters must be done legibly and in good taste. Judgments of taste are the responsibility of the school administration.
All posters advertising coming events may be placed in the halls no sooner than two weeks before the event and must be removed
promptly after the event.
No signs or posters may be placed on glass or the painted portion of the walls. Signs/posters should be hung on the tack strips if possible.
Signs must be attached with masking tape, not cellophane tape, and should never be suspended or attached to light fixtures.
Only Findlay High School organizations or groups with special permission may post signs only in designated areas, no commercial signs
are to be placed in the building without principal permission.
Defacing or destroying signs is prohibited and the student will be subject to disciplinary action.

SIGNING IN AND OUT OF THE BUILDING
For safety purposes, students are expected to remain on campus upon arrival and throughout the school day. Students must sign out when
leaving the high school/Millstream and sign in upon return with the appropriate attendance aide at all times during the school day (excluding
lunch, Millstream classes, CCP, and/or field trips). Failure to sign in or out of school may result in disciplinary action. Parent communication
with office staff must take place to confirm departure.

STUDENT PICTURES / ID CARDS
A photo for the student identification card will be taken before students pick up their schedules in August or at the time a student enrolls at
Findlay High School. All students are required to have a current year, student ID. Students are encouraged to wear their FHS ID’s. All students
must have their ID badge on them during school. Students must present their ID’s to school personnel when asked, this includes entering
the building after the doors have been locked, entering the library or computer lab, after returning from open lunch, and all
 school
dances/tickets. If the ID badge is lost an additional ID badge must be purchased for $5.00. Students who deface an ID badge will be required
to purchase a new ID badge and other disciplinary action may be taken. Student’s pictures are necessary for office records, ID cards, and the
Trojan Yearbook. Packages of various size prints will be available for those who care to purchase them. From time to time, students’ pictures
may be taken by photographers and local/school newspapers to be used in school press releases, school publications and school websites.
Students may also be videotaped in the classroom, including but not limited to situations involving teachers who are completing
college/university requirements. If you object to having your child’s picture and name used, please notify the school in writing by
October 1.

STUDY HALL

1. iPods, Kindles, and other forms of technology may be used by students during study halls as long as students do so quietly and do not
cause disruptions.
2. Students will be permitted to use Smart Phones and other similar devices to read textbooks, view teacher lessons, and other educational
activities.
3. Students must use ear buds so that others are not disrupted. The volume of the electronic device must be low enough that the student can
hear alarms/bells.
5. This electronic procedure applies to all study halls. It does not apply to instructional classes.
6. It is the student’s responsibility to keep all technology in a safe location at school.
7. Taking photos, videos, and video chats are not permitted.
8. Violation of these rules may result in discipline as deemed appropriate by administration.
9. Students are expected to attend study halls. Students who are tardy or skip study hall will receive school consequences.
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TELEPHONE USE / CONTACTING A STUDENT
Students will not be called to the telephone during the school day. Emergency messages will be accepted and delivered by the office
personnel. Messages will only be accepted from a student’s parent or guardian. Students should not expect to be excused from class or study
hall to use the telephone, nor is using the telephone a legitimate reason for being tardy to class.

PERMANENT PASSES
This permit will be issued by a teacher who desires a student to do work during a specified period when the student is normally in a study hall.
The student is required to attend their scheduled study hall until the permit has been processed with the office.

WORK PERMITS
According to Ohio Revised Code Chapter 4109, minor students 14 through 17 years of age are required to have a work permit in order to be
employed. Students needing a work permit can obtain an application in the Main Office. Once all parts of the application have been completed,
students should take the application to the Main Office. The student’s work permit application will then be submitted to the appropriate
assistant principal for approval, which may take up to five (5) business days. Following approval, the application will be filed on-line to the Ohio
Department of Commerce and a copy will be given to the student to give to their employer. In order to have a work permit application
approved, students must be in good standing in regards to enrollment in and attendance at school. Students who do not remain in good
standing may have their permits revoked.

PARKING / TRANSPORTATION / FIELD TRIPS
BUS POLICY
It is the intent of the Pupil Transportation Policies to assure pupils and parents a safe, dependable, and efficient program. Rules are necessary
to govern the operation of such a program. Any violation of these rules, including those listed below, may result in disciplinary action.

BUSES
Riding a bus is a privilege extended to those who qualify to ride school buses to and from school. Once these students arrive at school by
buses, they are not permitted to leave the school grounds from the time of arrival until their bus departs after dismissal. Students will be
informed about rules governing their behavior on school buses by their drivers. All school rules and procedures apply while students are
being transported by school district vehicles. Bus Safety Rules are posted in ALL Findlay City School Buses: Observe classroom conduct;
Be courteous; Use no profane language; Do not eat or drink on the bus; Keep the bus clean; Cooperate with the driver and/or bus aide(s); Do
not smoke; Do not damage or tamper with the bus or equipment; Stay in your seat; Keep head, hands, and feet inside the bus; Do not fight,
push, or shove; Do not bring pets on the bus; Do not bring flammable material on the bus; The bus driver is authorized to assign seats;
Observe quiet at ALL railroad crossings. Students must follow safety rules and state regulations, avoid any behavior that may distract the
driver, including following designated safety rules, keeping the aisles and exits clear, and sitting with their back to the back of the seat and feet
on the floor. School appropriate objects must be able to be held on student laps. Students must leave or board the bus at locations to which
they are assigned (unless there is parent or administration authorization).

BUS RULES FOR FIELD TRIPS
In general, buses will transport students to and from school-sponsored activities in which students are participating. These buses will be under
faculty supervision. Exceptions will be made in this requirement with the specific approval of a principal and then only upon a request made in
advance by the parent of a student in writing to the advisor and appropriate principal. This should be allowed only in exceptional cases. For
groups other than athletic, musical or Millstream Career Center, who sponsor an occasional trip, students are to submit to the advisor of the
group a permission slip filled out by the parent of the student before the student may make the trip. If the student will be missing any part of a
school day, they must follow the guidelines for school related absence.

DRIVING/PARKING
The following are the guidelines that all student drivers (permanent and temporary permit holders) are required to follow. All student drivers and
their parents are required to sign a Parking Contract before a parking permit will be issued. Parking

on campus is a privilege. All students
wishing to purchase a Findlay High School parking permit will be required to sign an Informed Consent Agreement and participate in
both random drug testing and/or drug testing upon reasonable suspicion. Students refusing to participate in drug testing will not be
permitted to purchase a Findlay High School parking permit or to park on campus. Vehicles

that have not been registered may be
ticketed after the first 2 weeks of the school year.

PARKING REGULATIONS
1) All vehicles parked on school grounds must be registered with the school and must

display/hang the
 current tag from the front of the
vehicle. Parking

privileges may be revoked if the permit is not displayed correctly or if the vehicle is parked in the teacher section or any
other restricted area. The fee for purchasing a parking permit is $35 and must be paid with cash or check in the exact dollar amount (this
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may be prorated at the beginning of the second semester and at the beginning of the fourth quarter). A student may register multiple
vehicles under one permit. Please submit all necessary information for each vehicle. It is the student’s responsibility to move the tag to the
appropriate vehicle being driven. The following are needed at time of registration and are completed in Final Forms:
• Digitally signed informed consent agreement for random drug testing
• Digitally signed Emergency Medical Authorization
• Digitally signed Parking Contract
2) All past due fees must be paid in full before a student will be able to purchase a Findlay High School parking permit. Students unable to
pay past due fees because of financial difficulties need to meet with the principal in charge of parking or the head of security to discuss a
payment plan in order to purchase a parking permit.
3) Parking regulations are enforced. It is considered a privilege to park on school grounds. Suspension of parking privileges, revocation of
permits, towing of vehicles, use of a restraining boot, and/or other disciplinary action may occur for parking violations. Parking is strictly

limited to the student
parking area behind Findlay High School. Students parking in designated faculty, visitor or handicapped
areas may be fined and/or towed, including vehicles parked near Millstream, the Washington Building, or Elmer Graham Stadium.
Unpaid tickets and improper parking violations may be cause for revocation of parking privileges on FHS property. The purchase and fines
for parking violations are as follows:
a)
Improper Parking/Display $5.00 fine
b)
Expired Temporary Permit $5.00 fine
c)
Parking in Restricted Area $15.00 fine
d)
Failure to register
$35.00 fine
e)
Replacement tag
$35.00
f)
Reduced cost during year $18 (beginning of semester 2 & $9 beginning of 4th  quarter)
g)
Temporary tag
$5 (up to 2 weeks)
4) Findlay High School is a private tow-away zone. Parking is by permit only and registrations are required. During regular school hours,
violators may be towed at owner’s expense. Vehicles may be recovered at Dick’s Towing, 4404 Allen T.R. 142, Findlay, Ohio, by
presenting proof of ownership and paying towing and storage charges. The towing is done under authority of Ohio Revised Code 4513.60.

5) All student drivers must be licensed and covered by insurance. The school is NOT
responsible for the vehicle or its contents. Freshmen
may not park on school property during a scheduled school day.
6) Vehicles will be appropriately parked on arrival, one vehicle per space. Pull-in parking only will be permitted, so as to make the parking
permit easily visible to security. Students are not allowed to pull through the parking space. Back-in or pull-through parking constitutes a
violation for improper parking. Parking lot speed shall not exceed 15 miles per hour. Reckless and/or irresponsible operation is cause for
revocation of parking privileges (Irresponsible operation includes, but is not limited to: stop sign violation, failure to yield in crosswalks, and
speeding). Students who park on campus after privileges have been revoked may receive additional disciplinary consequences. A student
shall not intentionally, nor recklessly, operate a motor vehicle so as to endanger the safety, health and/or welfare of others on school
property.
7) All regulations of the student handbook apply to the parking lot, including tobacco violations. Students are not to loiter in the parking area
nor are they to sit in their vehicles while parked on school grounds. The school will cooperate fully with police investigations, including but
not limited to the use of canine patrol programs subject to Board of Education policy. Student
vehicles are subject to search. Any

student who exercises the privilege of parking an automobile on school grounds shall be considered to have given implied
consent to a search of such automobile at any time a search is requested by the school administration.
8) For students who have a permit and need to drive an alternate vehicle that is not registered, please move the current tag to that new
vehicle and bring in necessary paperwork to the main office (proof of insurance & vehicle registration) Under
no circumstances should a

car be parked without a permit.
9) Falsifying a contract, misrepresenting a permit as lost or stolen, or displaying a permit not registered to you are causes for revocation of a
parking permit, a fine and/or additional disciplinary consequences.
10) Students who have not purchased a permanent parking permit may purchase a temporary parking permit if extenuating circumstances
exist, at the discretion of an assistant principal. Each temporary parking permit will cost $5, will last for no more than two weeks, and can
be purchased on no more than two occasions. Students who have not purchased a permanent parking permit may also purchase a
temporary parking permit during mid-year and end-of-year exams, at a cost of $5 per session. All appropriate paperwork must be
completed before the temporary permit will be issued.
11) If a student forgets to switch parking tag to a different registered vehicle, they should report oversight and license plate number to parking
secretary as soon as possible. If a ticket is received that day, it will be voided.
12) The administration reserves the right to revoke parking privileges for any violation(s) of the Student Handbook such as, but not limited to, a
tobacco, alcohol, or drug violation.

FIELD TRIPS
Going on a field trip is a privilege that requires responsibility. You must personally see your teacher(s) a few days before the field trip to make
plans for the work that you will miss on the day of the trip.

OVERNIGHT TRIPS / HOTEL RULES
•

At no time is a student to enter the room of another student of the opposite gender without specific permission from the advisor or a
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•
•
•
•
•
•
•
•
•
•

designated chaperone. NO EXCUSE IS ACCEPTABLE.
Students are to be assigned rooms by the advisor and a curfew established for students to be in their assigned room. No room switching is
permitted. After curfew, no one is to enter a student’s room except a staff member or chaperone, if necessary.
Students are not to take towels or souvenirs from the rooms. Students sharing a room will be equally financially responsible for any missing
items or damage to a room.
Throwing or dropping anything from any window is prohibited.
The noise level in a room is not to extend beyond the room into the hall or neighboring rooms.
The advisor and chaperones are to be available at all times. Reasonable supervision will be provided.
Rooms are to be locked at all times.
Anything ordered to a room must be paid for by the students assigned to the room. Nothing is to be delivered to the room after curfew.
Students are not to leave a supervised area without gaining special permission from an advisor or chaperone.
Where it appears reasonably necessary to prevent immediate harm, either to a student him/herself or to others, or if there is reasonable
suspicion of a rule violation, a student may be questioned or his/her property searched. Any search of a person shall be done in private.
The advisor may send a student home, at the parents’ expense, at any time.

ACADEMIC INFORMATION
ACADEMIC DISHONESTY
The purpose of writing is to help the student express his/her own ideas and to improve the student’s ability to convey these ideas. It is our
primary concern that the written material the student submits is, in fact, the product of the student’s own mind, research, and documentation.
To use the ideas or words of another person without proper documentation is a form of literary stealing called plagiarism. This is a serious
offense and will not be dealt with lightly. The following are forms of plagiarism:
• Any paper (including homework) written by another person, or partially written by another person, but turned in as a student’s own work
constitutes plagiarism. Others may help, but help does not mean letting someone else do the actual work. Having a friend proofread and
make suggestions is often helpful, but having someone else decide what to say or how to say something is a dishonest misrepresentation
of the writer’s own ability of expression.
• A student who knowingly gives or receives an assignment to or from another student for the purpose of plagiarism is also guilty and subject
to punishment.
• Any idea copied word for word from another source or even put into the student’s own words, unless the idea is documented properly.
• Any assignment that contains falsified documentation.
• It is the responsibility of the teacher to determine the degree of ignorance or knowledgeable intent of a student who has plagiarized. The
teacher will determine the extent of the plagiarism after consultation with two other teachers. It is the student who knowingly plagiarizes
who is of major concern; it is faculty policy to assist students who plagiarize out of ignorance. The policy demands some significant action
for intentional plagiarism. This may include:
- Failure (no credit) for the assignment in question.
- Revision of the paper, without credit.
- Failure for the nine-week grading period.
- Recommendation to the National Honor Society Selection Committee that the student be removed for a willful, flagrant violation.
- Possible legal action in the case of plagiarizing professional copyrighted articles.

TRANSCRIPTS
Transcripts are a record of a student’s complete academic achievement while at Findlay High School, as well as those academic records sent
to Findlay High School from third party testing companies (ACT, SAT, Advanced Placement, State Tests, etc.) and those records obtained
through a records request when a student transfers to Findlay High School. Students consent to the inclusion of ACT, SAT, and Advanced
Placement scores when they provide their third party testing site with the school’s IRN number or school name. Once these records are sent to
the high school from the third party testing site they become a part of the student’s educational record. Only those scores sent directly to the
school from the third party testing company are accepted as a part of the student’s educational record. “Score Choice” from the College Board
(SAT) refers only to particular test scores sent to colleges/scholarship programs via student requests directly from the College Board and not to
test scores forwarded from Findlay High School.The transcript also includes the following information: courses completed and/or In Progress,
withdraw failures (when a student withdraws from

courses for reasons not approved by the principal), class rank, grade point average,
attendance, course retakes, audits, etc. Findlay High School will not honor a request to alter a student’s transcript except in the case of a
clerical error or the removal of ACT, SAT, or AP scores at parent/guardian’s written request. The written request to have an ACT, SAT, or AP
score removed from a transcript must include the reason, be signed, dated, and submitted to the school counselor. The building principal will
make the determination. Once a score/s is removed at the parent/guardian’s request, it will not be re-entered for any reason. The request to
have a score removed from a transcript can only be made once. Transcripts may be obtained by contacting your school counselor or guidance
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secretary at (419)425-8270. Transcripts will not be issued until all financial obligations are fulfilled. Current Findlay High School students may
receive a copy of their transcript free of charge while a student at Findlay High School using Parchment. A link to Parchment can be found on
the FHS website. Senior

transcripts requested by August 1, shall be free of charge, thereafter a $5 fee will be assessed.

AUDITING A COURSE

Students may be permitted to audit a course provided there is sufficient room and approval is obtained in writing from the principal, counselor,
and teacher no later than 5 school days after first quarter interims are posted and 5 school days after third quarter interims are posted
for a second semester course. A request to audit a course after the deadline must be approved by the building principal. Students receive no
credit for audited courses. Admissions will be on a space-available basis, and credit-seeking students will be accommodated first. Any student
auditing a course must attend as if regularly scheduled, do all the work assigned, and take exams as required for other students. A grade of
AUD* will be recorded on the transcript and will not be calculated into the student’s GPA/class rank. Students who fail to comply with the
expectations of auditing a course may be removed from the course and assigned a course grade of an F, which will be recorded on the
transcript and calculated into the student’s GPA/class rank.

COURSE FEES
Students are required to pay fees in some courses. The fee money is used to purchase material used by the students in those courses.
Students having a financial problem should see their counselor or principal.

CREDIT FLEXIBILITY
Students may earn credit towards graduation by completing traditional coursework, by testing out or otherwise demonstrating mastery of the
course content, and/or by pursuing educational options through Credit Flex. Credit Flex will focus on performance, not counting seat hours.
Credit Flex will acknowledge and address students’ different learning styles, paces and interests, offering students the opportunity to
demonstrate creativity, explore academic and career interests, and practice critical thinking Credits earned will be included on the transcript
and GPA. Teachers, a multi-disciplinary team, a professional panel from the community or a state performance-based assessment may be
used to determine credit. The credit flex committee, chaired by the high school principal, must approve the Credit Flex proposal. The student is
responsible for following the board of education policies and procedures, 8,24; 8.24a1 and 8.24a1f.

CREDIT RECOVERY
Findlay High School will offer students who have received failing grades in courses that are required for graduation an opportunity to recover
the lost credit through computer-aided instruction as an option instead of requiring the student to repeat the entire course. For further details
regarding this process, refer to board policy on the FHS website or see your school counselor.

ACCELERATED GRADUATION
The Findlay City Schools Board of Education believes that four years of high school are valuable and important for most students. However,
the Board acknowledges that some students seek to pursue personal education goals that include graduation from high school at an earlier
date than their designated class. If a student desires to graduate from Findlay High School early, procedures are highlighted in Board Policy
8.22.

FULL-TIME STUDENT
In order to be considered a full-time student, one must be enrolled in a minimum of 5.25 units of credit per year. Students must have 21
credits to graduate. To maintain eligibility for extra-curricular activities (athletics, musicals, clubs, etc.), students must pass five (5) full or
half-credits per grading period.

GRADING PERIODS
First 9-Week Grading Period

Aug. 15 – Oct. 19

45 days

Second 9-Week Grading Period

Oct. 22 – Jan.4

40 days

Third 9-Week Grading Period

Jan. 7 - March 15

48 days

Fourth 9-Week Grading Period

March 18 – May 23

44 days

TOTAL DAYS IN SESSION

177 days

NOTE: Weather/calamity days will be made up according to the state and school district guidelines and will be posted on the district web-site.
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GRADUATION REQUIREMENTS
The State of Ohio and Findlay City Schools have mandated graduation requirements:
(The following are subject to legislative changes).

CLASS OF 2019 & BEYOND- GRADUATION REQUIREMENTS
A minimum of twenty-one (21) credits are required for graduation including:
English/Language Arts

4.0 Credits

Communications

1.0 Credit (0.5 Communications AND 0.5 Info./Emerg. Tech.)

Mathematics

4.0 Credits (Including Alg. II or equivalent)

Science

3.0 Credits (1 Life Science, 1 Physical Science, 1 Advanced Science)

*Social Studies

3.0 Credits

Health

0.5 Credit

Phys. Educ.

0.5 Credit (2 PE classes OR 2 PE waivers)

Electives

5.0 Credits (1 Fine Arts)

TOTAL

21.0 Credits

*Required classes varies by graduating year. See counselors for guidance.
Earning 21 credits is the first of two requirements for graduation.
The second requirement is to meet the expectations of one of the following three options:
Option 1: Accumulate 18 points
18 points on state End of Course Exams: English I, English II, Algebra I, Geometry, American History, American Government, Biology
Performance Level

Points

Advanced
Accelerated
Proficient
Basic
Limited

5
4
3
2
1

End of Course Tests
ELA 1, ELA 2,
Algebra I, Geometry
Biology, American History, Government
TOTAL POINTS REQUIRED

Minimum Points Required
4
4
6
18 *4
 greater than sub score minimums above

Option 2: College Readiness Score
Students choosing this option must earn “remediation-free” scores in English language arts and mathematics on a nationally recognized
college admission exam. The state of Ohio will pay one time for all 11th grade students in the classes of 2019 and beyond to take the exam
free of charge. Remediation scores are determined by the Ohio Department of Education and are set by Feb 1st of the cohorts junior year.
Option 3: Earn Industry Certification & Work- Readiness Score on WorkKeys
Students choosing this option must earn 12 points through a State Board of Education-approved, industry-recognized credential, or group of
credentials in a single career field and achieve a workforce readiness score on the WorkKeys assessment. The state of Ohio will pay one time
for those who take the WorkKeys assessment. Please contact your counselor and Millstream as soon as possible if this is a viable option.
Students must meet all graduation requirements, including assessments, in order to participate in commencement activities.
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GPA FORMULA
1. Figure the GPA at the conclusion of each semester based on a 4-point system and credits earned.
A = 2 points
D = .5
B = 1.5 points
F = 0 points
C = 1 point
2. Semester Credit: Each grading period is 37.5% of the final grade; exam is 25% of the final grade.
3. The cumulative GPA is updated after each semester

VALEDICTORIAN/SALUTATORIAN and CLASS RANK
Class rank, including Valedictorian and Salutatorian honors, is determined using several factors as listed below:
-To attain the distinction of Valedictorian or Salutatorian the student must have attended Findlay High School not less than two years.
-The student with the highest GPA who has successfully completed a minimum of 28 credits, which must include a minimum of five Advanced
Placement (AP) courses, or five College Credit Plus (CCP) courses, or any combination of both AP and CCP courses totaling at least five
credits, and attains the highest composite score on the ACT, as of the February test results in the year of graduation, will be recognized as the
Valedictorian.
-The student completing all preceding requirements and attaining the second highest composite score on the ACT, as of the February test
results in the year of graduation, will be recognized as the Salutatorian
-If two or more students are tied on the above criteria for Valedictorian honors, the tie breaker will be the highest composite score on the SAT
(sum of all three sections). If a tie remains after both ACT and SAT scores are compared, the result will be multiple students recognized as
Valedictorians and no Salutatorian will be recognized that year.
-Outside of the Valedictorian and Salutatorian, students who attain a 4.0 cumulative GPA will be further ranked by ACT composite score, as of
the February test results in the year of graduation. Where two or more are tied on ACT, they will hold the same ranking and the next rank will
be appropriated accordingly (see example below). Where no ACT test scores are available, they shall fall to the lowest available ranking within
the 4.0 designation. Where cumulative grade point averages are below 4.0, no ACT scores are used to rank further.
-Middle school classes taken for high school credit will be included in the calculation of a student’s GPA.
-All students attaining a 4.0 GPA will be honored at a awards program for seniors.
Example: (other criteria for Val/Sal in the example below presupposes other requirements are met, i.e., AP/CCP, 28 credits, etc.
Val - 4.0 - 35 - 1410
Sal - 4.0 - 35 - 1370
4.0 - 34 - 3rd
4.0 - 33 - 4th
4.0 - 33 - 4th
4.0 - 29 - 6th
4.0 - 27 - 7th
4.0 - 24 - 8th
4.0 - 23 - 9th
4.0 - 23 - 9th
4.0 - 23 - 9th
4.0 - 20 - 12th
4.0 - 18 - 13th
4.0 - 16 - 14th
4.0 - (no ACT score) - 15th
4.0 - (no ACT score) - 15th
3.97674 - 17th
3.97368 - 18th
3.97368 - 18th
3.89248 - 20th
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GRADING SCALE
Grade
C.P.
Honors
A.P.
A
92.0
90.0
86.0
B
82.0
80.0
80.0
C
72.0
70.0
70.0
D
62.0
60.0
60.0
The above percentages are minimums for each grade and therefore, percentages are not to be rounded.

GRADE REPORTS
Credit will be awarded for each semester in which a student receives a passing grade, with the exception of Millstream Programs, which grant
year-long rather than semester credit. Students may earn (2) .5 credits in FHS year-long courses. For example, a student may fail first
semester, pass second semester and make up the .5 credit from first semester in summer school or credit recovery. Students must obtain a
minimum of two (2) passing grades from the two grading periods and semester exam, each semester, in order to earn credit. Students may
re-take a course, but the student will NOT receive double credit for the course (except for courses such as music courses, yearbook, PE,
fashion design and art). All failed courses required for graduation must be retaken. Failing grades will remain on the transcript; however, if the
student retakes the course only the higher grade will be calculated in the GPA. All high school credits/grades must remain on the transcript to
reflect an accurate academic record (for example, high school credits granted in middle school, or earned in CCP courses, correspondence
courses, summer school courses, etc.). To receive credit in any subject, a student must complete the course requirements by the end of the
semester (unless there is an incomplete issued). Students/parents have until the end of the following grading period to challenge any grade
given during a grading period.
Students withdrawing from a course after the deadline described in the schedule change section shall receive a WD/F unless:
• A counselor makes a recommendation to an administrator for a withdrawal without penalty after consulting with the student and parent(s)
and determining if there are extenuating circumstances.
• The final decision regarding whether the student receives WD/F will be made by the high school principal.
A WD/F is used for the calculation of extracurricular eligibility during each grading period. Students receiving a WD/F should make sure they
have 5 additional credit classes and receive no other failing grades in order to become or remain eligible.

COUNSELING SERVICES
The services provided by the high school counselors are:
• Information about academic, career and social-emotional concerns.
• Student appraisals to help identify their abilities, achievements, and interests.
• Group counseling provides the sharing of information through group discussion.
• Individual and group counseling is available to students upon request or referral.
• Consultation services with school personnel, parents, teachers, and administrators.
• Parent conferences provide opportunities for home and school cooperation.
• Coordination of community resources.
• Placement services aid students in educational or employment transitions.
Students and parents must be aware of and responsible for meeting the requirements specified by Findlay City Schools as well as those
requirements of any post high school organization.

SUICIDE INTERVENTION PROCEDURE
If a student is a serious threat to self, the school counselor will refer to appropriate psychiatric services. Upon this intervention the principal and
parent or guardian will be notified. If parent or guardian objects to the recommendation of the appropriate psychiatric services, the principal
may contact the appropriate public or private agency. It is incumbent upon the family to get their child evaluated/cleared to return to school,
once an evaluation is requested.

PE WAIVER POLICY
PE Waiver forms must be completed online, started by the parent. Submission for waiver must occur within 1 calendar year of the completion
of the season as defined by the end of the year banquet. http://www.findlaycityschools.org/board-policy.htm. Under the section 8.22F2, click
“Online” to begin the waiver request process. A student may be exempted from the graduation requirement of two required high school
quarter-credit physical education courses by participating on one of the high school’s interscholastic athletic teams, marching band,

cheerleading squad, and /or JROTC. Please see BOE policy 8.22 section 7 under Other
Requirements
and Guidelines for details regarding

PE waivers.
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HOMEWORK REQUEST DURING ABSENCE
In order to give teachers enough time to prepare assignments for absent students, a parent may request homework assignments for a student
who anticipates an extended absence of 3 or more days. To request assignments, the parent must contact their principal’s secretary to arrange
to pick up assignments and any books that may be in the student’s locker.

HONOR ROLL
The following standards will be used in determining the high school honor rolls:
1. Distinguished–3.75

and above with no grade below a “C”. No WD/F or Incomplete (INC)
2. Merit–3.25-3.74

with no grade below a “C”. No WD/F or Incomplete (INC)
3. A/B–Any

combination of all “A’s” and/or “B’s”. No WD/F or Incomplete (INC)

HONORS DIPLOMA
The Ohio Department of Education has several options for earning an honors diploma and includes the following: Academic Honors,
International Baccalaureate (not available at FHS), Career Tech, STEM, Arts, and Social Science & Civic Engagement. Students and parents
should refer to the Ohio Department of Education website for details specific to each track. The

established criteria for earning an Academic
Honors diploma is listed below.
High School Academic Diploma with Honors –
Students must meet at least seven of the following eight criteria established by the Ohio Department of Education. The criteria for academic
students are as follows:
1. Earn 4 credits of English.
2. Earn 4 credits of Math including Algebra I, Algebra II, and Geometry or equivalent and another higher level course or a 4-yr sequence of
courses that contain equivalent content.
3. Earn at least 4 units of science
4. Earn 4 credits of Social Studies.
5. Earn either 3 credits of one Foreign Language or 2 units in each of two different Foreign Languages.
6. Earn 1 credit of Fine Arts.
7. Maintain an overall high school grade point average of at least a 3.5 on a 4-point scale, determined after the first semester of the senior
year.
8. Obtain a 27 ACT composite or a 1280* on the SAT. Writing sections of either test should not be included in the calculation of the score.
*1210 if the SAT was taken prior to March 2016
**Diploma with Honors requirements pre-suppose the completion of all high school diploma requirements in the Ohio Revised Code including:
½ unit of physical education (or exemption as defined by Findlay City Schools B.O.E.)
½ unit in American history
½ unit health
½ unit in government

CAREER READINESS SEAL
The OhioMeansJobs-Readiness Seal is a formal designation students can earn on their high school diplomas and transcripts indicating they
have the personal strengths, strong work ethic and professional experience that businesses need.
To earn the OhioMeansJobs-Readiness Seal, motivated high school students must demonstrate certain professional skills required for success
in the workplace. Students work with at least three experienced and trusted mentors who validate the demonstration of these skills in
school, work or the community.
The OhioMeansJobs-Readiness Seal is available for the graduating classes of 2018 and beyond and will be printed directly on Ohio diplomas
and transcripts.

INTERIM REPORTS
During the middle of each nine-week grading period, students will be given interim reports to update them on their academic progress. It is the
student’s responsibility to take this report home. Student progress is also available on Progress Book.
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NATIONAL HONOR SOCIETY
The purpose of National Honor Society is to create enthusiasm for scholarship, to stimulate a desire to serve the community, to promote
leadership, and to develop character in students. To qualify, a junior or senior candidate must meet the minimum standard for scholarship,
which is a G.P.A. of 3.5. After qualifying and completing the appropriate candidate forms, students will be evaluated by the Faculty Council to
determine if the student exemplifies outstanding character, leadership, and service. Candidate packets will be made available in the fall with
induction held shortly after. Help sessions for completing the candidate packets are available and highly recommended. See the advisor for
more information.

COLLEGE CREDIT PLUS
Ohio’s College Credit Plus program can help students earn college and high school credits at the same time by taking college courses from
colleges and/or universities. The purpose of this program is to promote rigorous academic pursuits and to provide a wide variety of options to
college-ready students. Students must be admitted to the college in order to participate. Successful completion of a three or more credit-hour
college course will result in 1.0 Carnegie unit earned at the high school. A two credit-hour college course will earn a student 2/3 of a high
school credit and a 1 hour college credit course will convert to 1/3 of a high school credit. In many instances CCP is free, however students
who fail a course will be responsible for associated costs of that course. If you choose to attend a private college or university, the student may
be responsible for a portion of the costs. Responsibility for transportation rests with the student. Students will be expected to follow the rules
and regulations set by the college/university as well as the high school’s expectations. FHS will be offering CCP courses at Findlay High
School, depending on teacher credentialing and student requests. Students enrolled in college courses may still be required to take End of
Course exams for certain courses. In some courses, the final grade may correspond with a point scale used for graduation requirements.
Classes failed or withdrawn with an “F” will receive an “F” on the high school and college transcripts and will be computed into the high school
and college GPA. If a passing grade is not received, the district may, seek reimbursement for the amount of state funds paid to the college on
your behalf for the course. The school district may withhold grades and credits received for high school courses taken until reimbursement has
1st of
see school
been made. Students must notify the district by April

 the previous school year with their intention to participate. Please

counselors for any FAQ’s and https://www.ohiohighered.org/ccp

 to learn more.

PROGRESS BOOK ACCESS
Parents have the ability to check their student’s progress and grades on-line. If you did not receive a password or have misplaced yours please
go to the FHS website and click on Progress book assistance. The parent access site is located at https://parentaccess.noacsc.org/. Further
Questions about grades in Progress Book should be directed to the student’s teacher and/or counselor.

SCHEDULE CHANGES
During the spring a series of scheduling activities take place to assist each student in selecting appropriate courses for the following year and
to allow for parent feedback. Extensive time is spent developing course planning information, credit check worksheets, course advisement
information, and counseling by teachers and counselors. Because of this detailed process, students need to plan their schedule carefully since
schedule changes will only be permitted for the reasons below. When the number of requests for a class exceeds the number of available
spots, priority may be given to those requests based on various factors including: demonstration of prior success, grade level, course
sequencing, prior courses taken and other factors, at the discretion of the principal.
Students may not add a course after the first 10
5 days of a technology class In
 days of each semester or
 the first

 order to ensure that
students are able to take another class, students are not
permitted to drop a course after the course has been in session for 10 days.

Dropping after that date would result in a WD/F. Failure to follow the proper schedule change procedures will result in a failing grade for the
course and loss of credit. Students requesting a schedule change must complete the Drop/Add form, meet at least one of the criteria below for
a schedule change, and obtain all of the necessary signatures, prior to the schedule change being made. Schedule change requests after the
10 days must receive approval by the building principal. Level changes must be requested no later than 5 school days after grade cards are
distributed at the end of the first quarter. Level changes after the first quarter of the course must receive approval by the building principal. If
approved, the student must follow the current schedule until notified that the change has been made. Requests for specific teachers, lunch
periods, and/or courses offered during specific periods will not be honored. Students and parents are responsible for making sure that the
schedule change does not impact athletic eligibility, graduation status, the college core, and/or earning the honors diploma.
Reasons that justify changes in your schedule:
• Semester/Class imbalances and/or clerical errors.
• Replacement of summer school course(s) successfully completed.
• Level change – AP to CP and/or CP to Basic. Students
transferring from an honors course to a college prep course must request no later

than 5 school days after grade cards are distributed at the end of the first quarter  or with administrative approval.
• Scheduled college class to replace FHS class (provided all deadlines were followed; provide a copy of college schedule).
• Adding a course to ensure athletic and/or extracurricular eligibility.
* Other Principal approved
Students must be registered for a minimum of 5.25 units of credit per year. (Note: a minimum of 21 credits are needed for graduation.) A
student who is withdrawn from a class at any time for disciplinary reasons will receive a final grade of WD/F for that course. We do our best to
keep students in classes and try not to schedule more than two study halls. Students may
be WD from courses if the students are absent

the first week of school and there has been no contact from a parent regarding the nonattendance.
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STUDENT WITHDRAWAL PROCEDURES
1

The student or parent must contact the main office to meet with the counselor or principal to determine the reason for withdrawal. All
school related materials/books must be returned to the office to avoid fees.
2. Office staff will produce a current marks screen of the students current academic progress at the request of the student or parent.
3. If the student is 18 years old or older and dropping out, he/she is encouraged to follow the above procedure.

TEXTBOOKS
All textbooks are provided at public expense for all students. In turn, the students are responsible for returning all books issued to them at the
end of the semester or year showing no more than normal wear. Fines will be assessed in all cases where books show evidence of
carelessness. Students

have 3 days after receiving a textbook to report any damage to the library staff. After 3 days, the student who
checked the book out is responsible for any damage. Lost or stolen textbooks must be paid for as soon as possible. The price will be that of a
new book. A second book will be issued to the student. If the lost book is recovered, the payment will be refunded.

WORKBOOKS
Some courses require the use of workbooks. Since these are not reusable, the student is expected to purchase them. Teachers will inform you
if a workbook is required in their course. If so, you may purchase them from the school. You should obtain them as soon as possible in order
not to fall behind in your schoolwork. Students having a financial problem should see their counselor.

ATTENDANCE POLICY
Attendance 1-844-305-3755 or fcs.schoolconnects.com
ATTENDANCE / ABSENT NOTES
A parent/guardian should call the Attendance Hotline at 1-844-305-3755 or go to fcs.schoolconnects.com to report a student absence. If at
all possible, this call should be made before school starts on the day of the absence. When a student returns to school after an absence,
he/she must present a written statement certifying

the reason for the absence from his/her parent/guardian within two

(2) DAYS to
 the
appropriate attendance aide to avoid a disciplinary consequence. (A parent note should be turned in for ALL absences, even if a student
is on attendance watch and has not provided a doctor’s note as required and/or the note is turned in after 2 days, to verify that the parent is
aware of the absence.) Failure to present the absence form to the teacher within two school days after the absence may result in a student not
being permitted to make up missed assignments, quizzes and tests and may result in a loss of credit for assignments. A student with an
unexcused absence is permitted to make up assignments/tests/quizzes missed during the unexcused absence for credit or partial credit at the
discretion of the appropriate principal. If a student is planning to be absent for any other reason, the parent should put the request in writing
prior to the absence. The student should present the request to his/her attendance aide first, and then present the pre-excused absence form
to his/her individual teachers for signatures. Finally, the form must be returned to his/her assistant principal for approval. The student will be
granted the same number of school days missed to complete any assignments given during the time of the absence.
Since the school is required to know why students are not in school, parents are urged to call the Attendance Hotline at 1-844-305-3755
or go

to fcs.schoolconnects.com when an absence is necessary. The school will make attempts to notify the parent/guardian or designee of the
absence. Parents shall provide the school with a home phone number, work number, email and/or a designee to enable us to comply with state
law.

ATTENDANCE PROCEDURE
In accordance with Ohio law students are expected to be in school every day on time, unless with legitimate excuse. When a student is
absence from school the parent/guardian should call the child’s school to report the absence the day of the absence. When a student returns to
school after an absence, he/she must present a written statement certifying the reason for the absence from a parent/guardian or professional
person within two (2) days. Written documentation is a request to excuse the absence. In cases of extended absence, a parent/guardian is
required to notify the school of the doctor’s orders requiring the student to be absent. The doctor’s documentation explaining the requirement
for the absence must be provided to the school, in writing, within 3 days of the first day of the doctor’s order for the absence.
Excused absences are for the following reasons: personal illness or medical appointments, illness in the immediate family, death in the family,
religious observances, quarantine of the home, any reason that qualifies as a legitimate excuse under O.R.C section 2151.011, or other
legitimate reasons where the principal provides approval.
Unexcused absences include, but are not limited to the following: absent without written explanation, oversleeping, car trouble, missed the bus,
shopping, haircut/beauty shop appointment, babysitting, truancy, family errands, hunting, fishing or similar reasons.
One school day is considered 6.5 hours for grades 6th-12th .
Unexcused Absence and Truancy Procedure
● Schools shall send notice to the child and parent/guardian in writing the legal consequences of being truant once child has 15 or
more hours of unexcused absences, and notify them of their responsibility to cause the child to attend school immediately (ORC
Sec. 3321.19)
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Schools shall send notice to parent/guardian of child with 21
 or more hours of unexcused absences requiring the attendance of
parent/guardian, and children grades 5-12, to attend parent education program (educational program’s purpose is to encourage
parental involvement in compelling the attendance of the child at school) (ORC Sec. 3321.19)
● Schools may notify parent or guardian of students with 25 or more hours of unexcused absences, in writing, the legal
consequences of being truant
● The child is considered a habitual truant when the child is absent without legitimate excuse for 30 or more consecutive hours, 42
or more hours in a school month, 72 or more hours in a school year. When a student is considered to be a habitual truant the
school district shall implement an absence intervention plan (ORC Sec. 3321.19 and Sec. 3321.191).
● Filing complaints of truancy and contributing (ORC Sec. 3321.191 and Sec. 2151.27)
●

EXCESSIVE UNEXCUSED OR EXCUSED ABSENCE PROCEDURE
If a student accumulates 38 hours or more in one school month or 65 hours or more in a school year of excused or unexcused
absences the attendance officer shall notify the guardian in writing within 7 business days after the date after the absence that triggered the
notice requirement (ORC Sec. 3321.191). Once this criteria is met a student may be placed on Attendance

Watch (excluding

college visits,
OSS, etc.).
The Attendance Watch program will closely monitor the student’s attendance in an effort to minimize absences and provide assistance to the
student and/or family. The student will be required to turn in a documented written excuse from medical, counseling, or other official personnel
(other than parent written notes) that specifies the student’s name, reason for the absence, and the date and times to be excused to the school
within 2 days of the absence. Students who are ill may also be excused from school by the school nurse.
Students may be placed on Attendance Watch at the beginning of a school year based upon last year’s attendance records or during the
current school year when the student has 38 hours or more in one school month or 65 hours or more in a school year of excused or unexcused
absences. The Principal/Assistant Principal, Attendance Case Manager, counselor may meet with the student and develop a plan to improve
school attendance. The attendance of students moving into the district will be reviewed using the same criteria for Attendance Watch.

MEDICAL, DENTAL, AND/OR COURT APPOINTMENTS
As much as possible, please make appointments during your study hall periods. We realize this cannot always be done, but please make an
attempt. Professionals in the city of Findlay have been very cooperative in the past, and we will cooperate with them. If you have an
appointment in Findlay, you will be excused from school 45 minutes prior to the appointment and are required to be back in school 45
minutes after the appointment. When you do have an appointment, please bring a written note from your parents requesting that you be
excused at the necessary time. In the morning, present the request to the appropriate attendance aide or secretary to receive a pass to sign

out at the time of the appointment. Students must also sign

in upon returning to school. Students are not required to attend school prior to
the appointment if the appointment is at 9:00 or earlier.

STUDENTS BECOMING ILL DURING THE SCHOOL DAY
If a student becomes ill during the school day, he/she should report to the school nurse or the appropriate principal. If the illness causes a need
for the student to go home, the nurse must receive permission for the student to sign-out from a parent/guardian or another person as
designated on the student’s emergency medical form. If a student goes home for lunch and does not return due to an illness, a parent

must call the Attendance Aide (425-8228)
the same day and a written excuse must be presented to the appropriate attendance aide upon
returning to school. Failure to follow attendance procedures may result in school consequences. Students who develop a pattern of not
returning from lunch due to illness may be placed on Attendance Watch.

TARDY POLICY
A student is considered tardy to school if he/she is not in his/her seat when the bell sounds and prior to fifteen (15) minutes into the first period
class. Students less than fifteen (15) minutes late to first period will report directly to class and the teacher will assign a teacher detention. Any
student arriving more than fifteen (15) minutes late to first period must sign in at the Attendance Office and may be issued an administrative
detention if a parent note or call has not been received. Excessive tardies will result in Administrative Discipline.

COLLEGE CAMPUS VISITATIONS, ARMED SERVICE TESTING & CAREER-JOB SHADOWING
Students should write or telephone the admissions office to make an appointment for a visit. This should be done at least one week in advance
because some colleges have special programs and tours for students. Others allow students to visit any time. The student should obtain a
college visitation card from their attendance secretary by presenting a note from a parent/guardian indicating the date of the visit and the name
of the college or university. This card must be shown to the attendance aide prior to the absence and should be shown to all classroom
teachers. The card must be signed by a parent or guardian, college admissions counselor and/or military personnel, and high school counselor
to ensure an excused absence. After the college visit, the card should be shown to classroom teachers and then returned to the counselor.
Students are allowed a total of four (4) days for visitation. These may only be taken during the junior and senior years. This process may now
include Career-Job Shadowing, the same process for a college visit will be followed. Please arrange ahead of time, follow all attendance
procedures and obtain written documentation from placement that you completed the visit.

FAMILY VACATION REGULATIONS
We strongly urge that parents arrange family vacations during times when school is not in session. When there is no alternative, the
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administration of Findlay High School has set the following regulations to insure uniform handling of vacation situations:
• A student is expected to give a written request from the parents to the appropriate attendance aide to obtain the excused absence request
(blue form), which will be given to the appropriate principal for his/her approval before the vacation.
• This excused absence request (blue form) should then be presented to each of the student’s teachers.
• A sincere attempt must be made by the student to obtain all of the assignments in advance and complete them upon returning to regular
classes.
The completed blue form must be returned to the attendance aide for the absence(s) to be excused.

STUDENT DISCIPLINE/BEHAVIOR CODE
NON - VIOLENCE PLEDGE
As a member of the Findlay High School community, I will:
1. Display an attitude of respect and kindness.
2. Refrain from confronting another person in anger.
3. Refrain from using or threatening any physical force.
4. Refrain from participating in any way in a physical fight.
5. Refrain from using any foul or profane language.
In order to assist me with the above, I am aware that the following interventions are available to me:
• Talk to a counselor
• Talk to a principal
• Take advantage of mediation
• Talk to a teacher

NON-VIOLENCE STATEMENT
Good conduct is based on the respect and consideration for the rights of others. Students will be expected to conduct themselves in such a
way that the rights of others are not violated. The students of Findlay High School will conform to school regulations and accept directions from
authorized school personnel. A student who fails to comply with established school rules or any reasonable request made by school personnel
on school property and/or at school-related events will be dealt with according to approved student discipline regulations. Findlay High School
will not tolerate violent, disruptive or inappropriate behavior by its students and such behavior is prohibited as set forth in the Student Code of
Conduct. The Board also does not tolerate excessive truancy. Truancy from school or from study hall will result in disciplinary action as set
forth in the Findlay High School Student Attendance Regulations.

STUDENT DISCIPLINE CODE
We at Findlay High School encourage positive choices among our students because these create an atmosphere of good conduct necessary
for effective learning. Our responsibility is to the vast majority of students who are here to learn. Rarely do students at FHS make poor choices;
however, when they do, it is necessary for the students to be properly warned of the consequences of those decisions. It is our duty and
obligation to ensure an educational environment where positive learning experiences can take place. The discipline code is listed to serve this
purpose.
The following rules of conduct apply whenever a student is on school property, at any school-sponsored activity, in the line of sight
of the high school (including open lunch) or otherwise subject to the authority of school officials. These rules also apply off school
property if the misconduct is connected to activities or incidents that have occurred on property owned or controlled by the district,
or if the misconduct is directed at a district official or employee or the property of a district official or employee. Violation on the part
of a student of any one or more of the following rules of conduct or assisting, aiding and/or abetting a student who is violating the rules of
conduct while on school property or while under the jurisdiction of the school may result in disciplinary action, including a verbal or written
warning or reprimand, referral to a guidance counselor, parental contact or conference, community service, before school, lunch or after school
detention(s), in-school assignment, suspension, emergency removal, and/or expulsion, or other alternatives deemed appropriate by the
administration including referral to the appropriate authority for prosecution.
The superintendent, principal or assistant principal may suspend a student from school for a period up to 10 days for violation(s) of the Code of
Conduct. The superintendent may expel a student from school for up to 80 days and in some cases for an entire year. A student may have
his/her Driver’s License suspended if he/she is suspended or expelled for the use or possession of alcohol or drugs or for being excessively
truant. Students who are suspended or expelled may not be present on school property, participate or attend any school activities or contests,
or be present at activities or on property controlled by the school. Suspensions result in unexcused absences and zero credit for each day of
the suspension. Full or partial credit may be earned during a suspension pending the completion of community service and/or other
interventions approved by the appropriate principal. Expulsion may result in the loss of credit for courses being taken at FHS or Millstream, or
at any college or university, CCP, at the student’s own expense. Administration has the right to reschedule ISA or reschedule OSS at their
discretion due to calamity days or unforeseen circumstances.
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Extracurricular activities and school events (such as Graduation Ceremony, Prom, and Sporting Events) are privileges not rights. Violation of
the code of conduct may result in the loss of these privileges in addition to other school discipline.
Compliance with this code is mandatory.
“Discipline yourself so that others don’t have to.” John Wooden, Basketball Hall of Fame / former coach.
1. Disruption of School - A student shall not, by use of action, words, gestures, pictures, technology, violence, force, coercion, threat,
harassment, insubordination, or repeated lack of cooperation, cause disruption or obstruction to the educational process, including all
curricular, co-curricular, athletic and extracurricular activities. Students are only permitted to enter academic areas of the building,
such as classrooms, and are expected to leave school promptly at the end of the school day unless they are involved in a
legitimate school-related activity. Disruption of school includes failure to abide by other rules that may be established from time
to time by the board, superintendent or principal.
2. Damage to School Property - A student shall not cause, incite, or attempt to cause damage to school property, including buildings,
grounds, equipment, or materials. Fees may be assessed to replace or repair damaged property in addition to school consequences.
3. Damage to Private Property - A student shall not cause, incite, or attempt to cause damage to private property (including school
personnel’s private property on or off school premises or at any school activity). Fees may be assessed to replace or repair damaged
property in addition to school consequences.
4. Bullying and Hazing – A student shall not bully or haze students or other persons. Cyber-bullying / Abusive behavior including, but not
limited to taunting, harassing, threatening, stalking, intimidating, and/or coercing by one or more individuals against other students or staff,
perpetrated with computers, cellular phones, internet websites, and/or any other electronic device on school property, a school bus, at
school-sponsored events, or interferes with the learning environment at school is prohibited. Cyber speech which is found to be defamation
of another can result in civil liability for damages. Hazing means doing any act or coercing another, including the victim, to do any act of
intimidation or harassment to any student or other organization that causes or creates a substantial risk of causing mental or physical harm
to any person. Bullying is an intentional written, verbal, or physical act that a student has exhibited toward another particular student or
more than once and the behavior causes mental or physical harm to the other student and is sufficiently severe, persistent or pervasive
that it creates an intimidating, threatening, abusive environment or for the other students. School publications, including photos, are
protected by copyright and the use of photos without written permission is strictly prohibited. Students who engage in bullying behavior,
including cyber bullying, may face consequences up to and including school suspension. Students who fear harassment or retaliation after
a report of bullying is made should consult with their assistant principal or guidance counselor. Students may report incidents of bullying to
any school employee. Students
may also call 419-429-8994 to leave a report of bullying. Students may also go onto the FHS

webpage and submit a report that goes directly to an administrators email. Students who make false reports of bullying may be
disciplined up to a school suspension.
5. Unauthorized Bodily Contact (Level I, II, III)—The
act of physically touching and/or hitting a student or employee of the school system or

any person while on school property or while attending an event under the jurisdiction of the school. Students who urge the misconduct of
others (including fighting) may be disciplined as though they were a violator of the no violence policy. On the first offense a student
involved in a fight may be out of school suspended ten (10) days and/or recommended for expulsion.
● Level I—Unauthorized touching / contact (person to person or with an object), pushing, shoving, restraining
● Level II—Two or more students shall not knowingly cause physical harm (fighting) or behave in such a manner which
could threaten to cause physical harm to each other or other persons while under the jurisdiction of the school.
● Level III— A student shall not attempt or willingly attack another person [school staff, another student(s)] with or without
the intent to cause harm or physical injury, or behave in such a manner which could threaten to cause physical injury,
while under the jurisdiction of the school.
6. Dangerous Activities, Weapons and Instruments - A student shall not engage in any activity which threatens, endangers or tends to
threaten or endanger the health or safety of students, teachers or other school personnel. A student shall not possess, handle, transmit or
conceal any object, which might be considered a weapon or instrument of violence. A look-alike weapon will be treated as a real weapon.
• Examples of such instruments include, but are not limited to, the following: lighters, guns, knives, smoke bombs, tasers, mace,
lasers, martial arts instruments, fireworks, bullets, and/or gunpowder.
• This policy applies to bringing any of the above on school property, in a school vehicle, or to an interscholastic competition,
extracurricular event, or any other program or activity sponsored by the District.
• Examples of such activities may include: tampering with fire alarm, fire extinguishers, AED machines, breaching safety or security
measures, or any other item that may violate a local or federal law.
7. Tobacco - A student shall not smoke, use tobacco, possess, or display any substance containing tobacco, or paraphernalia (including but
not limited to e-cigarette and vaping devices), in any area under the control of the school district or at any activity supervised by the school
district.
• Students serving as a “lookout” or aiding and abetting smokers will be disciplined as though they were violators of the no-smoking
policy.
8. Narcotics, Alcoholic Beverages, Caffeine Pills, Stimulant Drugs, Prescription Medications, and Other Pills/Substances - A student
shall not display, possess, sell, attempt to sell, be in the presence of, transmit, attempt to transmit, conceal, purchase, attempt to purchase,
use or have used any steroid, narcotic drug, hallucinogenic drug, amphetamine, caffeine pill, barbiturate, marijuana, alcoholic beverage or
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9.
10.
11.
12.
13.

14.
15.
16.

17.
18.
19.

20.
21.

beverage promoted as an alcohol substitute, inhalant, drug paraphernalia, other pills/substances, or any other mind-altering substance
within any school building, on school property, during open lunch or while participating in or attending school or school-sponsored activities.
This includes the possession, sale and/or distribution of prescription drugs and over the counter medications. A student shall not use,
possess, distribute, attempt to distribute, sell, purchase, attempt to purchase, or package any counterfeit or look-alike drug. Empty alcohol
containers are also prohibited on school property. A counterfeit controlled substance is defined as:
• Any drug that bears, or whose container or label bears, a trademark, trade name, or identifying mark without authorization of the
owner.
• Any substance that is represented as a controlled substance.
• Any substance other than controlled substance that a reasonable person would believe to be a controlled substance.
Consequences for violation of this policy will follow Board of Education Policy 9.11.
Theft - A student shall not take or attempt to take into possession the property or equipment of the school district or the property of another
student, teacher, visitor, or employee of the school district.
Frightening, Degrading, or Disgraceful Acts - A student shall not engage in any act which frightens, degrades or tends to frighten,
degrade, or disgrace teachers, students or other persons by written, verbal, visual, gestural, and/or technological means.
Insubordination - A student shall not disregard or refuse to obey reasonable directions given by school personnel.
School Transportation - All students shall obey all reasonable directions given by bus drivers and comply with basic safety regulations.
Dress, Appearance - A student shall not dress in a manner that will present health or safety problems or cause disruption of school.
Examples of inappropriate dress include, but are not limited to:
• Clothing or accessories that depicts messages that are lewd, vulgar, obscene, plainly offensive, violent, sexually explicit, or that
reference drug, alcohol, tobacco, sex or gang identifiers. If you are not permitted to say it, do it, or bring it to school, you are not
permitted to advertise it or display it on your person, clothing, accessories or materials/possessions.
• Hats, head apparel, and hoodies must be off
 while in the building and
 school is in session. The head and face must be
visible at all times. Hats/head apparel including bandanas of any kind must be kept in the locker during the school day, and
cannot be carried to and from class. Hats/head apparel may be worn in a classroom if part of a course uniform or on campus
via administrative permission.
• Spiked bracelets or necklaces or long linked chains as decorative apparel.
• Brief and revealing clothing is not permitted. All shirts/tops must touch the pants/skirts while standing with arms down. Tank tops &
cut-off shirts are only permitted when/if all undergarments, back, chest & sides are covered. A tank top that meets appropriate shoulder
width criteria is a minimum of 2”.
 Tube tops, shirts with spaghetti straps, halter tops, mesh shirts (unless a T-shirt is worn underneath)
or shirts that expose the midriff are not permitted. Shorts/skirts must have a minimum of a 3”
 inseam. Skirts need to be equivalent to
the length of appropriate shorts. Shorts, skirts, and dresses need to stay at an appropriate length while walking. The overriding
determination to the appropriateness of shorts, skirts, dresses and tops will be at the discretion of administration.
• Any other apparel deemed as inappropriate by the administration.
• All dress code rules must be followed during spirit weeks/dress up days unless approved by an administrator.
Truancy/Excessive Absence/Tardiness -The adopted Board Policy applies.
Sexual Harassment - A student shall not display unwelcomed sexual advances, request sexual favors, and/or present other verbal or
physical conduct of a sexual nature.
Violations of Directions, Policies, Rules, Etc.- A student shall comply with directions, policies, rules, etc. of a teacher, student teacher,
substitute teacher, teacher’s aide, principal, or other authorized school personnel, during any period of time when the student is under the
authority of any such school personnel.
Altered or Forged Passes/Documents - A student shall not alter, forge, or use a fraudulent document.
Public Display of Affection - A student shall not commit an inappropriate display of affection and/or inappropriate bodily contact while on
the school premises, or while in the custody of the school, or in the course of a school-related activity.
Profanity/Obscene Language/Swearing - Profanity/obscene language will not be tolerated on school property. No material may be
printed, distributed, or circulated if it contains obscene or defamatory material and/or would tend to disrupt the educational process and
interfere with the rights of others to express or receive ideas or opinions.
Extortion - A student shall not compel or attempt to compel any student, school employee or other person to give up anything of value by
means of threat, harassment, intimidation, or injury to person, property, or reputation. (See 28.)
Slur - The Findlay High School Administration recognizes that in order to create an environment conducive to learning and to best facilitate
the learning process, all students, regardless of their race, color, ancestry, national origin, religion, gender identity, or sexual orientation,
have the right to an education in an atmosphere free of all forms of slurs, disparagement and intimidation. The Administration further
recognizes that certain acts against persons or groups because of a person’s or group’s race, color, ancestry, religion, gender identity, or
national origin, for the purpose of inciting and provoking bodily injury, intimidation, or harassment, poses a threat to the order and safety of
our schools and has a negative effect on the learning environment in the schools. Ethnic intimidation is the harassment or intimidation of a
person or group through the use of racial or religious slurs, profanity, denigrating racial or religious remarks, obscene gestures, and other
conduct of this type. Other forms of ethnic intimidation might be fighting, vandalism, or threats and would be punishable under one or more
sections of the Code of Conduct.
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22. Computer Technology and Network Guidelines - Students failing to follow the guidelines as stated in the handbook and/or board policy
will lose the privilege to complete work in our labs, to access accounts, or to use the Internet. They also may subject themselves to
additional disciplinary or legal action. Multiple violations could result in being banned from computer use for the remainder of the semester,
school year, or a student’s high school career. Any computer is subject to data search at any time for any reason. There is no right to
privacy on a school computer at any time. Students identified as attempting to by-pass the Internet filter are subject to disciplinary action
per the FCS technology agreement were a first offense could include termination of a student’s access to the computer network and
internet and prohibition of bringing personal technology devices to school.
23. Academic Dishonesty - A student shall not engage in academic misconduct, including cheating, unauthorized access or use of
computers, copyright infringement, and plagiarism. Students in violation of this policy may receive a zero for the work in question in
addition to other disciplinary consequences that may be imposed.
24. Bomb Threats - A student shall not make any bomb threat to a school building or to any premises at which a school activity is occurring at
the time of the threat.
25. Disrespectful Behavior - A student shall not be disrespectful toward a student, school personnel and school visitors.
26. Failure to Serve Disciplinary Assignments - A student shall not fail to serve disciplinary assignments.
27. Gang Activity - Definition: A “gang” is any group of two or more persons whose purposes include the commission of illegal acts and/or
displays or communication of any visible aspects of a gang or acts in violation of disciplinary rules. In order to insure a safe and
violence-free school, gangs and gang activities are prohibited at Findlay High School according to the following:
● Wear, possess, use, distribute, display, or sell any clothing, jewelry, emblem, badge, symbol, sign or other item that evidences or
reflects membership in, affiliation with or suggests affiliation with, any gang.
● Engage in any act, either verbal or nonverbal, including gestures or handshakes, demonstration of membership, or affiliation with,
any gang.
● Engage in any act that furthers the interests of any gang or gang activity, including, but not limited to:
○ Soliciting any person to pay for “protection” or threatening any person, explicitly or implicitly, with any other illegal or
prohibited act.
○ Painting, writing, tattooing or otherwise inscribing gang-related graffiti, messages, symbols, or signs on school property or
personal property brought to school.
○ Engaging in violence, extortion or any other illegal act or other violation of school policy.
○ Soliciting any person to engage in physical violence against any other person.
28. Threatening/Intimidation – causing another person to believe that physical harm may come to them (menacing). A student shall not
threaten with physical violence or coerce by any means any student, teacher, or other school employee or visitor. A student shall not urge
another student or person to threaten with physical violence or coerce by any means any student, teacher, or other school employee or
visitor. Intimidation shall include, but is not limited to threats used to extort money or any other item of value from another student or person
(see 20.)
29. Dating Violence or Sexting - A student shall not participate in dating violence or sexting with students or other persons. Dating violence or
relationship abuse is a pattern of behavior where a person uses or threatens physical, sexual, verbal, or emotional abuse to control the
person’s dating partner. Sexting is defined as possessing, taking, disseminating, transferring or sharing of nude, obscene, pornographic,
lewd or otherwise illegal images of photographs, whether by electronic data transfers or otherwise, which may constitute a crime under
state and/or federal law and may be reported to the appropriate law enforcement agencies. Dating Violence or sexting which occurs on
school property, a school bus, at school-sponsored events, or interferes with the learning environment at school is prohibited.
30. False reporting: A student shall not make a false statement, a false accusation, or provide false information that in any way would lead to
school personnel conducting an investigation or assigning disciplinary action. A student shall not make a false report or issue false
allegations that could or do result in law enforcement agencies being involved.

APPEALS
Suspensions may be appealed. If an assistant principal issued the suspension, the appeal is made to the principal. If the principal issued the
suspension, the appeal is made to the superintendent or designee. The student will serve the suspension upon notification. If appeal reverses
the suspension, the record will reflect the change, and the student may have the right to make up all work.

DUE PROCESS
Out-of-School Suspensions, Expulsions and Removals
Due process for out-of-school suspensions, expulsions and removals will be in accordance with Section 3313.66 of the Revised Code of Ohio.
No due process guarantees are implied as to any in-school assignment. With respect to the suspension of any student from any particular
extra-curricular activities, no due process guarantees beyond what appears in Section 3313.664 of the Revised Code are implied. The
Superintendent may prohibit a student from participating in a particular or all extracurricular activities independent of or in lieu of other
disciplinary action for any violation of this policy or any other duly promulgated rule applicable to the activity or activities in question. Similarly,
the Athletic Director, relevant coach, or director, may prohibit a student from any particular or all extra-curricular activities falling within such
person’s responsibility independent of or in lieu of other disciplinary action for any violation of this policy or any other duly promulgated rule
applicable to the activity or activities in question. The period of such a suspension shall not extend beyond one calendar year from the time the
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suspension is imposed. When out-of-school

suspension is imposed the student may not attend school or extracurricular

activities and class
work may be made-up for credit or partial credit at the discretion of the appropriate principal. Suspensions may be considered excused or
unexcused at the principal’s discretion.

EIGHTEEN YEAR OLD STUDENTS
Eighteen-year-old students must comply with the rules and regulations of Findlay High School and attend school consequences as assigned.
Parents are requested to write excuses for dependent eighteen-year-old students. Students living on their own must prove residency as
requested by the administration. Students who are 18 years old or older may be withdrawn from school for excessive unexcused absences
back to their 18th birthday or their last day of attendance. In order to monitor attendance for adult students and to provide support, 18 year old
students will be placed on attendance watch, and may be required to provide a doctor’s note or be excused by the school nurse in the event of
excessive absences.
Eighteen year old students may request in writing that they wish to be recognized as a legal adult responsible for their own education. When
this request is made, all school correspondence will be directed towards the student and the parent must communicate directly with their child
regarding their education. Upon receipt of the request in writing, a notice will be sent to the parent informing them of this decision.

FREEDOM OF EXPRESSION AND ASSEMBLY
Verbal and Written Expression and Assembly
Schools, by their very nature, must encourage free inquiry and free expression of ideas. In so expressing themselves, students maintain the
responsibility to refrain from the use of slanderous, profane or obscene remarks and to conduct themselves in such a way as to allow all
persons involved in discussion groups the opportunity to express themselves freely. Along with all other rights guaranteed by the Constitution,
the right of individual citizens to assemble peacefully is subject to careful restriction where the exercise of this right would interfere with the
rights and freedoms of other citizens. There is an appropriate time and place for the expression of opinions and beliefs. Demonstrations which
interfere with the operation of the school or classrooms are prohibited.

Symbolic Expression and Related Activities
Symbolic expression is that type of expression which conveys the personal ideas, feelings, attitudes, and opinions of an individual in a manner
more remote, but just as valid as verbal expression itself. A student shall be free to determine his/her symbolic expression, as long as it does
not endanger health or safety, damage property, disrupt the activities of others, or is not obscene.

SEARCH AND SEIZURE
The following rules shall apply to the search and seizure of school property assigned to a specific student and/or any items brought onto school
property or to a school related activity.
• General searches of school property may be conducted at any time by school authorities and may be assisted by law enforcement
authorities.
• The school will cooperate fully with police investigations, including but not limited to the use of canine patrol programs subject to Board of
Education policy.
• Where it appears to school authorities that it is necessary to prevent immediate harm, either to a student himself or to others, a student,
like any other citizen, may be questioned or searched. Any search of a person shall be done in private.
• There shall be reasonable suspicion for school authorities to believe that the possession of certain items constitutes a rule violation.
• Lockers are the property of the Board of Education and students are assigned lockers for storage of items. Searches may be conducted at
any time.
• Illegal items (firearms, weapons, smoke bombs) or other possessions reasonably determined to be a threat to the safety or security of
others shall be seized by school authorities and the student and parents involved shall be notified.
• Items which are used to disrupt or interfere with the educational process will be removed from the student’s possession.
An automobile, used by a student as transportation to and from school or any school-related activity, may be searched. Any student who
exercises the privilege of parking an automobile on school grounds shall be considered to have given implied consent to a search of such
automobile at any time a search is requested by the school administration.

SURVEILLANCE CAMERA
Students are duly informed that behavior may be monitored on school property and/or adjacent property by security cameras. In accordance
with FERPA, access to surveillance camera tapes and material is prohibited.
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TECHNOLOGY
COMPUTER TECHNOLOGY AND NETWORK GUIDELINES
Several hundred users share the computing resources at Findlay High School. To protect the integrity of the networks and workstations, users
are expected to exercise responsible, ethical, and unselfish behavior when using any technology equipment at Findlay High School. Each
student is responsible for reading and abiding by the Student Acceptable Use and Internet Safety Policy (9.21). Failure to comply may result in
disciplinary action and/or loss of computer privileges, access to accounts and/or use of the internet. Multiple violations could result in being
banned from computer use for the remainder of the semester, school year or a student’s high school career. Violations may be referred to the
appropriate legal authorities and/or other legal action may be pursued. Exceptions to any of these rules are permitted only under direct teacher
supervision.
1. To deny a student under the age of 18 computer network and internet access at FHS, a parent/guardian must complete an “opt out” form,
available in the main office.
2. Students may only access the district network and/or internet by using their assigned network account. Use of another person’s
account/password is prohibited. Students may not allow other users to utilize their passwords.
3. Students may not seek or suggest to other students to seek information on, obtain copies of, or modify files, data or passwords belonging
to other users, or misrepresent other users on the network.
4. Students may not upload, download, create or transmit confidential information, harmful components or corrupted data, or vandalize the
property of another. Vandalism includes any malicious attempt to hack, alter, harm or destroy software, hardware, data of another user,
other Network resources, or the use of the Network to destroy anything on the Internet or outside Networks.
5. Students may not engage in computer activities that degrade or disrupt the operation of the Network or that waste limited resources. For
example, don’t waste toner, paper in printers or send “junk e-mail.”
6. Students are encouraged to save and store their work in their server account, understanding that school staff may review student computer
files or messages. Material may be reviewed for grading and appropriate content. Files may be reviewed for harassing or threatening
material, and/or any vulgar or obscene content.
7. Students are not to modify or remove any identifying labels on computer equipment.
8. Students are permitted to use networked and school-supplied software. Programs written by the student as part of an assignment in a
course may be run, as required, with teacher supervision.
9. Students may not install or delete programs on the school’s desktop computers. Students may download and install school appropriate
programs on their Chromebooks in accordance with the Findlay City Schools 1:1 handbook for Student and Parents..
10. Students shall not remove, alter or copy Network software for their own personal use or for the use of others.
11. All electronic communication between students and teachers should take place through their district assigned accounts.
12. Students are asked to advise school staff when they observe any violation of the school’s policy for the use of the school’s computers
and/or when a computer malfunctions in any way.
13. Students may not use the District’s computers or network to offer for sale any substance the possession or use of which is prohibited by
law or the Student Discipline Code.
14. Students may not create, copy, view, transmit, download, upload, or seek, sexually explicit, obscene or pornographic materials, and/or any
materials that include the design or detailed information for the purposes of creating any explosive device, materials in furtherance of
criminal activities or terrorist acts, threatening materials or any other materials that violates or encourages others to violate the law or the
Student Discipline Code.
15. Students may not upload, download, copy, redistribute or republish copyrighted materials without express written permission from the
owner of the copyright. Students should assume that all materials on the Network are protected under copyright laws unless there is
explicit permission on the materials to use them.
16. Students may not use web proxies to view, download or seek materials, files, information, software or other content that may be offensive,
defamatory, misleading, infringing, or illegal, or view or access content or information unrelated to the curriculum.
17. Students are prohibited from using proxy applications to get around FHS internet filters on personal devices such as: android phones,
iPhones, iPods, etc. in order to access content prohibited by the school. Any student engaging in such activity will receive an “IBOSS
ALERT - HIGH RISK ACTIVITY DEVICE LOCK” message and will be blocked from the Findlay City Schools wireless network. A Student
in violation can only get back on FHS wireless network will need to register their device (android phone, iPhone, iPod, etc.) with
technological support staff.
18. Students may not post or distribute inappropriate photos or media (pornography, dangerous, or hate-related media of any kind)
electronically. This includes cyberbullying or harassing another individual (student or employee) or posting/transmitting information of any
kind about another person without their consent, including, but not limited to videos, images, audio, text, or any other media.

ELECTRONIC DEVICES (B.Y.O.T)
Providing students and staff with a 21st century digital learning environment is part of the technology plan for Findlay City Schools. Students
will be permitted to bring their own technology devices (such as laptops, eReaders, iPads, Smart Phones, etc.) to use at specified times during
the school day. Cell phones and Smart Phones, as voice and text communication devices, are a separate category addressed in the
handbook.
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Use of these devices, intended to enhance learning in the classroom, will be permitted when deemed appropriate at the individual teacher’s
discretion. Students should be aware that these devices should be used for educational purposes only. Each teacher has the discretion to
limit or forbid the use of a student’s personal electronic devices in their classroom.
When using their own equipment, students must follow the guidelines below which are in addition to, and in expansion of, the District’s
acceptable use guidelines for students using District provided equipment:
1. Students using their own electronic devices must use the “Guest” or “Student” wireless Internet access provided by the District. ”These
wireless networks provide Internet access that is filtered so that students cannot access inappropriate materials during the day or on
school property. Internet connections from outside sources allowing 3G, 4G, 5G, etc. access are not permitted on school grounds as the
District must abide by the Children’s Internet Protection Act.
2. Students must not create, publish, submit or display any material or media that are abusive, obscene, sexually oriented, harassing,
damaging to another’s reputation, or illegal and should report any instances encountered.
3. Students may not use the camera feature on their electronic device to capture, record, or transmit audio, video, or still photos of other
students, faculty or staff without explicit permission being given by the subject of the video or photo.
4. Students may never use their personal electronic device in restrooms or locker rooms.
5. Use of a student’s personal electronic device in the classroom, or at any school-sponsored event, is at the discretion of the administration,
faculty or staff.
6. Students are responsible for keeping their personal electronic devices safe and secure. The district is not responsible for any
device lost, stolen or damaged while on school property.
7. Using your personal electronic device is a privilege, not a right. Students may be denied access at any time. As with your other personal
property brought to school, students should not have any expectation of privacy on personal electronic devices brought onto school
property. If improper use of technology or abuse of this, or the student acceptable use policy is suspected, the administration, faculty
and/or staff have the right to examine the student’s electronic device.
8. Students must never use their personal electronic device to access, modify, download or install computer programs, files or information
belonging to others.
9. The District will primarily provide technical support for school owned devices. Technical support for B.Y.O.T devices may be provided only
as time permits.
10. The District may not provide users of personally owned devices the opportunity to charge those devices on school property.
11. Any disciplinary action that occurs due to a student’s personal device being used improperly will be dealt with at the discretion of the
building administrator as prescribed by the student handbook.
These guidelines may be altered by the administration at any time based on violation of these rules and disruption(s) to the educational setting.

CELL PHONES
The administration realizes that technological advancements have led to an increased number of students who have cell phones. In order to
preserve academic integrity and the safety of the learning community, it will be necessary to place some limitations on the use of cell phones at
school. Violation

of this policy may result in disciplinary action being taken, as well as the cell phone being confiscated. When a cell phone is
confiscated, the student and/or parent may retrieve the phone from the appropriate principal at the end of the day, provided there are no
concerns with the contents of the phone. Bringing a cell phone to school on a scheduled school day is a privilege, not a right; a student does
not have a legitimate expectation of privacy as to the contents of a cell phone the student chooses to bring to school. However, a cell phone will
only be searched if there is a reasonable individualized suspicion that the cell phone may have been used as a part of a school-related
prohibited activity identified in the student handbook. The

school and school personnel are not responsible for lost or stolen cell phones.
Cell phones may be taken by a teacher and brought to the office due to a student not following BYOD guidelines.

COMPUTER LAB GUIDELINES
Students must sign in and present an ID before the tardy bell unless otherwise authorized by an administrator or a teacher. Computers will be
used for
 school related projects only. Materials may only be saved to a student account. Print

only what you need using print preview up
to 10 pages. Color printouts must be teacher approved and if printing multiple pictures, then a minimum of 2 pictures per page is required.
Clear WATER bottles must remain on the floor. Disruptions may result in removal from computer labs.

LUNCH / CAFETERIA USAGE
Our high school will operate on the basis of an open lunch period for grades 10-12. During your scheduled lunch period you may leave the
building to eat if you wish, but it is your responsibility to be back on time and you must return to the building through the appropriate doors.
Under some situations, students may be assigned a Lunch Detention. Those of you who elect to stay in the building must eat your lunch in the
cafeteria or other designated areas. You may bring your own lunch from home or may purchase one in the cafeteria. The price for a school
lunch will be $2.85

for the 2017-2018 school year. Students are only permitted to have food in the cafeteria during their assigned lunch period.
There are several serving lines. A complete tray lunch will be served on two lines inside the kitchen and at the Deli line which will serve a
variety of salads, wraps, and miscellaneous entrees along with a la carte items. Leave nothing on the tables. Do your part to see that the
cafeteria is kept clean. Card playing is permitted only during the lunch periods and only in the cafeteria area. No gambling is permitted.
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FREE/REDUCED LUNCH
In the event that financial concerns arise that make it difficult to purchase school lunches, students should see their counselor and apply for
free and/or reduced lunch. Federal Regulations require all schools to verify the income of applicants for free and reduced lunch. Parents or
guardians must have their child pay or pack lunch until the Food Service office approves the application. Applications are available in the Main
office.

OPEN LUNCH CONTRACT GRADES 10-12
Lunch Behavior
Open lunch is a privilege that must be earned and certain standards must be followed while off campus, or a student will lose the privilege.
Findlay High School currently has an open lunch for students in grades 10-12 who have signed the Open Lunch Contract. Freshman lunch is
closed. Students are expected to behave responsibly during lunch either on or off school property. If a student is disruptive, he/she may be
assigned “Closed Lunch”. The lunch detention assignment will directly reflect the infraction. Serious infractions will result in lunch detentions
for the remainder of the school year. The following standards are expected while off campus:
1. Appropriate behavior at all times. Examples of inappropriate behavior include, but are not limited to: fighting, smoking and causing
disturbances in the community.
2. Keep safety in mind at all times. Cross the street at proper places and at the appropriate time.
3. No trespassing on private property. It is expected that students will respect our neighbors.
4. There will be no loitering. The corners must stay clear so students can use the crosswalks.
5. No littering. Please place refuse in appropriate containers.
6. Use sidewalks at all times. Do not walk in the streets.
7. Students in grades 10-12 may walk to local restaurants during open lunch. Students will NOT be permitted to drive off campus during open
lunch.

“SMART SNACKS”
The Healthy Hunger-Free Kids Act of 2010 directed the USDA to establish nutrition standards for all foods and beverages sold to students in
school during the school day, including foods sold through school fundraisers. The new Smart Snacks in School nutrition standards will help
schools to make the healthy choice the easy choice by offering students more of the foods and beverages we should be encouraging – whole
grains, fruits and vegetables, leaner protein, lower-fat dairy – while limiting foods with too much sugar, fat and salt.
Applicability of the Smart Snacks Standards
· The Smart Snacks standards are applicable during the school day, which is defined as the midnight before to 30 minutes after the end of
the instructional day. If such programs are operated in the school during the school day, or if afterschool snacks or meals are provided within
the 30 minute window after the end of the instructional day, any other food available for sale to students at that time must comply with the
Smart Snacks requirements.

SENIOR PRIVILEGE GUIDELINES
•
•
•
•

Must be on track for graduation to be dismissed from a first or last period study hall
Complete form on FHS website for consideration
The student is to continue to report to study hall until notified that it has been approved and the schedule has been changed.
The student’s parents or administrator may revoke this privilege for any reason.
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FINDLAY HIGH SCHOOL
EXTRA-CURRICULAR ACTIVITIES
RULES AND ELIGIBILITY
*See Parent & Student Interscholastic Athletic Handbook for full details.
GOALS & PHILOSOPHY
Findlay City Schools believes that all participants covered by these rules are students who have a strong influence both in our community and
among the student body. With this opportunity comes the responsibility of being a good role model. Thus, these rules are designed to
discourage all participants in extra-curricular activities, from the use of drugs, alcohol, and tobacco in any form.
These rules are established for the benefit and well-being of the students. Your support and encouragement for your student

to abide by these
rules are in effect year round. The Extra-Curricular Activities Rules and Eligibility Policy are posted on the school
rules is vital. These

website and in the FHS main office. Students participating in extra-curricular activities will receive a copy of the policies and
procedures. Students participating in extra-curricular activities will be required to submit to all Findlay City School District policy and
procedures.

GOOD SPORTSMANSHIP / ATTENDANCE AT ATHLETIC EVENTS
The Student Athlete Leadership Team (SALT), administration and staff at FHS promote enthusiastic support of our athletic teams. Please
display positive behavior that promotes good sportsmanship by treating all fans, officials, coaches and student athletes with respect.

RESPONSIBILITY OF SCHOOL & COACHES/ADVISORS
Prior to the first meeting/event of the season, coaches/advisors are to hold a meeting open to parents and students for the purpose of
reviewing these rules and additional rules specific to a sport or activity, eligibility guidelines, and any other information relative to the sport or
activity. We strongly encourage parents and their children to review these rules together.

ELIGIBILITY
In order to remain eligible to participate in extra-curricular activities, students must adhere to the following requirements:
A. The current Ohio High School Athletic Association minimum standards:
1. A student in grades 9-12 must have passed five or more credits during the preceding grading period.
2. A student in grades 7-8 (includes incoming 9th graders) must have received passing grades in 75% of the subjects in which he/she
is enrolled during the preceding grading period.
B. Maintained a minimum 1.5 GPA in the previous grading period.
C. Received no more than one F in classes in which he/she was enrolled during the preceding grading period, whether for full or partial credit.
D. After a student completes the eighth grade, or is otherwise eligible for high school extra-curricular activities, the student may be eligible for a
period not to exceed eight semesters taken in order of attendance, whether the student participates or not.
It is strongly recommended students/athletes carry more than the minimum five credits since some classes are worth one full credit, some 1/2
credit, etc. Summer
school grades may NOT be used for eligibility purposes in

 accordance with the Ohio High School Athletic Association
standards.
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NON-DISCRIMINATION POLICY
The board affirms that, consistent with and to the extent required by applicable law, no person shall, on the basis of gender, race, color,
national origin, or disability be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any educational
program or activity conducted under its auspices. This shall extend to employees therein and to admission thereto. Inquiries concerning the
application of this policy may be referred to the Superintendent or designated coordinator. This policy shall prevail in all Board policies
concerning school employees and students. When this handbook is in conflict with the provisions of Ohio Revised Code 3301.60 (Interstate
Compact on Educational Opportunity for Military Children), the provisions of ORC 3301.60 will apply. This handbook does not supersede ORC
3301.60.
The Board designates:
Director of Elementary Instruction - Title I Coordinator
Director of Secondary Instruction - Title VI Coordinator
Assistant Superintendent - Title IX Coordinator
Special Education Coordinator - Section 504 Coordinator
Complaints should be referred to:
Title VI (race, color and national origin)
Mr. Troy Roth
1219 Broad Avenue
Findlay, Ohio 45840
419-425-2569
Title IX (gender)
Mr. Troy Roth
1219 Broad Avenue
Findlay, Ohio 45840
419-425-8202
Section 504 (disability)
Ms. Stephanie Roth
1200 Broad Avenue
Findlay, Ohio 45840
419-425-8238

--x--

WELCOME TO DONNELL MIDDLE SCHOOL
The administrators and staff of Donnell Middle School welcome you to what we hope will be an exciting
year. During your years in middle school, you will grow and change in many ways, and our entire staff is
committed to helping you become a mature, responsible citizen. Changes and new experiences are
sources of questions. Remember that our staff has your best interest at heart; feel free to ask questions
and take advantage of all the help that is available to you. In addition, you may be given a set of
classroom rules from each teacher. Read your handbook so that you can do your part to maintain a
healthy and safe learning environment at Donnell Middle School.

FINDLAY CITY SCHOOLS MISSION STATEMENT
Educating and empowering for life.

STUDENT EXPECTATIONS
We have high expectations for Donnell students. Good citizenship involves being courteous and
respectful to others and their property, being punctual, cooperative, orderly and following all guidelines
and procedures. Students should understand that we are here to learn. Those who violate established
rules and procedures will be treated fairly, firmly, and swiftly. The right to due process will be afforded to
every student. These general guidelines for good citizenship have been established for Findlay students:
1. Incorporate the 7 Habits of Highly Effective People in their daily lives.
2. Appropriate behavior will be expected at all times: coming to school, during school, after school,
and at school functions.
3. Maintain a positive attitude.
4. Follow classroom expectations.
5. Respect the rights of others, their property, and school property.
6. Proper language and dress will be expected of all students.
CITIZENSHIP
Findlay City Schools has developed nine virtues as the backbone of good citizenship. These virtues are
responsibility, courage, compassion, perseverance, respect, appreciation for diversity, hope, integrity, and
self-discipline. Donnell is committed to helping students achieve these virtues as well as the 7 Habits.
ATTENDANCE PROCEDURES
In accordance with Ohio law, students are expected to be in school every day on time, unless with
legitimate excuse. When a student is absence from school, the parent/guardian should call the child’s
school to report the absence the day of the absence. When a student returns to school after an absence,
he/she must present a written statement certifying the reason for the absence from a parent/guardian or
professional person within two (2) days. Written documentation is a request to excuse the absence. In
cases of extended absence, a parent/guardian is required to notify the school of the doctor’s orders
requiring the student to be absent. The doctor’s documentation explaining the requirement for the
absence must be provided to the school, in writing, within 3 days of the first day of the doctor’s order for
the absence.
Auto Caller: As a part of our safe arrival process, a daily absence check is conducted by office staff.
SafeArrival allows parents to report their child’s absence quickly and conveniently in one of three ways:
1. Parents can call into an automated interactive telephone system via a toll free number (1-844305-3755) through which absences can be reported.
2. Parents can log into a website, fcs.schoolconnects.com to authenticate their Portal account to
report absences and update contact information.
3. Parents who have authenticated their accounts and have either an iOS or Android device can
download an app that can be used to report absences.
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A school day is 7 hours for grades 6- 8; 6.5 hours count towards attendance. Examples of excused
absences include:
A. Personal illness (a physician’s statement verifying the illness may be required)
B. Illness in the family necessitating the presence of the child
C. Quarantine of the home
D. Death in the family (funeral)
E. Necessary work at home due to absence or incapacity of parent(s)/guardian (s)
F. Observation or celebration of a bona fide religious holiday
G. Out-of-state travel (up to a maximum of four (4) days per school year) to participate in a Districtapproved enrichment or extracurricular activity
Any classroom assignment missed due to the absence shall be completed by the student
H. Such good cause as may be acceptable to the Superintendent
I. Medical/counseling/court appointments
Examples of unexcused absences include, but are not limited to the following:
A. Transportation (car trouble or missed the bus)
B. Refusal to attend school
C. Babysitting
D. Waking up late / oversleeping
E. Absences not verified in writing
F. Shopping, haircut/beauty shop appointments, family errands, fishing, hunting, or similar activities
Attendance may not always be within Donnell. A student will be considered in attendance if present at
any place where school is in session by authority of the Board. The Board shall consider each student
assigned to a program of other guided learning experiences to be in regular attendance when the student
reports to assigned staff member(s) for guidance at the place in which the student is conducting study,
and regularly demonstrates progress toward the objectives of the course of study.








UNEXCUSED ABSENCE AND TRUANCY PROCEDURE
Schools shall send notice to the child and parent/guardian in writing the legal consequences of being
truant once child has 15 or more hours of unexcused absences, and notify them of their
responsibility to cause the child to attend school immediately (ORC Sec. 3321.19)
Schools shall send notice to parent/guardian of child with 21 or more hours of unexcused
absences requiring the attendance of parent/guardian, and children grades 5-12, to attend parent
education program (educational program’s purpose is to encourage parental involvement in
compelling the attendance of the child at school) (ORC Sec. 3321.19)
Schools may notify parent or guardian of students with 25 or more hours of unexcused absences,
in writing, the legal consequences of being truant
The child is considered a habitual truant when the child is absent without legitimate excuse for 30 or
more consecutive hours, 42 or more hours in a school month, 72 or more hours in a school
year. When a student is considered to be a habitual truant the school district shall implement an
absence intervention plan (ORC Sec. 3321.19 and Sec. 3321.191).
Filing complaints of truancy and contributing (ORC Sec. 3321.191 and Sec. 2151.27)

EXCESSIVE UNEXCUSED OR EXCUSED ABSENCE PROCEDURE
If a student accumulates 38 hours or more in one school month or 65 hours or more in a school
year of excused or unexcused absences the attendance officer shall notify the guardian in writing
within 7 business days after the date after the absence that triggered the notice requirement (ORC Sec.
3321.191). Once this criteria is met a student may be placed on Attendance Watch (excluding OSS).
The Attendance Watch program will closely monitor the student’s attendance in an effort to minimize
absences and provide assistance to the student and/or family. The student will be required to turn in a
documented written excuse from medical, counseling, or other official personnel (other than parent written
notes) that specifies the student’s name, reason for the absence, and the date and times to be excused,
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to the school within 2 days of the absence. Students who are ill may also be excused from school by the
school nurse.
Student’s may be placed on Attendance Watch at the beginning of a school year based upon last year’s
attendance records or during the current school year when the student has 38 hours or more in one
school month or 65 hours or more in a school year of excused or unexcused absences. The
Principal/Assistant Principal, Attendance Case Manager, or counselor may meet with the student and
develop a plan to improve school attendance. The attendance of students moving into the district will be
reviewed using the same criteria for Attendance Watch.
The school may also take any appropriate action as an intervention strategy, such as:
1. Place the student on Attendance Watch
2. Provide counseling
3. Request or require the parent/guardian to attend a parent/guardian education or mediation program
4. Implement an absence intervention plan that will vary based on the individual needs of the student
5. Make community referrals to provide assistance as appropriate to the student and their families in
reducing absences
6. Take legal action under section 2919.222, 3321.20, or 3321.38 of the ORC
A student cannot be out-of-school suspended, expelled, or removed from school solely because of
truancy issues. Per Board of Education Policy 9.16, information regarding student attendance will be
reported to the department of education.
APPLICATION FOR PLANNED EXTENDED ABSENCE
Those students whose parents/guardians request permission for them to miss school three or more days
for the purpose of vacation, trips, etc., should complete the Student Vacation form. This application
should be picked up from and returned to the attendance office a minimum of one week before the
absence, so special arrangements can be made for make up work and to advise teachers of the dates the
student will be absent. The achievement tests will be given during the spring; therefore, we
encourage you not to schedule vacations during this time.
ARRIVAL AND DISMISSAL
Students are not allowed in the building until 7:20 a.m. unless under teacher or administrative
supervision. Students chosing to have breakfast are able to enter the bulidng at 7:10 a.m. Walking
students are not to come early! Early arrival is permissible with prior teacher approval or a note from a
parent or guardian. At dismissal, students are expected to be out of the building and off school
property by 2:45p.m., unless they are under the supervision of a teacher, coach, or administrator. All
activity groups must have a teacher or administrator present. Once a student enters the building in the
morning, they need to stay in the building.
ASSIGNMENTS DURING ABSENCES
If you are absent from school three (3) or more days, you may have your parent/guardian request
assignments covering the absence or projected absence. They should call the school by 9:00 a.m if they
want to pick up the assignments later that day. Parents or guardians are asked to pick up their student's
assignments between 2:45 and 3:15 p.m. in the main office. If such a request is made by the
parent/guardian, the student should attempt to have those assignments completed prior to returning to
class. Make-up work is the student's responsibility. Failure to assume this responsibility may result in
failing grades for the incomplete work. The student must contact the teacher and arrange to complete
work under the following guidelines.
One day's absence - make up the next day
Two day's absence - two days to make up
Three or more consecutive days - number of days absent equals the number of days to make up the work
unless time is extended by the administration.
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Any time a student knows he/she will be absent (ex: field trip, concert, etc.), arrangements to make up
work should be made with teachers prior to the absence. Families with internet access, please check
Progressbook daily to view homework assignments.
INCLEMENT WEATHER
If severe weather makes it necessary to close schools, radio stations WFIN (1330 AM)/ WKXA (100.5
FM) or Toledo Television stations 11,12, and 13 will make the announcements early in the morning.
Please listen to the radio and/or television channels. You may also visit the district website,
www.findlaycityschools.org, and select “News and Delays” or www.thecourier.com. Please do not call the
school or radio stations. All extra curricular and athletic programs are also cancelled at the middle school
level when school is closed.
PERFECT ATTENDANCE AWARD
We believe that maintaining excellent attendance is a major factor in achieving academic success.
Students who maintain perfect attendance (no absences and no tardies) will be honored and presented
with an appropriate award at the end of the school year.
TARDINESS
If a student arrives late to school or leaves school early the student and/or their parent/guardian must sign
in/out with the attendance office. Excessive tardiness may result in administrative discipline. If a student
arrives to school within 30 minutes of the last bell ringing the student will be marked “tardy”. If the student
arrives 30 minutes or later after the last bell rings the absence will reflect either excused or unexcused
hours, depending whether the attendance procedure stated above was followed (parent/guardian
providing documentation explaining the absence).
If a student leaves school 30 minutes or less before the end of the school day, based on the dismissal
time, the student will be marked as “early release”. If the student leaves more than 30 minutes of the
dismissal time the absence will reflect either excused or unexcused hours, depending whether the
attendance stated above was followed (parent/guardian provided documentation explaining the absence).
TRANSFERRING TO ANOTHER SCHOOL
If a student is planning to move, or for any other reason you must transfer to another school, contact the
principal to find out what steps must be taken before you leave Donnell Middle School. It is essential that
you follow proper procedures so that we may forward your school records to your new school. Students
must return all textbook and school owned materials prior to the transfer to avoid fees.
HEALTH SERVICES
LICE
Students found with live lice will be dismissed with parent/guardian and excused for one additional day for
lice treatment. Students are expected to return to school with a parent/guardian the next school day to be
rechecked by school nurse or principal designee. Student will be readmitted to school if no live lice are
found and a noticeable improvement is made on nit removal.
MEDICATIONS and SCHOOL NURSE
A registered nurse is in the building on a regular schedule. If the nurse is absent from the building and
you become ill, check into the attendance office. Students are not permitted to carry any medications
and/or pills/substances of any type at school. This includes over-the-counter medications and
prescriptions. If you need to take prescribed medicine at school, it must be stored in the nurse's office.
Please take the medicine to the attendance office when you arrive at school. Your
parent(s)/guardian(s)/physician will need to sign a consent form in order for the medication to be
dispensed at school. In Final Forms, parents must also sign permission for students to take over the
counter medications in the clinic. Students are not permitted to carry over the counter medications or
distribute over the counter medications to other students. The Board of Education policy for medication at
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schoool is in accordance with the state law.
SCHOOL COUNSELING SERVICES
The counselors provide many services to the middle school students. The counselor’s focus on three
domains: Career, Personal-Social and Academic. If a student would like an appointment he/she may
make the necessary appointment before or after school, during a class change, or by emailing with one of
counselors. Individual appointments made during class time must be with the approval of classroom
teachers, the counselor and/or administration. In addition to individual appointments, the counselors also
present lessons in classrooms and provide groups that all help to improve student achievement. To
obtain additional information and on resources of the counseling program visit the counselor’s
website, http://counseling.fcs.org.
Suicide Intervention Procedure: If a student is a serious threat to self, the school counselor will refer to
appropriate psychiatric services. Upon this intervention the principal and parent or guardian will be
notified. If parent or guardian objects to the recommendation of the appropriate psychiatric services, the
principal may contact the appropriate public or private agency. It is incumbent upon the family to get their
child evaluated/cleared to return to school, once an evaluation is requested.
PARENTS SEEKING ASSISTANCE
The Findlay City Schools have always maintained an open door policy to listen to your questions and
concerns about your child's education. If you have a concern about classroom instruction or your child's
academic achievement, you should first contact your child's classroom teacher. If further assistance is
needed, the building principal or assistant principal should be contacted. If you have a social or emotional
concern for your child, the building principal, assistant principal, or guidance counselor should be
contacted. They will be able to assist you or direct you to the proper community agency. General
questions or concerns regarding the School District should be directed to the Superintendent or the
Assistant Superintendent. The home and school working together will enable your child to have a
successful school experience. We encourage you to call us if you have a question or concern.
Parents have the ability to check their student’s progress and grades on-line. If you did not receive a
password or have misplaced yours please go to your middle school website and click on Check Student
Grades assistance, fill in the form for a request and submit. The parent access site is located at
https://parentaccess.noacsc.org/. Further questions about grades in Progress Book should be directed to
the student’s teacher and/or counselor.
Teachers, administrators, counselors, and other school staff are here to help students who may have
concerns. If you have any concern about school, please talk with your teacher or other school personnel.
Mr. Edward Kurt
Mr. Troy Roth
Glenwood
Janice Panuto
Anthony Nugeness
Bethany Barnhart (A-L)
Megan Kirian (M-Z)

Principal
Asst. Principal
Counselor
Counselor

Superintendent
Asst. Supt.

425-8253
425-8254
429-3746
429-3747

425-8212
425-8202
Donnell
Don Williams
Kelly Glick
Darlene Mack
Kristyn Bishop

Principal
Asst. Principal
Counselor (A-M)
Counselor (N-Z)

425-8240
425-8241
429-3708
429-3703

NEED HELP FINDING HELP? Dial 2-1-1
2-1-1 is a free and confidential way to get and give help in your community. One call gives you easy access
to information and referral 24 hours/7 days a week. 2-1-1 connects you with health and human services,
such as food, shelter, childcare, physical and mental health services, support for seniors and persons with
disabilities, assistance for immigrants and more! To speak with a professional dial 2-1-1 or 1-800-650-HELP
(4357). Hearing impaired dial 7-1-1. www.hancockcounty2-1-1.org
Do you or someone you know need help,
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feeling stressed or
need to talk?
Please call (24/7): 1-888-936-7116
This is a toll-free crisis hotline number that will listen and help!
GENERAL INFORMATION
ATHLETIC ELIGIBILTY
The eligibility or ineligibility of a student commences with the start of the fall sports season. A student
enrolling in the seventh grade for the first time will be eligible for the first grading period regardless of
previous academic achievement. Thereafter, in order to be eligible a student in grade 7or 8 must be
currently enrolled and must have been enrolled in school the immediately preceding grading period. The
student must receive passing grades during that grading period in 75% of those subjects in which the
student received grades and must not have more than 1 “F”. The student must have also earned a 1.5
GPA or higher.
BICYCLES
Bicycle racks are provided for your convenience. For the safety of your bicycle, LOCK IT! In the event
that your bicycle is stolen and/or damaged, the school is not liable. Students must walk their bicycle
to/from the bike racks while on school property.
COLLEGE CREDIT PLUS
Ohio’s College Credit Plus can help students earn college and high school credits at the same time by
taking college courses from colleges and/or universities.The purpose of this program is to promote
rigorous academic pursuits and to provide awide variety of options to college-ready students. Successful
completion of a three ormore credit-hour college course will result in 1.0 Carnegie unit earned at the high
school. A two credit-hour college course will earn a student 2/3 of a high school credit and a 1 hour
college credit course will convert to 1/3 of a high school credit. In many instances CCP is free, however
students who fail a course will be responsible for associated costs of that course. If you choose to attend
a private college or university, the student may be responsible for a portion of the costs. Responsibility for
transportation rests with the student. Students will be expected to follow the rules and regulations set by
the college/university as well as the school’s expectations. FCS in grades 7-12 will be offering CCP
courses at Findlay High School, depending on teacher credentialing and student requests. Students
enrolled in college courses may still be required to take End of Course exams for certain courses. In
some cases, the final grade may correspond with a point scale used for graduation requirements.
Classes failed or withdrawn with an “F” will receive an “F” on the high school and college transcripts and
will be computed into the high school and college GPA. If a passing grade is not received, the district may
seek reimbursement for the amount of state funds paid to the college on your behalf for the course. The
school district may withhold grades and credits received for high school courses taken until
reimbursement has been made. Students must notify the district by April 1st of the previous school year
to participate. Please see school counselors for any FAQ’s and https://www.ohiohighered.org/ccp to learn
more.
DIRECTORY INFORMATION/STUDENT RECORDS
Donnell makes directory information available upon a legitimate request unless a parent/guardian notifies
the school in writing by October 1 of each school year that (s)he will not permit distribution of the following
information. Under Ohio Law, directory information includes the following: Student’s Name, address,
telephone listing, date and place of birth, major field of study, participating in officially recorgnized
activities and sports, weight and height of members of athletic teams, dates of attendance, date of
graduation and awards received. The right of confidentiality and protection from improper disclosure will
be in accordance with the Family Educational Rights and Privacy Act of 1974 and the Uninterrupted
Scholars Act of 2013.
FREE AND REDUCED LUNCH
In the event that financial concerns arise that make it difficult to purchase school lunches, students should
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see their counselor and apply for free and/or reduced lunch. Federal Regulations require all schools to
verify the income of applicants for free and reduced lunch. Parents or guardians must have their child pay
or pack lunch until the Food Service office approves the application. Applications are available in the Main
office.
INCOMPLETES
You must make up all incomplete work within two weeks after the end of the nine week period for which
you received the "I". If you do not make up the required work within the two week period, the "I" will
become an "F" on your grade card. Exceptions to this rule will be made in cases of extended serious
illness which are validated by a physician.
To receive credit in any subject, a student must complete the course requirements by the end of the
semester or school year. In cases of extended illness or other extenuating circumstances, a student may
be allowed extra time to complete course requirements or modification of course requirements with the
approval of the teacher and appropriate principal.
LOCKERS
Each student is assigned a locker and the appropriate combination. Students should not share lockers
with other students. The locker combination is private information.It is strictly advised that students DO
NOT exchange locker combinations with each other. All lockers remain the property of the Board of
Education and are not to be used for storing any illegal or inappropriate items. If there is reason to believe
a locker is being used improperly or illegally, it MAY be searched. Report locker problems to the main
office. Students MUST lock their school locker and their gym locker to provide security from theft.
LOST AND FOUND
All items found at school should be turned in to the attendance office immediately. Students may check in
the office before or after school for lost items. It is important that students regularly check for items they
have misplaced. It is suggested that students place some form of identification on their belongings.
Purses and wallets will be searched to find proper identification in order to return the item back to the
original owner. Items not claimed will be periodically donated to local agencies or discarded.
NEWS ARTICLES/PICTURES
From time to time, student's pictures may be taken by photographers and local newspapers to be used in
school press releases and school publications. If you object to having your child's picture and name used,
please notify the school in writing by October 1.
PARENT/STUDENT FINANCIAL OBLIGATIONS and FINES
Students who are delinquent in paying fees/fines and other financial obligations (fundraisers, pictures,
book fines, etc.) may have their school records withheld. Failure to meet financial obligations will follow
the student each year. Permanent records and diplomas from Findlay High School may be withheld until
all financial obligations have been met from kindergarten through twelfth grade. If there is a problem, the
parent needs to contact the building principal.
PERSONAL PROPERTY
The Findlay City Schools are NOT RESPONSIBLE FOR PERSONAL ITEMS ON SCHOOL PROPERTY;
this includes, but is not limited to: musical instruments, clothing, bicycles, calculators, jewelry, cell
phones, iPods, portable gaming systems, or personal electronic devices. The Donnell staff encourages
students not to bring valuables to school.
PROMOTION / RETENTION OF STUDENTS
In grades 6, 7, and 8, a student must earn at least a “D” average in four of the five core subjects
(Language Arts, Reading, Math, Science, Social Studies). Students must earn three quality points in
order to pass the course for the year. If a student fails the last two grading periods of the year, they will
not earn credit for that course. Students who do not meet grade requirements for the year, may be
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considered for retention. A student may meet grade requirements by passing classes in summer school.
Final promotion/retention decisions shall be determined by principals, teachers and parents.
SCHOOL INSURANCE
A special blanket policy is available with a cost to all students at the beginning of the school year.
SCHOOL PICTURES
All students will have their individual school pictures taken early in the school year. The students will
have the option of purchasing these pictures.
SCHOOL SAFETY / DRILLS
School safety is very important to us. We need your help in ensuring the safety of everyone at Donnell
Middle School. Students are reminded that they are not to prop doors open, rig doors to stay open or
place objects in doors to otherwise bypass door locks. Students who prop doors open, rig doors to stay
open or place objects in doors to otherwise bypass door locks will be identified using building security
resources and disciplined. All visitors must use the main entrance to enter.
When an announcement is made for any school safety drill such as a fire drill, a tornado drill, or a
lockdown, all students, staff members, visitors and other people in the building are expected to follow the
directions of school officials. Students must refrain from talking and go to the designated areas quickly,
quietly and in an orderly manner. Any student in violation of these guidelines may receive disciplinary
action.
SCHOOL SUPPLIES
The main hall vending machines contain pens, pencils, and notebook pads for your convenience.
SIGN-POSTING POLICY
All signs must be approved by a principal prior to posting.
STUDENT ACTIVITIES/CONFLICTS
Students are encouraged to participate in numerous activities offered at Findlay. We offer athletics,
academic organizations and music performing groups. All activities contribute to the social, athletic and
cognitive growth of children. Conflicts between events sometimes occur when students are involved in
multiple activities. Advisors and coaches are expected to work together to handle meeting and/or
practice conflicts. In the event of competition conflicts, our school policy recognizes that priority will be
given to academic-related competitions.
STUDENT GRADING SCALE
The following is the Findlay City School Board adopted grading scale:
A – 92 – 100%
(4pts)
B – 82-91%
(3pts)
C – 72 – 81%
(2pts)
D – 62 – 71%
(1pt)
F – 61% or Below (0pts)
STUDENT HELP SESSIONS
All teachers are available during their conference periods, home base periods and after school each day
to help students. Some teachers have regularly scheduled help sessions each week.
STUDENT HONOR ROLLS
Distinguished Honor Roll - 3.5 to 4.0 average.
Merit Honor Roll - 3.0 to 3.49 average.
The list of honor roll students is published in the local newspaper.
Academic Letters - Students who maintain a 3.5 grade point average or higher will receive an academic
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letter. This is accumulative through the first three grading periods.
ANY STUDENT WHO RECEIVES A “D” OR “F” IN A COURSE WILL NOT BE ELIGIBLE FOR EITHER
THE DISTINGUISHED OR MERIT HONOR ROLL.
TEXTBOOKS
The Findlay City Board of Education furnishes books to each student. You are responsible for books
assigned to you. For your own protection, sign your name in ink in the place provided in each book when
it is issued to you. If you lose, mutilate, or damage a book, you must pay for the damage or loss.
VISITORS
All visitors must be treated with respect. It is school policy not to permit student visitors from other schools
at any time. Other visitors entering the school are to check in at the main office to sign in and obtain the
required visitor pass. Parents are always welcome; however, prior arrangements are appreciated.
WORK PERMITS
According to Ohio Revised Code Chapter 4109, minor students 14 through 17 years of age are required
to have a work permit in order to be employed. Students needing a work permit can obtain an application
in the Main Office. Once all parts of the application have been completed, students should take the
application to the Main Office. The student’s work permit application will then be submitted to a principal
for approval, which may take up to five (5) business days. Following approval, the application will be filed
on-line to the Ohio Department of Commerce and a copy will be given to the student to give to their
employer. In order to have a work permit application approved, students must be in good standing in
regards to enrollment in and attendance at school. Students who do not remain in good standing may
have their permits revoked.
EXPECTATIONS and SCHOOL DISCIPLINE
BUSES
Riding a bus is a privilege extended to those who qualify to ride school buses to and from school. Once
these students arrive at school by buses, they are not permitted to leave the school grounds from the time
of arrival until their bus departs after dismissal. Students will be informed about rules governing their
behavior on school buses by their drivers. All school rules and procedures apply while students are
being transported by school district vehicles. This includes field trips. Bus Safety Rules are posted
in ALL Findlay City School Buses: Observe classroom conduct; Be courteous, use no profane language;
Do not eat or drink on the bus; Keep the bus clean; Cooperate with the driver and/or bus aide(s); Do not
smoke; Do not damage or tamper with the bus or equipment; Stay in your seat; Keep head, hands, and
feet inside the bus; Do not fight, push, or shove; Do not bring pets on the bus; Do not bring flammable
material on the bus; The bus driver is authorized to assign seats; and Observe quiet at ALL railroad
crossings. Students must follow safety rules and state regulations, avoid any behavior that may distract
the driver, including following designated place of safety rules, keeping the aisles and exits clear, sitting
with their back to the back of the seat and feet on the floor, school appropriate objects must be able to be
held on student laps, and students must leave or board the bus at locations to which they are assigned
(unless there is parent or administration authorization).
CAFETERIA EXPECTATIONS
It is expected that students will use the Donnell cafeteria in a respectful and responsible manner. This
means that students will treat the cafeteria as they would treat their dining area at home or restaurant.
Students are expected to clean their own areas. Rules are established by the cafeteria and/or recess
monitors and are expected to be followed. Food and drink must remain in the cafeteria.
DETENTIONS
Teachers have the authority to detain a student for up to 60 minutes for a detention. If 24 hr. written
notice cannot be obtained, then a teacher will contact a parent by phone. Detention appointments must
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be kept by the student prior to participation in school activities. Students may be assigned administrative
detention(s) for various reasons. Administrative detentions are after school and last up to 50 minutes.
FIELD TRIPS
Students may not be permitted to attend field trips if any of the following four conditions exist:
1. Student fails the course during the previous nine weeks.
2. Student is currently failing the course.
3. Student was suspended during the grading period the field trip was to be taken.
4. Student has outstanding fees.
HALLS AND PASSES
Time is set aside for changing classes. If students move directly to the next class, there is plenty of time.
Students are encouraged to stop at their lockers only before school, before or after lunch, and after
school. Yelling, running, horseplay, or other behaviors that could result in injury, such as jumping down
steps, is not permitted. Any time a student leaves a class, he/she must have a pass . Side trips to
lockers, restrooms, or other places not designated on the pass are not permitted and could result in
disciplinary action. Students must keep their hands and feet to themselves and move through the
hallways in a safe manner. Passes and class change times may be amended or eliminated to address
student behaviors.
LIBRARY AND COMPUTER LABS
The library and computer room are open for student use during the school day. For the benefit of others,
all students are urged to return checked-out materials on time. If for some reason checked-out materials
are lost, etc., and cannot be returned, the librarian should be informed immediately.
Acceptable Student Use: 1. Students may only access the district network and/or Internet by using their
assigned network account. Use of another person’s account/password is prohibited. Students may not
allow other users to utilize their passwords. 2. Students may not intentionally seek or suggest to other
students to seek information on, obtain copies of, or modify files, data or passwords belonging to other
users, or misrepresent other users on the network. 3. Students may not upload, download, create or
transmit confidential information, a computer virus, worm, Trojan horse, or other harmful components or
corrupted data, or vandalize the property of another. Vandalism includes any malicious attempt to hack,
alter, harm or destroy software, hardware, data of another user, other Network resources, or the use of
the Network to destroy anything on the Internet or outside Networks. 4. Students may not purposely
engage in computer activities that degrade or disrupt the operation of the Network or that waste limited
resources. For example, do not waste toner or paper in printers, and do not send chain letters, even for
non-commercial or apparently “harmless” purposes, as these, like “junk email”, use up limited Network
capacity resources. 5. Students are encouraged to save and store their work in their server account,
understanding that school staff may review computer files or messages that are created by the student.
Material may be reviewed for grading and appropriate content. Additionally, files may be reviewed for any
harassing or threatening material, and/or any vulgar or obscene content. 6. Students are not to modify or
remove any identifying labels on computer equipment. 7. Students are permitted to use networked
software and school-supplied software. Programs written by the student which are part of an assignment
in a school’s course of study may be run, as required, for that course of study’s requirements, with
teacher supervision.. 8. Students may not install or delete programs on the school’s desktop computers.
Students may download school appropriate apps/programs from the Internet to install on their
Chromebook in accordance with the Findlay City Schools 1:1 Handbook for Students and Parents. 9.
Students shall not remove, alter or copy Network software for their own personal use or for the use of
others. 10. All electronic communication between students and teachers should take place through their
district assigned accounts. 11. Students are asked to advise school staff when they observe any violation
of the school’s policy for the use of the school’s computers. 12. Students are asked to advise their
teacher when a computer malfunctions in any way.13. Students may not use the District's computers or
network to offer for sale any substance the possession or use of which is prohibited by law or the Student
Discipline Code. 14. Students may not create, copy, view, transmit, download, upload, or seek, sexually
explicit, obscene or pornographic materials.15. Students may not create, copy, view, transmit, download,
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or upload any materials that include the design or detailed information for the purposes of creating an
explosive device, materials in furtherance of criminal activities or terrorist acts, threatening materials or
any other materials that violates or encourages others to violate the law or the Student Discipline Code.
16. Students may not upload, download, copy, redistribute or republish copyrighted materials without
permission from the owner of the copyright. Even if materials on the Network are not marked with the
copyright symbol, students should assume that they are protected under copyright laws unless there is
explicit permission on the materials to use them. 17. Students are prohibited from using proxy
applications to get around internet filters on personal devices such as: android phones, iPhones, iPods,
etc. in order to access content prohibited by the school. Students are prohibited from using a proxy to
view, download or seek materials, files, information, software or other content that may be offensive,
defamatory, misleading, infringing, or illegal, or to view or access content or information unrelated to the
curriculum. 18. Students may not post or distribute inappropriate photos or media (pornography,
dangerous, or hate-related media of any kind). This includes cyberbullying or harassing another individual
(student or employee) or posting/transmitting information of any kind about another person without their
consent, including, but not limited to video, images, audio, text, or any other media. Example: Any
material, images/media taken from within the district or its property cannot be used for defamatory,
inaccurate, obscene, sexually explicit, lewd, hateful, harassing, discriminatory, violent, vulgar, rude,
inflammatory, threatening, profane, pornographic, offensive, or terroristic purposes. This includes, but is
not limited to, disseminating electronically (email/Instant Messaging) or posting this type of information
about another student or employee on an outside communication site such as Facebook, etc.
Exceptions to any of the above rules are permitted only under direct teacher supervision. Violations of
these rules may result in disciplinary action, including, but not limited to, termination of access to the
school's computers, detention and/or suspension. Violations also may be referred to the appropriate legal
authorities and/or other legal action may be pursued. Any parent/guardian of a student under the age of
18 may direct that the student not be given access to the Internet. An “opt out” form for this purpose may
be obtained from any school office in the school district. The complete acceptable use policy is
available online at http://www.findlaycityschools.org/policies/9pol/921_Student_Acceptable_Use_Policy.pdf
RESTROOMS
Restroom facilities should be used before or after school, or at lunch. Students who must be excused
from class to go to the restroom should have a pass signed by a teacher. Students should not be out of
the classroom more than three to five minutes. Please help maintain restroom cleanliness by disposing of
paper towels in the waste baskets, flushing toilets, etc. Students must be respectful of others and their
privacy. If issues occur, the frequency and timing of restroom use may be monitored by staff.
FREEDOM OF EXPRESSION AND ASSEMBLY
Verbal and Written Expression and Assembly
Schools, by their nature, must encourage free inquiry and free expression of ideas. In so expressing
themselves, students maintain the responsibility to refrain from the use of slanderous, profane or obscene
remarks and to conduct themselves in such a way as to allow all persons involved in discussion groups
the opportunity to express themselves freely. Along with all other rights guaranteed by the Constitution,
the right of individual citizens to assembly peacefully is subject to careful restriction where the exercise of
this right would interfere with the rights and freedoms of other citizens. There is an appropriate time and
place for the expression of opinions and beliefs. Demonstrations which interfere with the operation of the
school or classrooms are prohibited. Symbolic Expression and Related Activities Symbolic
expression is that type of expression which conveys the personal ideas, feelings, attitudes, and opinions
of an individual in a manner more remote, but just as valid as verbal expression itself. A student shall be
free to determine his/her symbolic expression, as long as it does not endanger health or safety, damage
property, disrupt the activities of others, or is not obscene.
SEARCH AND SEIZURE
The following rules shall apply to the search and seizure of school property assigned to a specific student
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and/or any items brought onto school property or to a school related activity.
 General searches of school property may be conducted at any time by school authorities and may be
assisted by law enforcement authorities.
 The school will cooperate fully with police investigations, including but not limited to the use of canine
patrol programs subject to Board of Education policy.
 Where it appears to school authorities that it is necessary to prevent immediate harm, either to a
student himself or to others, a student, like any other citizen, may be questioned or searched. Any
search of a person shall be done in private.
 There shall be reasonable suspicion for school authorities to believe that the possession of certain
items constitutes a rule violation.
 Lockers are the property of the Board of Education and students are assigned lockers for storage of
items. Searches may be conducted at any time.
 Illegal items (firearms, weapons, smoke bombs) or other possessions reasonably determined to be a
threat to the safety or security of others shall be seized by school authorities and the student and
parents involved shall be notified.
 Items which are used to disrupt or interefere with the education process will be removed from the
student’s possession.
SURVEILLANCE CAMERA
Students are duly informed that behavior may be monitored on school and/or adjacent property by
security cameras. In accordance with FERPA, access to surveillance camera tapes and material is
prohibited.
TELEPHONES/CELLPHONES
Since the school office telephones are for business use only, they will be used by students in
emergencies only. If a student must use the office phones during school hours, he/she must receive prior
permission from a staff member. Personal cell phones may only be used before and after school.
Throughout the day, cell phones must be turned off and stored in your locker.
STUDENT CONDUCT CODE
Self-discipline is one of the most important lessons education should teach. Though it does not appear
as a subject, discipline underlies the whole educational system and develops self-control, character, and
orderliness. Self-discipline is the key to good conduct and proper consideration for other people.
Approved disciplinary action may include a verbal or written warning, referral to a school counselor,
mediations, parent/guardian contact or conference, closed lunch, detentions, Weeknight School, InSchool Assignment (ISA), Out-of-School Suspension (OSS), emergency removal, and/or expulsionAll
students will be disciplined in a fair and consistent manner. The following rules of conduct apply
whenever a student is on school property, at any school- sponsored activity, or otherwise subject to the
authority of school officials. These rules also apply off school property, if the misconduct is directed at a
district official or employee or the property of a district official or employee.
Violations of the student discipline code are classified according to the seriousness of the offense.
Certain violations require immediate suspension and/or recommendation for expulsion. Other violations
may result in the discipline listed above, and/or loss of extracurricular activities (ex: pep rallies, dances,
attendance at sporting events, and/or other school rewards). ISA assignments count as an excused
absence which means students may make up work missed during the assigned time. OSS also count as
excused absences. A student with an unexcused absence or OSS may be permitted to make up
assignments, tests, quizzes missed during the absence for credit, or partial credit, at the discretion of the
principal. When an OSS is imposed, the student may not attend school or extracurricular activities and
class work may be made-up for credit or partial credit at the discretion of the appropriate principal. Note: a
student who is expelled or suspended out-of-school may not set foot on any Findlay City School property
during the suspension/expulsion. WEEKNIGHT SCHOOL lasts from 2:35 p.m. to 5:00 p.m. Failure to
attend may result in a suspension. The superintendent, principal or assistant principal may suspend a
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student from school for a period up to 10 days for violation(s) of the Code of Conduct. The superintendent
may expel a student from school for up to 80 days and in some cases for an entire year.
Suspension/No Participation Guideline – Extracurricular activities and school events (such as dances,
assemblies, pep rallies) are privileges not rights. Extracurricular activities are reserved for students who
behave appropriately in school. Any student who is issued a suspension for inappropriate behavior may
not be able to participate in Findlay extracurricular activities for any length of time as determined by the
building administration. The building principal will determine eligibility for all students under this provision.
Findlay City Schools Training Rules will be followed for all athletes in addition to the above guidelines.
Student Conduct Policy
1. Disruption of School - A student shall not, by use of action, words, gestures, pictures, technology,
violence, force, coercion, threat, harassment, insubordination, or repeated lack of cooperation, cause
disruption or obstruction to the educational process, including all curricular, co-curricular, athletic and
extra-curricular activities. Students are only permitted to enter academic areas of the building, such as
classrooms, and are expected to leave school promptly at the end of the school day unless they are
involved in a legitimate school-related activity. Disruption of school includes failure to abide by other rules
that may be established from time to time by the board, superintendent or principal. In school or on
school property after 2:45 without permission may result in school consequences for loitering.
2. Damage to School Property - A student shall not cause, incite, or attempt to cause damage to school
property, including buildings, grounds, equipment, or materials. Fees may be assessed to replace or
repair damaged property in addition to school consequences.
3. Damage to Private Property - A student shall not cause, incite, or attempt to cause damage to
private property (including school personnel’s private property on or off school premises or at any school
activity). Fees may be assessed to replace or repair damaged property in addition to school
consequences.
4. Bullying and Hazing - A student shall not bully or haze students or other persons. Cyber-bullying /
Abusive behavior including, but not limited to taunting, harassing, threatening, stalking, intimidating,
and/or coercing by one or more individuals against other students or staff, perpetrated with computers,
cellular phones, internet websites, and/or any other electronic device on school property, a school bus, at
school-sponsored events, or interferes with the learning environment at school is prohibited. Cyber
speech which is found to be defamation of another can result in civil liability for damages. Hazing means
doing any act or coercing another, including the victim, to do any act of intimidation or harassment to any
student or other organization that causes or creates a substantial risk of causing mental or physical harm
to any person. Bullying is an intentional written, verbal, or physical act that a student has exhibited toward
another particular student or more than once and the behavior causes mental or physical harm to the
other student and is sufficiently severe, persistent or pervasive, that it creates an intimidating, threatening,
abusive environment or for the other students. School publications, including photos, are protected by
copyright and the use of photos without written permission is strictly prohibited. Students who engage in
bullying behavior, including cyber bullying, may face consequences up to and including school
suspension. Students who fear harassment or retaliation after a report of bullying is made should consult
with their principal or school counselor. Students may report incidents of bullying to any school
employee. Students who make false reports of bullying may be disciplined up to a school suspension.
5. Unauthorized Bodily Contact (Level I, II, III) - The act of physically touching and/or hitting a student
or employee of the school system or any person while on school property or while attending an event
under the jurisdiction of the school. Students who urge the misconduct of others (including fighting) may
be disciplined as though they were a violator of the no violence policy. On the first offense a student
involved in a fight may be out of school suspended ten (10) days and/or recommended for expulsion.
Level I—Unauthorized touching / contact (person to person or with an object), pushing, shoving,
restraining
Level II—Two or more students shall not knowingly cause physical harm (fighting) or behave in such a
manner which could threaten to cause physical harm to each other or other persons while under the
jurisdiction of the school.
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Level III— A student shall not attempt or willingly attack another person [school staff, another
student(s)] with or without the intent to cause harm or physical injury, or behave in such a manner which
could threaten to cause physical injury, while under the jurisdiction of the school.
6. Dangerous Activities, Weapons, Instruments and Substances- A student shall not engage in any
activity which threatens, endangers, or tends to threaten or endanger the health or safety of students,
teachers, or other school personnel. A student shall not possess, handle, transmit or conceal any object,
which might be considered a weapon or instrument of violence. A look-alike weapon will be treated as a
real weapon. Examples of such instruments include, but are not limited to, the following: lighters, tasers,
laser pointers, mace, guns, knives, smoke bombs, martial arts instruments, any dangerous ordnance or
explosive, fireworks, bullets, and/or gun powder. This policy applies to bringing any of the above on school
property, in a school vehicle, or to an interscholastic competition, extracurricular event, or any other
program or activity sponsored by the District. Examples of such activities may include: tampering with fire
alarm, fire extinguishers, AED machines, breaching safety or security measures, or any other item that may
violate a local or federal law.
7. Tobacco - A student shall not smoke, use tobacco, possess, or display any substance containing
tobacco, or paraphernalia (including but not limited to e-cigarette and vaping devices), in any area under
the control of the school district or at any activity supervised by the school district. Students serving as a
“lookout” or aiding and abetting smokers will be disciplined as though they were violators of the
no-tobacco policy.
8. Narcotics, Alcoholic Beverages, Caffeine Pills, Stimulant Drugs, Prescription Medications, and
Other Pills/Substances - A student shall not display, possess, sell, attempt to sell, be in the presence of,
transmit, attempt to transmit, conceal, purchase, attempt to purchase, use or have used, any steroid,
narcotic drug, hallucinogenic drug, amphetamine, caffeine pill, barbiturate, marijuana, alcoholic beverage
or beverage promoted as an alcohol substitute, inhalant, drug paraphernalia, other pills/substances, or
any other mind-altering substance within any school building, on school property, or while participating in
or attending school or school-sponsored activities. This includes the possession, sale and/or distribution
of prescription drugs and over the counter medications. A student shall not use, possess, distribute,
attempt to distribute, sell, purchase, attempt to purchase, or package any counterfeit or look-alike drug.
Empty alcohol containers are also prohibited on school property. A counterfeit controlled substance is
defined as: • Any drug that bears, or whose container or label bears a trademark, trade name, or
identifying mark without authorization of the owner. • Any substance that is represented as a controlled
substance. • Any substance other than controlled substance that a reasonable person would believe to be
a controlled substance. Consequences for violation of this policy will follow BOE 9.11
9. Theft - A student shall not take or attempt to take into possession the property or equipment of the
school district or the property of another student, teacher, visitor, or employee of the school district.
10. Frightening, Degrading, or Disgraceful Acts - A student shall not engage in any act which
frightens, degrades, or tends to frighten, degrade, disgrace, or harass a teacher, student, or other person
by written, verbal, visual, gestural, and/or technological means.
11. Insubordination - A student shall not disregard or refuse to obey reasonable directions given by
school personnel or substitutes.
12. School Transportation - All students shall obey all reasonable directions given by bus drivers and
comply with basic safety regulations.
13. Dress, Appearance - A student shall not dress in a manner that will present health or safety
problems or cause disruption of school. Examples of inappropriate dress include, but are not limited to:
• Clothing or accessories that display inappropriate language/graphics, depicts messages that are
lewd, vulgar, obscene, plainly offensive, violent, sexually explicit, or that reference drug, alcohol,
tobacco, sex or gang identifiers. (If you are not permitted to say it, do it, or bring it to school, you are not
permitted to advertise it or display it on your person, clothing, accessories or materials/possessions).
• Hats, head apparel, and hoodies must be off while in the building and school is in session. The head
and face must be visible at all times. Hats/head apparel, including bandanas of any kind and coats must
be kept in the locker during the school day, and cannot be carried to and from class. Hats/head apparel
and/or jackets may be worn in a classroom via administrative permission.
• Spiked bracelets or necklaces or long linked chains as decorative apparel.
• Brief and revealing clothing is not permitted. All shirts/tops must touch the pants/skirts while standing
with arms down. Tank tops & cut-off shirts are only permitted when/if all undergarments, back, chest &
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sides are covered. A tank top that meets appropriate shoulder width criteria is a minimum of 2”. Tube
tops, shirts with spaghetti straps, halter tops, mesh shirts (unless a T-shirt is worn underneath) or shirts
that expose the midriff are not permitted. Shorts/skirts must have a minimum of a 3” inseam. Skirts need
to be equivalent to the length of appropriate shorts. Shorts, skirts, and dresses need to stay at an
appropriate length while walking. The overriding determination to the appropriateness of shorts, skirts,
dresses and tops will be at the discretion of administration.
• Book bags, briefcases, duffel bags, or other similar items, including purses used to carry school books,
are not to be taken to classrooms or carried in the hallways other than when entering or leaving the
building.
• Any other apparel deemed as inappropriate by the administration. All dress code rules must be followed
during spirit weeks/dress up days unless approved by an administrator.
14. Tardiness - Tardiness at the beginning of school will be handled in the attendance office. Tardies
may result in a warning or after school consequences such as detentions or a week-night school.
15. Sexual Harassment - A student shall not display unwelcomed sexual advances, request sexual
favors, and/or present other verbal or physical conduct of a sexual nature on school premises or off
school premises at a school-sponsored activity. Sexual harassment includes but is not limited to: written,
drawn, electronic or verbal comments of a sexual nature, sexual activity, repeated propositions, or
unwanted body contact.
16. Violations of Directions, Policies, Rules, Etc.- A student shall comply with directions, policies,
rules, etc. of a teacher, student teacher, substitute teacher, teacher’s aide, principal, or other authorized
school personnel, during any period of time when the student is under the authority of any such school
personnel.
17. Altered or Forged Passes/Documents - A student shall not alter, forge, or use a fraudulent
document.
18. Public Display of Affection - A student shall not commit an inappropriate display of affection and/or
inappropriate bodily contact while on the school premises, or while attending a school function Kissing,
holding hands, or having the arm of one partner about the other is not permitted. Dating is a socially
accepted act, but not during school hours or during school related activities.
19. Profanity/Obscene Language/Swearing - Profanity/obscene language will not be tolerated on
school property. No material may be printed, distributed, or circulated if it contains obscene or defamatory
material and/or would tend to disrupt the educational process and interfere with the rights of others to
express or receive ideas or opinions. Profane or inappropriate language could be written, verbal,
gestures, signs, pictures, or publications, or other methods of communication with other individuals.
20. Extortion - A student shall not compel or attempt to compel any student, school employee or other
person to give up anything of value by means of threat, harassment, intimidation, or injury to person,
property, or reputation.
21. Slur and/or Intimidation – The Middle School Administration recognizes that in order to create an
environment conducive to learning and to best facilitate the learning process, all students, regardless of
their race, color, ancestry, national origin, religion, gender identity, or sexual orientation, have the right to
an education in an atmosphere free of all forms of slurs, disparagement and intimidation. The
Administration further recognizes that certain acts against persons or groups because of a person’s or
group’s race, color, ancestry, religion, gender identity, or national origin, for the purpose of inciting and
provoking bodily injury, intimidation, or harassment, poses a threat to the order and safety of our schools
and has a negative effect on the learning environment in the schools. Ethnic intimidation is the
harassment or intimidation of a person or group through the use of racial or religious slurs, profanity,
denigrating racial or religious remarks, obscene gestures, and other conduct of this type. Other forms of
ethnic intimidation might be fighting, vandalism, or threats and would be punishable under one or more
sections of the Code of Conduct.
22. Computer Technology and Network Guidelines - Students failing to follow the guidelines as stated
in the handbook and/or board policy will lose the privilege to complete work in our labs, to access
accounts, or to use the Internet. They also may subject themselves to additional disciplinary or legal
action. Multiple violations could result in being banned from computer use for the remainder of the
semester, school year, or a student’s school career. Any computer is subject to data search at any time
for any reason. There is no right to privacy on a school computer at any time. Students identified as
attempting to by-pass the Internet filter are subject to disciplinary action per the FCS technology
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agreement where a first offense could include termination of a student’s access to the computer network
and internet, and prohibition of bringing personal technology devices to school. (See Middle School
Library and Computer Labs Language)
23. Academic Dishonesty - A student shall not engage in academic misconduct, including cheating,
unauthorized access or use of computers, copyright infringement, or plagiarism. Students in violation of
this policy will receive a zero for the work in question in addition to other disciplinary consequences that
may be imposed. Examples of cheating are telling or receiving answers during a test or quiz, using cheat
sheets during a test or quiz, giving or copying someone else’s homework, or any other questionable
circumstance that is determined to be cheating by the administrator. Examples of plagiarism are wordfor-word copying of someone else’s work, paraphrasing another person’s work or in any way taking credit
for the work of another person. Board of Education Procedures outline the following two guidelines in
dealing with cases of plagiarism at the middle school level: a) The student must revise the assignment,
eliminating plagiarized portions and acknowledging resources used. b) The teacher may grant partial
credit, depending on his/her judgment of the intentional plagiarism.
24. Bomb Threats - A student shall not make any bomb threat to a school building or to any premises at
which a school activity is occurring at the time of the threat.
25. Disrespectful Behavior - A student shall not be disrespectful toward a student, school personnel,
substitute, or school visitors.
26. Failure to Serve Disciplinary Assignments - A student shall not fail to serve disciplinary
assignments. Failure to serve a detention may result in the following: 1st offense - weeknight school; 2nd
offense - weeknight school or other appropriate discipline assigned by the principal. Failure to serve a
weeknight school may result in a suspension.
27. Gang Activity - Definition: A “gang” is any group of two or more persons whose purposes include the
commission of illegal acts and/or displays or communication of any visible aspects of a gang or acts in
violation of disciplinary rules. In order to insure a safe and violence-free school, gangs and gang activities
are prohibited at any FCS school or school event. Engage in any act that furthers the interests of any
gang or gang activity, including, but not limited to:
 Wear, possess, use, distribute, display, or sell any clothing, jewelry, emblem, badge, symbol, sign or
other item that evidences or reflects membership in, affiliation with any gang.
 Soliciting any person to pay for protection or threatening any person, explicitly or implicitly, with any
other illegal or prohibited act.
 Painting, writing, tattooing or otherwise inscribing gang-related graffiti, messages, symbols, or signs on
school property or personal property brought to school.
 Engaging in violence, extortion or any other illegal act or other violation of school policy.
 Soliciting any person to engage in physical violence against any other person.
28. Threatening/Intimidation – causing another person to believe that physical harm may come to them
(menacing). A student shall not threaten with physical violence or coerce by any means any student,
teacher, or other school employee or visitor. A student shall not urge another student or person to
threaten with physical violence or coerce by any means any student, teacher, or other school employee
or visitor. Intimidation shall include, but is not limited to threats used to extort money or any other item of
value from another student or person.
29. Dating Violence or Sexting - A student shall not participate in dating violence or sexting with
students or other persons. Dating violence or relationship abuse is a pattern of behavior where a person
uses or threatens physical, sexual, verbal, or emotional abuse to control the person’s dating partner.
Sexting is defined as possessing, taking, disseminating, transferring, or sharing of nude, obscene,
pornographic, lewd, or otherwise illegal images of photographs, or inappropriate messages, whether by
electronic data transfers or otherwise, which may constitute a crime under state and/or federal law and
may be reported to the appropriate law enforcement agencies. Dating Violence or sexting which occurs
on school property, a school bus, at school-sponsored events, or interferes with the learning environment
at school is prohibited.
30. False Reporting – A student shall not make a false statement, a false accusation, or provide false
information that in any way that would lead to school personnel conducting an investigation or assigning
disciplinary action. A student shall not make a false report or issue false allegations that could or do
result in law enforcement agencies being involved.
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31. Food/Beverage/Gum Chewing/Non-school approved items (items that may cause a disruption
or mess) - Food and beverages shall only be consumed during breakfast or lunch periods in the cafeteria
or other areas approved by teachers or administrators. Gum chewing is not permitted on school property.
Students may only bring school approved items onto school property.
32. Skipping a class - Detention(s) or a weeknight school may be assigned. This rule also applies to
skipping a study hall, lunch period, assembly, or homeroom period.
33. Leaving school grounds without permission- Permission to leave the school grounds during the
school day can only be given by the principal or his/her designee.
34. Unruly Behavior - Unruly behaviors includes but is not limited to refusal to comply with reasonable
requests from school personnel, running in the halls, tripping other students, throwing snow/ice,
horseplay, or any other behaviors that result in classroom or other school disruptions.
35. Cell phones and other personal electronic devices - Students may not use personal electronic
devices in school during school hours unless authorized to do so by a teacher, in which case the item
must be stored in the student’s locker and turned off. It is the student’s responsibility to keep all
technology in a safe location at school. Taking photos, videos, and video chats are not permitted. First
offense: the item will be confiscated by a school employee and may be picked up after school by the
student in the office. Second offense: the item will be confiscated and the parent/guardian must come to
school to retrieve the device. Violation of these rules may result in the confiscation of the technology and
other discipline as deemed appropriate by administration.
36. Sales – All fundraisers have to be affiliated with a school approved club/activity and approved
by a principal. Students are only permitted to sell products that have been previously approved
by a principal. Students are financially responsible for all fundraiser materials received and/or not turned
in per the fundraiser guidelines.
The Healthy Hunger-Free Kids Act of 2010 directed the USDA to establish nutrition standards for all
foods and beverages sold to students in school during the school day, including foods sold through
school fundraisers.
The new Smart Snacks in School nutrition standards will help schools to make the healthy choice the
easy choice by offering students more of the foods and beverages we should be encouraging – whole
grains, fruits and vegetables, leaner protein, lower-fat dairy – while limiting foods with too much sugar, fat
and salt.
Applicability of the Smart Snacks Standards
 The Smart Snacks standards are applicable during the school day, which is defined as the midnight
before to 30 minutes after the end of the instructional day. If such programs are operated in the
school during the school day, or if afterschool snacks or meals are provided within the 30 minute
window after the end of the instructional day, any other food available for sale to students at that time
must comply with the Smart Snacks requirements.

Non-Violence Statement
Good conduct is based on the respect and consideration for the rights of others. Students will be
expected to conduct themselves in such a way that the rights of others are not violated. The students of
Donnell Middle School will conform to school regulations and accept directions from school personnel. A
student who fails to comply with established school rules or any reasonable request made by school
personnel on school property and/or at school related events will be dealt with according to approved
student discipline regulations. Donnell Middle School will not tolerate violent, disruptive or inappropriate
behavior by its students and such behavior is prohibited as set forth in the Student code of Conduct. As a
member of the Donnell Middle School community, I pledge to be respectful and kind to others, resolve
conflicts peacefully, use appropriate language, and display safe and non-threatening behaviors. In order
to assist me with the above, I am aware that the following resources are available to me: counselors,
principal, teachers and other school employees, and mediations
Suspensions, Expulsions, and Removals – Due Process & Appeals
Due process for out-of-school suspensions, expulsions and removals will be in accordance with O.R.C.
Section 3313.66. No due process guarantees are implied as to any in-school assignment. With respect to
the suspension of any student from any particular extra-curricular activities, no due process guarantees
beyond what appears in O.R.C. Section 3313.664 are implied The Superintendent may prohibit a student
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from participating in a particular or all extra-curricular activities independent of or in lieu of other
disciplinary actions for any violation of this policy or any other duly promulgated rule applicable to the
activity or activities in question. Similarly, the Athletic Director, relevant coach, or director, may prohibit a
student from any particular or all extra-curricular activities falling within such person’s responsibility
independent of or in lieu or other disciplinary action for any violation of this policy or any other duly
promulgated rule applicable to the activity or activities in question. The period of such a suspension shall
not extend beyond one calendar year from the time the suspension is imposed. When out-of-school
suspension is imposed the student may not attend school or extra-curricular activities and class work may
be made-up for credit or partial credit at the discretion of the appropriate principal. Suspensions may be
considered an excused or unexcused at the principal’s discretion. Administration has the right to
reschedule ISA or OSS at their discretion due to calamity days or unforeseen circumstances.
APPEALS: Suspensions may be appealed. If an assistant principal issued the suspension, the appeal is
made to the principal. If the principal issued the suspension, the appeal is made to the superintendent or
designee. The student will serve the suspension upon notification. If appeal reverses the suspension, the
record will reflect the change, and the student may have the right to make up all work.
DISCLAIMER
School rules published in this handbook are subject to such changes as may be needed to ensure
continued compliance with federal, state or local regulations and are subject to such review and alteration
as becomes necessary for the routine operation of the school. Not all rules of behavior can be written and
inserted in a guidebook; however, we expect students to follow reasonable rules and not violate the rights
of others. The provisions of this handbook are in effect at school, on school property, at any
school-sponsored activity, or otherwise subject to the authority of school officials. These rules apply off
school property if the misconduct is connected to activities or incidents that have occurred on property
owned or controlled by the District. These rules also apply off school property, if the misconduct is
directed at a District official or employee or the property of a District official or employee.
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The mission of the Findlay City Schools, as a community partnership committed to educational excellence, is to
instill in each student the virtues, knowledge, and skills necessary to be lifelong learners who recognize their unique
talents and use them in pursuit of their dreams and for service to society. This is accomplished through the
cooperative efforts of involved and caring families, community members, and staff who share knowledge, facilitate
discovery, and inspire vision.

Attendance Procedure
In accordance with Ohio law students are expected to be in school every day on time, unless with legitimate excuse.
When a student is absence from school the parent/guardian should call the child’s school to report the absence the
day of the absence. When a student returns to school after an absence, he/she must present a written statement
certifying the reason for the absence from a parent/guardian or professional person within two (2) days. Written
documentation is a request to excuse the absence. In cases of extended absence, a parent/guardian is required to
notify the school of the doctor’s orders requiring the student to be absent. The doctor’s documentation explaining
the requirement for the absence must be provided to the school, in writing, within 3 days of the first day of the
doctor’s order for the absence. All professional documentation must be original signed copies; photocopies and/or
stamped copies will not be accepted.
One school day is considered 6.08 hours for grades Kindergarten- 5th.

Tardiness
If a student arrives late to school or leaves school early the student and/or their parent/guardian must sign in/out
with the attendance office. Excessive tardiness may result in administrative discipline.

If a student arrives late to school or leaves school early the student and/or their parent/guardian
must sign in/out with the attendance office. Excessive tardiness may result in administrative discipline
and will be counted toward attendance hours.
If a student arrives to school late or leaves school prior to end of day dismissal this time will be
documented in the student’s attendance. Please provide documentation stating the need for the
tardy/early release within two days of the absence.
Unexcused Absence and Truancy Procedure
1-Schools shall send notice to the child and parent/guardian in writing the legal consequences of being truant once child has
15 or more hours of unexcused absences, and notify them of their responsibility to cause the child to attend school
immediately (ORC Sec. 3321.19)
2-Schools shall send notice to parent/guardian of child with 21 or more hours of unexcused absences requiring the
attendance of parent/guardian, and children grades 5-12, to attend parent education program (educational program’s
purpose is to encourage parental involvement in compelling the attendance of the child at school) (ORC Sec.
3321.19).
3-Schools may notify parent or guardian of students with 25 or more hours of unexcused absences, in writing, the legal
consequences of being truant.
4-The child is considered a habitual truant when the child is absent without legitimate excuse for 30 or more consecutive
hours, 42 or more hours in a school month, 72 or more hours in a school year. When a student is considered to
be a habitual truant the school district shall implement an absence intervention plan (ORC Sec. 3321.19 and Sec.
3321.191) and may request a pre court conference.
5-Filing complaints of truancy and contributing (ORC Sec. 3321.191 and Sec. 2151.27) with Hancock County Juvenile
Court.

Excessive Unexcused or Excused Absence Procedure
If a student accumulates 38 hours or more in one school month or 65 hours or more in a school year of
excused or unexcused absences the attendance officer shall notify the guardian in writing (ORC Sec. 3321.191).
Once this criteria is met a student may be placed on Attendance Watch (excluding funeral, college visits, OSS,
etc.).
The Attendance Watch program will closely monitor the student’s attendance in an effort to minimize
absences and provide assistance to the student and/or family. The student will be required to turn in a documented
written excuse from medical, counseling, or other official personnel (other than parent written notes) that specifies
the student’s name, reason for the absence, and the date and times to be excused to the school within 2 days of the
absence. Students who are ill may also be excused from school by the school nurse.
Student’s may be placed on Attendance Watch at the beginning of a school year based upon last year’s
attendance records or during the current school year when the student has 38 hours or more in one school month or

65 hours or more in a school year of excused or unexcused absences. The Principal/Assistant Principal, Attendance
Case Manager, counselor may meet with the student and develop a plan to improve school attendance. The
attendance of students moving into the district will be reviewed using the same criteria for Attendance Watch.

ADMINISTERING MEDICINES TO STUDENTS
Oral Medication in Schools
If, under exceptional circumstances, a child is required to take oral medication (both prescription and
over-the-counter) during school hours, and the parent cannot be at school to administer the medication, only the
school nurse or the principal’s designee will administer the medication in compliance with the regulations that
follow:
1. Written instructions signed by the parent and physician will be required and will include:
a. Child’s name, address, school attended, and grade;
b. name of medication;
c. purpose of medication;
d. time to be administered;
e. dosage;
f. possible severe adverse reactions;
g. date administration is to begin;
h. date administration is to cease, and;
i. special instructions for administration of drugs, including sterile conditions and storage.
2. The school nurse or the principal’s designee will:
a. inform appropriate school personnel of the medication;
b. keep a record of the administration of medication;
c. keep medication in a locked cabinet, and;
d. return unused medication to the parent only.
3. The parents of the child must assume responsibility for informing the school of any change in the child’s
health or change in medication.
4. The school district retains the discretion to reject requests for administration of medicine.
5. A copy of this regulation will be provided to parents upon their request for administration of medication in the
schools.

BICYCLES
Students riding bicycles must respect the right of those walking. Pupils riding bicycles to school should dismount
on the play areas and walk/push their bikes to the parking rack. Bikes are not to be ridden on school grounds. All
bicycles must be parked in the racks provided. Locks are recommended. The school is not responsible for the
security of bicycles. Pupils who do not

follow these safety procedures will be denied the privilege of riding their
bikes to school.

BUS POLICY
Only those children who are eligible

riders can be transported by bus. A walker is not permitted to ride home
with a bus student.
Bus students will be sent home on the bus unless a note from the parent/guardian is provided requesting
other arrangements.
If a student wishes to get on or off his/her assigned bus at another established bus stop along the route, a note
from the parents must be given to the building principal for approval. A permission slip must be presented to the
bus driver upon boarding the bus.
Under no circumstances are students permitted to change their bus assignment (and ride a bus other than their
assigned bus) or their bus stop assignment without written permission. Parent may request a change of bus or stop
assignment by completing a form available in the school office.

BUS RULES
1. Pupils shall arrive at the bus stop five minutes before the bus is scheduled to arrive.
2. Pupils must wait in a location clear of traffic and away from the bus stop. A designated place of safety will be
established by the bus driver.

3. Behavior at school bus stops must not threaten life, limb, or property of any individual.
4. Pupils must go directly to their assigned seat. All students on Findlay City Schools buses have assigned seats.
5. Pupils must remain seated, keeping the aisles and exits clear. We teach students to sit back to back of seat to
seat, and feet to floor.
6. Pupils must observe classroom conduct and obey the driver promptly and respectfully.
7. Pupils must not use profane language.
8. Pupils must refrain from eating and drinking on the bus, except as required for medical reasons.
9. Pupils must not use tobacco on the bus.
10. Pupils must not have alcohol or drugs in their possession on the bus, except for prescription medication
required for a student.
11. Pupils must not throw or pass objects on, from, or into the bus.
12. Pupils may carry on the bus only objects that can be held in their laps.
13. Pupils must leave or board the bus at locations to which they have been assigned, unless they have parental
and administrative authorization to do otherwise.
14. Pupils must not put any portion of their bodies out the bus windows.
15. Pupils must depart promptly from the bus and when crossing the street will walk ten (10) feet in front of the
bus, stopping midway in the road to check traffic.
16. Pupils must be completely silent at all railroad crossings. They are expected to be silent during the safety
check and remain silent until the bus clears the crossing.
17. The use of emergency door will be for emergency purposes only.

CAFETERIA RULES
1.
2.
3.
4.
5.
6.
7.
8.
9.

Students will enter and leave the cafeteria in a quiet, orderly fashion.
Students will sit at their assigned tables and remain seated throughout the entire lunch period until dismissed.
Students must raise their hand if they need help from a monitor.
Students may talk in normal conversational tones. Students are not permitted to talk across to other students
seated at other tables or make loud noises.
Students are expected to use proper manners when eating.
Students are expected to eat their own lunches and not trade or give away food.
Students are not allowed to throw food or to touch another student’s food.
Students are expected to keep table and floor free of litter.
Students are expected to follow directions and be respectful of monitors.

CANCELLATION OR DELAY OF SCHOOL
The district’s web site www.findlaycityschools.org may also be accessed for delays and closings and to sign
up for District email notification.
Also, you can continue to tune to Findlay radio stations (WFIN 1330 AM, WBVI 96.7 FM, WKXA 100.5 FM)
during inclement weather for information regarding cancellations or delays.
If school is cancelled before the completion of the school day, announcements will also be made on the radio.
Parents and guardians are requested to develop a plan for these emergencies in advance. The school telephone lines
are frequently jammed after school closing announcements.
When school is cancelled, any activity scheduled at the building on that day (e.g. P.T.O. meeting, skating party,
Gray-Y basketball practice, scout meeting, etc.) is automatically cancelled as well.

CONDUCT
As all citizens realize, a school cannot operate effectively without reasonable rules and responsible students. It is
firmly believed that it is the student’s responsibility to exercise self-discipline and accept responsibility for his/her
actions. However, this ideal is not always realized.
Rule violations and misconduct will be dealt with in a progressive fashion. Consequences for students who
misbehave in the classroom, on the playground or iii the cafeteria include warnings, parent conferences, detentions,
denial of cafeteria and/or playground privileges, and/or referral to the principal. Parents will be notified of each
serious offense. Consequences for those students referred to the principal for repeated rule violations and/or severe
misbehavior may include disciplinary action as per Board of Education Policies (i.e. suspension, emergency
removal, and/or expulsion). Violations of bus rules may result in denial of riding privileges. (See Student Conduct

Policy).
Parents are asked to review with their children the rules listed in this handbook regarding proper conduct for
school. If you are contacted about a behavior problem involving your child, your help and assistance will be
requested in resolving the matter. As parents, your support is always appreciated. By working together we can
ensure a successful school year for your child.

DRESS CODE/PUPIL GROOMING AND APPEARANCE
Parents are requested to send pupils to school clean, neat, and appropriately dressed for a good school experience.
Clothing should be comfortable to enable a child to participate in class work as well as physical education and
playground activities. Shorts are permitted during warm days. Clothing should be appropriate for weather
conditions since outdoor recess is held whenever weather permits. It is recommended that clothing items such as
jackets, sweaters, coats, boots, hats, gloves, mittens, and gym shoes be labeled as an insurance against loss.
Inappropriate clothing that distracts students or disrupts the learning process is not acceptable in the school.
Students are not to wear hats in the school building. Clothing with drugs, alcohol, or tobacco advertising or

displaying unacceptable behavior and/or offensive language is prohibited. (See Student Conduct Policy) Bare
midriffs, tank tops, spaghetti string tops, and mesh jerseys without t-shirts underneath are also prohibited.
Flip-flops or footwear without heels or heel straps are discouraged for safety reasons.

DUE PROCESS
(SUSPENSIONS, EXPULSIONS, AND REMOVALS)
Due process for suspensions, expulsions, and removals will be in accordance with Section 3313.66 of the Revised
Code of Ohio. With respect to the suspension of any student from any particular extracurricular activities, no due
process guarantees beyond what appears in Section 3313.664 of the Revised Code are implied. The Superintendent
may suspend a student from a particular or all extracurricular activities independent of or in lieu of other disciplinary
action for any violation of this policy or any other duly promulgated rule applicable to the activity or activities in
question. Similarly, the athletic director, relevant coach, or director may suspend a student from any particular or all
extracurricular activities falling within such person’s responsibility, independent of or in lieu of other disciplinary
action for any violation of this policy or any other duly promulgated rule applicable to the activity or activities in
question. The period of such a suspension shall not extend beyond one calendar year from the time the suspension is
imposed.
When out-of-school suspension is imposed, the student may not attend school or extracurricular activities, and
class work may be made up for credit or partial credit at the discretion of the appropriate principal. Suspensions and
expulsions are considered unexcused absences.

EMERGENCY MEDICAL FORM
At the beginning of the school year, each parent is asked to complete an emergency medical form. This
information is necessary for emergency situations. The form must be completed yearly and updated when situations
change.

FEES
School fees are due at the beginning of each semester (Aug/Jan) or may be paid for the entire year. Please

do not
combine payment for school fees and school lunches in the same check. Contact the school office for the schedule
of fees. Make checks payable to Findlay City Schools. Fees may also be paid online through the Findlay City
Schools link to Pay Schools.

GENERAL SCHOOL RULES
1. Students will enter the building in an orderly fashion and go directly to their rooms.
2. Students will walk in the halls at all times.

3. When moving through the hallways during school hours, students will refrain from talking. Quiet
is expected

in the building so as not to disturb students learning in other classes.
4. Students will obey direction given by any adult staff member. All adult staff members are to be addressed as
Mr., Mrs., or Miss.
5. Students are expected to treat each other with mutual respect and to be courteous to one another. Students
will retrain from any threatening, teasing, name-calling, harassing, putting down, etc. of fellow students.
6. Students will refrain from touching other students in any manner which bothers, frightens or hurts them.
  to hit, punch, kick, grab, wrestle, fight, pinch, bite, “play-fight”, etc.
Students are not
7. Students will conduct themselves in a manner that removal from a class will not be necessary.
8. Profanity and/or abusive language are prohibited.
9. NO gum is allowed in school or on school grounds.
10. NO toys, novelties, electronic games, athletic equipment, rollerblades, skateboards, etc. are to be brought
from home to school.
11. Any other behaviors not listed that would endanger the health and safety of the individual child or other
students are forbidden.
12. Cell phones and electronic devices are not to be seen or heard during school hours.

HAZING, DATING VIOLENCE, AND BULLYING
Hazing means doing any act or coercing another, including the victim, to do any act of intimidation or harassment
to any student or other organization that causes or creates a substantial risk of causing mental or physical harm to
any person.
Dating violence is a pattern of behavior where a person uses or threatens physical, sexual, verbal, or emotional
abuse to control the person’s dating partner. A dating partner is any person, regardless of gender, involved in an
intimate relationship with another person primarily characterized by the expectation of affectionate involvement
whether casual, serious, or long-term.
Bullying is an intentional written, verbal, or physical act that a student has exhibited toward another particular
student more than once and the behavior causes both mental or physical harm to the other student and is sufficiently
severe, persistent or pervasive that it creates an intimidating, threatening or abusive environment for the other
student. Bullying is prohibited at school and on the bus.
Permission, consent or assumption of risk by an individual subjected to hazing, dating violence, and/or bullying
does not lessen the prohibition contained in this policy.
Prohibited activities of any type including those activities engaged in via computer and/or electronic
communication devices are inconsistent with the educational process and are prohibited. No administrator, teacher
or other employee of the District shall encourage, permit, condone or tolerate any hazing, dating violence, and/or
bullying activities. No student, including leaders of student organizations, may plan, encourage or engage in any
hazing, dating violence, and/or bullying.
Administrators, teachers and all other District employees are particularly alert to possible conditions,
circumstances or events that might include hazing, dating violence, and/or bullying. If hazing, dating violence,
and/or bullying or planned hazing, dating violence, and/or bullying is discovered, involved students are informed by
the discovering District employee of the prohibition contained in this policy and are required to end all hazing,
dating violence, and/or bullying activities immediately. All hazing, dating violence, and/or bullying incidents are
reported immediately to the Superintendent and the appropriate discipline is administered.
Parents or guardians of any student involved in a prohibited incident shall be notified and, to the extent permitted
by the “Family Educational Rights and Privacy Act of 1974” (FERPA), have access to any written reports pertaining
to the prohibited incident.
The Superintendent/designee must provide the Board President with a semiannual written report of all verified
incidents of bullying and post the report on the District’s website.
The administration provides training on the District’s hazing, dating violence, and bullying policy to District
employees and volunteers who have direct contact with students. Additional training is provided to elementary
employees in violence and substance abuse prevention and positive youth development
District employees, students and volunteers are provided with qualified civil immunity for damages arising from
reporting an incident of hazing, dating violence, and/or bullying. Administrators, teachers, other employees and

students who fail to abide by this policy may be subject to disciplinary action and may be liable for civil and
criminal penalties in compliance with State law.
No one shall retaliate against any employee or student because he/she files a grievance or assists or participates in
an investigation, proceeding or hearing regarding the charge of hazing, dating violence, and/or bullying of an
individual.

GUIDANCE AND COUNSELING
All primary and intermediate buildings are served by a guidance counselor. The counselor works with students in
small group and classroom settings to promote positive social interaction, good work habits, healthful attitudes, etc.
Individual counseling is available to students when requested by students, parents, and/or teachers. Parent
conferences can also be arranged by calling the guidance office at your child’s school.

HEAD LICE

Students
found with live lice will be dismissed until approved lice treatment is completed. Student is expected to
return to school with parent the next school day to be rechecked by school nurse or principal designee. Student will
be readmitted to school if no live lice are found and a noticeable improvement is made on nit removal.
HOMEWORK
Homework is designed to provide practice and to expand the student’s academic skills. While parents may assist
with homework, the teachers expect that homework be written and accomplished by the student to maximize
learning.
Make-up work will be given on the return of the student to school. The teacher will inform the child when the
work is due; it is the responsibility of the parent and child to see that make-up assignments are completed and
returned.

HOURS
Students should not arrive at school before the designated arrival times for their individual buildings. Supervision
of the children is not provided by school personnel before these times. Parental assistance with this matter is
appreciated.

IDENTIFICATION OF PERSONAL ARTICLES
PLEASE label coats, jackets, sweaters, hats, gloves, gym shoes, books, musical instruments, lunch boxes, etc.
Lost items should be brought to the principal’s office and will be returned to the students if proper identification can
be established. A lost and found area is maintained at each building.

IMMUNIZATIONS
All public school students are required by law to be immunized, or be in the process of receiving immunizations
for mumps, polio, rubella, diphtheria, pertussis, and tetanus (O.R.C. 3313.671) or must file with the school a
statement by a physician that certifies in writing that such immunizations are medically contraindicated. In
accordance with State Board of Education guidelines, we will ban from attendance any students who have not
received the required immunizations or otherwise complied with the Ohio Revised Code Section 3313.671 after
fourteen (14) school days.

LUNCH PERIOD
The Findlay City Schools Food Service provides a school lunch for children daily. Lunch tickets are sold in the
school office. Make checks payable to: Findlay City Schools. Free/Reduced price lunch application forms are sent
home on the first day of school and details are available in the school offices.
Children may carry lunch to school and eat in the cafeteria with those who purchase the school lunch. The lunch
period is supervised by school monitors.
Parents are encouraged to participate in our pre-payment ticket system. School personnel are not permitted to
loan money to students.

Students must remain at school during the noon lunch period and are not
permitted to leave school grounds unless

the parents pick them up.

NO SMOKING POLICY
Board of Education policy prohibits smoking or any use of tobacco products at all times in any building, vehicle,
outdoor bleachers or other school property.

NURSE
A school nurse is on duty three and one-half (3 1/2) hours per day. The nurse assists with implementation of the
health policies of the Findlay City Schools. The nurse also compiles an individual health record for each pupil.

OUTSIDE RECESS
The need for exercise and playtime is very important to a growing child’s development. All children will
participate in outdoor recess unless excused by the family doctor. The temperature will be the major factor to
determine whether recess is outdoors or indoors. Normally, outside recess will occur when the temperature (wind
chill) is 15 degrees and above. The general conditions of the weather will be considered to determine if the children
shall stay indoors for recess, each building principal will use their discretion as the final determining factor. Please
dress your child properly for all weather conditions. Boots, scarf, hat, and mittens or gloves are a necessity during
the cold weather. Your child will be outside whenever possible.

PHOTO RELEASE
From time to time, student pictures may be taken by photographers and local newspapers to be used in school
press releases and school publications. Videotaping is occasionally done during student programs and other special
events. If a parent/guardian objects to having their child’s picture and name used, they should notify the school in
writing.

PLAYING AT SCHOOL AFTER DISMISSAL
Pupils are instructed to leave the building and school grounds immediately after school is dismissed. Once a pupil
steps off school property, the school’s responsibility for your child ends. Students may return to play on the
playgrounds after school hours with parental permission. Children should be instructed to respect the building and
grounds and the rights of others who may also be playing on the school grounds. Supervision of children is not
provided by school personnel on the playground after school hours.

PROGRESS REPORTS
Progress reports are issued on the fifth school day following the end of each grading period. All final progress
reports will be mailed to your home at the end of the school year. Parents will be asked to stamp the envelope and
check the address on the report prior to the last grading period. The school will hold final progress reports if school
fees, lunch charges, and/or book fines are owed. If parents have questions or concerns regarding a progress report,
they should contact their child’s teacher. A conference may be arranged, if necessary. A copy of the progress report
will be mailed to non-custodial parents who supply the school with self-addressed, stamped envelopes.

RECESS AND PLAYGROUND RULES
In addition to the regular “common sense” rules of fair play among groups of children, students are not permitted
to use skateboards, hardballs, or throw snow/stones at anytime while at school. Tackle football or other rough
games are not permitted. Fighting and profanity are prohibited. Students are expected to follow the directions and
be respectful of noon hour monitors. Please see your building’s handbook for additional rules.

RECESS POLICY
In order to ensure a safe and consistent recess environment for our students during inside recess and outside on
our playgrounds, we feel it is in the best interest of our students that only board approved monitors supervise

students. We encourage parents to have lunch with their students, but once the students are dismissed for recess,
please do not accompany the student outside or to the classroom.

RECORDS
Cumulative records (sometimes called permanent records) are kept in the school office for each pupil enrolled in
kindergarten through grade five (5). Information such as the student’s academic progress, health record, test scores,
and attendance is part of the cumulative record. The Federal Rights and Privacy Act state that the material in these
records is confidential. This information can be released only with the written permission of a parent, or with the
written permission of the student if over eighteen (18) years of age. This act also states that the parents must be
granted the right to view these records if they so desire. A qualified representative will assist the parent or guardian
to help interpret the records.

SAFETY REMINDERS
We recommend that parents establish a safe, regular route for their child to use going to and from school. Stress
the need to stay on sidewalks and to cross streets only at crosswalks. Encourage students to walk with friends and
not alone.
Parents are also asked to explain to children the services of the adult/student crossing guards. Children are
informed at school to cross streets where the adult/student guards are available.
If you do pick your child up after school, avoid double parking automobiles and please observe areas (painted
yellow or street signs) designated for bus parking only.
All schools will conduct fire, tornado, and lock-down drills as required by law.

SALE of SNACKS to STUDENTS
The Healthy Hunger-Free Kids Act of 2010 directed the USDA to establish nutrition standards for
all foods and beverages sold to students in school during

the school day, including foods sold
through school fundraisers.
The new Smart Snacks in School nutrition standards will help schools to make the healthy choice
the easy choice by offering students more of the foods and beverages we should be encouraging –
whole grains, fruits and vegetables, leaner protein, lower-fat dairy – while limiting foods with too
much sugar, fat and salt.
Applicability of the Smart Snacks Standards
·
The Smart Snacks standards are applicable during

the school day, which is defined as the
midnight before to 30 minutes after

the end of the instructional day. If such programs are operated
in the school during the school day, or if afterschool snacks or meals are provided within the 30
minute window after the end of the instructional day, any other food available for sale to students
at that time must comply with the Smart Snacks requirements.
STUDENT CONDUCT POLICY
The following rules of conduct apply whenever a student is on school property, at any school-sponsored activity,
or otherwise subject to the authority of school officials. These rules also apply off school property when a student is
going to or from school premises for instruction or to or from a school-sponsored activity if the misconduct occurs
within one-quarter mile of the school premises or the location of the school-sponsored activity and also occurs
within fifteen minutes of the time the student was scheduled to arrive at or left the school premises or the location of
the school-sponsored activity. These rules also apply off school property, without regard to time or distance, if the
misconduct directly and predictably interferes with the ability of another student to participate in the educational
process. Whether and when to apply these rules under such circumstances will be evaluated case-by-case by the
appropriate school personnel.
Violation by a student of any one (1) or more of these may result in disciplinary action, including In-School
Suspension, detention, Out of school suspension, emergency removal, and/or expulsion, or other alternatives
deemed appropriate by the administration, including referral to the appropriate authority for prosecution. For certain
serious offenses committed by a student age sixteen (16) or over, the Board of Education may also seek to have the

student permanently excluded from school in accordance with Ohio law.
1. Disruption of School - A student shall not by use of violence, force, coercion, threat, harassment,
insubordination, or repeated lack of cooperation, cause disruption or obstruction to the educational process,
including all curricular and extracurricular activities.
2. Damage to School Property - A student shall not cause, incite, or attempt to cause damage to school
property, including buildings, grounds, equipment, or materials.
3. Damage to Private Property - A student shall not cause, incite, or attempt to cause damage to private
property on or off school premises at any school activity.
4. Threatening or Bullying - A student shall not threaten or bully teachers, students, or other persons.
5. Assault and/or Fighting - A student shall not cause physical injury or behave in such a manner, which could
threaten to cause physical injury to school staff, other students, or other persons, while under the jurisdiction
of the school. Students who urge others to fight may be disciplined as though they were a violator of the
no-fighting policy.
6. Dangerous Activities, Weapons, and Instruments - A student shall not engage in any activity which
threatens, endangers, or tends to threaten or endanger the health or safety of students, teachers, other school
personnel or visitors to school property or school-sponsored activities. A student shall not possess, handle,
transmit, or conceal any object that might be considered a weapon or instrument of violence. Examples of
such instruments are included in, but not limited to, the following: lighters, guns, knives, smoke bombs, any
dangerous ordinance or explosive, martial arts instruments, and fireworks.
7. Tobacco - A student shall not smoke, use tobacco, or possess any substance containing tobacco in any area
under the control of the school district or at any activity supervised by the school district. Tobacco look-alike
products, such as mint snuff, are included within the prohibitions of this rule. Students serving as a “lookout”
or aiding and abetting smokers will be disciplined as though they were violators of the no-smoking policy.
8. Narcotics, Alcoholic Beverages, Caffeine Pills, and Stimulant Drugs - A student shall not possess, sell,
transmit, use or have used, any steroid, narcotic drug, hallucinogenic drug, amphetamine, caffeine pills,
barbiturate, marijuana, alcoholic beverage or beverage promoted as an alcoholic substitute, inhalant, drug
paraphernalia, or any other mind-altering substance within any school building, on school property, or while
participating in or attending school or school-sponsored activities.
A student shall not use, possess, distribute, sell, or package any counterfeit or look-alike drug. Empty
alcohol containers are also prohibited on school property.
A counterfeit controlled substance is defined as:
a. Any drug that bears, or whose container or label bears, a trademark, trade name, or identifying mark
without authorization of the owner.
b. Any substance that is represented as a controlled substance.
c. Any substance, other than a controlled substance, that a reasonable person would believe to be a
controlled substance.

Consequences for violation of this policy will follow Board Of Education Policy 9.11.
18. Theft - A student shall not take, attempt to take, or possess the property or equipment of the school district or
the property of another student, teacher, visitor, or employee of the school district.
19. Frightening, Degrading, or Disgraceful Acts - A student shall not engage in any hazing or other act which
frightens, degrades, or tends to frighten, degrade, disgrace, or harass a teacher, student, or other person by
written or verbal expressions, or by means of gestures.
20. Insubordination - A student shall not disregard or refuse to obey reasonable directions given by school
personnel.
21. School Transportation - All students shall obey all reasonable directions given by bus drivers and comply
with basic safety regulations.
22. Dress and Appearance - A student shall not dress in a manner that will present health or safety problems or
cause disruption of class. Examples of inappropriate dress include, but are not limited to:
a. Clothing or accessories that display inappropriate language/graphics representing drugs, alcohol, tobacco,
sex, or gang identifiers.
b. Hats or coats during the school day (6:30 a.m. - 4:00 p.m.).
c. Spiked bracelets or necklaces or long linked chains as decorative apparel.
d. Book bags are not to be taken to classrooms or worn in the hallways other than when entering or leaving
the building.
23. Truancy/Excessive Absence/Tardiness/Hazing - The adopted Board Policy applies.

24. Sexual Harassment - A student shall not display unwelcomed sexual advances, request sexual favors, and/or
present other verbal or physical conduct of a sexual nature.
25. Repeated Violations of Directions, Policies, Rules, Etc. - A student shall not repeatedly fail to comply with
directions, policies, rules, etc., of a teacher, student teacher, substitute teacher, teacher’s aide, principal, or
other authorized school personnel during any period of time when the student is under the authority of any
such school personnel.
26. Altered or Forged Passes - A student shall not alter, forge, or use a fraudulent pass/excuse.
27. Public Display of Affection - A student shall not commit an inappropriate display of affection and bodily
contact beyond hand holding while on the school premises, or while in the custody of the school, or in the
course of a school-related activity.
28. Profanity/Obscene Language/Swearing - Profanity/obscene language will not be tolerated on school
property. While your freedom of expression may be appealing to some, others may resent your lack of
knowledge of the English language. No material may be printed, distributed, or circulated if it contains
obscene or defamatory material and/or would tend to disrupt the educational process and interfere with the
rights of others to express or receive ideas or opinions.
29. Extortion - A student shall not compel or attempt to compel any student, school employee, or other person to
give up anything of value by means of threat, harassment, intimidation, or injury to person, property, or
reputation.
30. Ethnic Slur and/or Intimidation - The Findlay City School Administration recognizes that, in order to
create an environment conducive to learning and to best facilitate the learning process, all students, regardless
of their race, color, ancestry, national origin, or religion, have the right to an education in an atmosphere free
of all forms of slurs, disparagement, and intimidation. The Administration further recognizes that certain acts
against persons or groups because of a person’s or group’s race, color, ancestry, religion, or national origin,
for the purpose of inciting and provoking bodily injury, intimidation, or harassment, poses a threat to the
order and safety of our schools and has a negative effect on the learning environment in the schools.
Ethnic intimidation is the harassment or intimidation of a person or group through the use of racial or
religious slurs, profanity, denigrating racial or religious remarks, obscene gestures, and other conduct of this
type. Other forms of ethnic intimidation might be fighting, vandalism, or threats, and would be punishable
under one or more sections of the Code of Conduct.

STUDENT INFORMATION RELEASE
“Under Ohio Law we are required to release student directory info such as name, address, telephone, and date
of birth to those requesting it UNLESS the parent or guardian notifies the school that such information is not to be
released. Please notify the school by September 20th if you do NOT wish such information to be released this

school year.”

STUDENTS SEEKING ASSISTANCE
Teachers, administrators, counselors, and other school staff are here to help students who may have some type of
concern. If you have any concern about school, please talk with your teacher or other personnel.

TECHNOLOGY/1:1 DEVICES
Refer to Findlay City Schools 1:1 Device Handbook for Students and Parents regarding the rules and
expectations for students with 1:1 devices. Also review the Board of Education Policy 9.21 for Students
Acceptable Use and Internet Safety for the Computer Network of the Findlay City School District.

TELEPHONE USE BY PUPILS
The telephone in the school office is reserved for official business during school hours and is not intended for
personal calls. Only calls of an emergency nature will be made for/by students and students will not be called to the
phone to take incoming calls. We will deliver important messages to any student during the school day. Students
should make necessary personal arrangements (e.g. clubs, scout meetings, etc.) before coming to school.

USE OF SCHOOL BUILDING

The building may be used by various youth groups, including Scout organizations, Campfire, YMCA activities,
and 4-H. In all cases, after school groups must be supervised by a qualified adult leader. These and other functions
may be scheduled through the school office by obtaining a facilities permit with documentation of liability
insurance.

VACATION POLICY
We discourage families from taking students out of school for vacations. However, if the parents decide that
this must be done, then the teacher and the office should be notified as early as possible.
The teachers will give pupils their assignments upon returning to school. It is the responsibility of the parent to
see that make-up work is completed. Students will be given a period of time equivalent to the amount of school they
missed to complete their assignments.

VISITORS TO THE SCHOOLS
Parents are encouraged to visit the school frequently and actively participate in the education of their child.
Classroom visits may be arranged through the principal or the teacher.
We request that parents avoid conferences with the teacher during such visits, but rather schedule a conference for
a mutually acceptable time.
For the protection of students, all non-students are to report to the office upon entering the building.
Please do not go directly to the classroom. Loitering and trespassing laws will be enforced.
If you need to give your child a message, medication, homework, lunch, money, supplies, etc please go to the
office. Interrupting class hampers valuable instruction time. Also, standing in the hall while waiting on your child
or the teacher may be disruptive to the learning environment.
Students from other schools are not permitted to visit class with your child.

WITHDRAWING FROM SCHOOL
If it becomes necessary to withdraw a student from school, the office should be notified. After returning
textbooks, paying any financial obligations, and receiving the current grades in each course, the necessary student
records are then sent to the receiving school after parents or guardians sign the release forms.

ZERO-TOLERANCE POLICY ON VIOLENT OR DISRUPTIVE BEHAVIOR
AND EXCESSIVE TRUANCY
The primary objective for public schools is to educate students in a safe environment. This objective is
undermined by violent, disruptive, or inappropriate behavior, and excessive truancy. In compliance with Section
3313.534 of the Ohio Revised Code, and in order to facilitate the learning process, the Board adopts this
zero-tolerance policy, which expressly prohibits all violent, disruptive, or other inappropriate behavior by District
students. In addition, the Board has established strategies which range from prevention to intervention to help
eliminate violent, disruptive, or inappropriate behavior, and excessive truancy.
Under this policy, students must refrain from any and all violent, disruptive, or inappropriate behavior, and
excessive truancy. Students must comply with all school rules and regulations, which include the District’s student
conduct policy and policy on student truancy. Likewise, students must follow the directives of all teachers,
administrators, and other school personnel. This policy applies to students at the same times and places that the
District’s student conduct policy applies to students.
Students who fail to adhere to this policy will face appropriate disciplinary action, which may range from a
warning, to a suspension, to an expulsion, to permanent exclusion, depending on the particular circumstances,
including the severity of the offense, the student’s prior record, the threat posed to the well-being and property of
others, and any other circumstances that may be aggravating or extenuating in the specific case. A student cannot be
out-of –school suspended, expelled or removed from school solely because of truancy issues. The Board actively
will cooperate in the prosecution of students who commit acts violating any laws of the State of Ohio or any of its
political subdivisions. The Board, in cooperation with the District’s attendance officer, will also affirmatively
pursue students who are excessively truant. Students are expected to report any suspected violations of this policy to

the school principal.
The District’s student conduct policy lists some, but not all, of the types of conduct for which students may face
disciplinary action under this policy.
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MESSAGE FROM ADMINISTRATION
We are honored that your son/daughter has chosen to participate in interscholastic athletics
within the Findlay City School District. The mission of Findlay High School is "Educating and
Empowering for life" by developing within each student the ability to recognize and realize their
own potential to be lifelong learners who are caring, flexible, contributing citizens in an
ever-changing society. This is accomplished through families, students, staff and community
working together to provide a positive atmosphere where all students can attain the virtues
necessary to achieve their mental, physical, and emotional potential.
Findlay City School District is dedicated to prepare our students for success in an ever-changing
world. We believe athletics is an integral part of education and is an extension of the classroom
where lifetime values of citizenship , sportsmanship , teamwork and hard work are taught and
reinforced.
Being a part of a team provides multiple opportunities for skill enhancement,
competition, collaboration, and cooperation. We believe discipline and success on the field of
play can help promote academic success. We expect our athletes take pride in their performance
in the classroom as well as on the field. While we strive to build competitive, winning teams, our
primary mission is to promote the value of school spirit and fair play.
"Winning at the professional level is required. Winning at the collegiate level has become expected .
Winning at the high school level should be a pleasant by product to what you're really supposed to be
doing, which is developing young people into productive citizens."
-Robert Kanaby,
NFHS Executive Director (1993-2010)

Mission Statement
"Educating and Empowering for Life"

The Tradition of Excellence at Findlay has produced a Culture of Champions through
commitment, teamwork, and leadership with our programs and community . With success both on
and off the field of play Findlay continuously provides the best opportunity for college bound
student-athletes.
►

State of the Art Facilities
Multiple Media Outlets
► Over $5 million in scholarship awarded annually
► Over 280 Conference Championships
► Over 160 First Team All-Ohio Athletes
►
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PHILOSOPHY: EDUCATION BASED ATHLETICS
A program of interscholastic athletics is a relevant part of the total educational program of
instruction of Findlay City Schools. We believe the field, court, pool, mat, rink, track and course
are extensions of our classroom where we learn life lessons and develop
physically, mentally, socially and emotionally. The very fact that it is a significant part of the total
instructional program requires attention to matters of instruction, emphasis, and scope. Emphasis
shall be on sportsmanship, skill development and personal satisfaction.
Specifically, the aims of such a program are to develop as fully as possible the health and welfare
of all students; to provide advanced training beyond that taught in physical education classes and
intramural activities; to instruct in new skills necessary for achieving the highest possible level of
accomplishment within the context of the total school program; to inculcate attitudes of
sportsmanship, discipline, healthy competition, and school spirit; to teach healthy habits
necessary for proper physical development and athletic participation; and to provide adequate
athletic programs and facilities for boys and girls.
The opportunity to participate is extended to students in the Findlay City School system where
we believe:
there are substantial educational outcomes from a soundly conceived and executed
program for the players, the student body, and the school as a whole.
the potential values to the participants are genuine. Rigorous competition under
prescribed regulations and policies provide for adolescents the opportunity to develop
ideas and habits of health, fair play, initiative, achievement, and emotional control.
can be taught to win gracefully and to lose in the same fashion.
many students have found a purpose in their school work and in their lives
through the program of athletics.
athletics provide values and can make a substantial contribution to morale, and
can provide an outlet for enthusiasm.
welfare of the individual student is always to be the primary concern. The game
exists for the student-never the student for the game.

*
*

*
*
*
*
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AIMS, OBJECTIVES & GOALS OF INTERSCHOLASTIC ATHLETICS
❖

For the student body, the interscholastic athletic program provides a foundation
for the development of good school morale, being sportsmanlike hosts, exercis ing
the qualities of fair play and courtesy , and a safe fun environment in which
students can express themselves in a positive manner.

❖

For the community, the interscholastic athletic program provides a

school-community relationship, and creates for the community a program of
educat ion and entertainment through athletics.

AIMS OF INTERSCHOLASTIC ATHLETICS
❖

For the player , the interscholastic athlet ic competition offers increased

opportunity for improving player skills , developing player skills, developing and
increasing phys ical vigor, promoting a positive self-esteem, deve loping good
sportsmanship , promoting true and lasting friendships, establishing friendly
rivalries, and learning that the rules of play are similar to the rules of everyday
living .

GOALS OF INTERSCHOLASTIC ATHLETICS
❖

❖

❖

❖
❖

❖

Teamwork: To work with others in a democratic society , a person must develop

self-d iscipline , and respect for authority and the spirit of hard work and sacrifice.
Atrdetes must piace the tea m highe r t han perso nal desires.
Improve: One day better, establish a goal and continually strive to reach those
goals . Better your talents , skills and characteristics to improve self and team.
Success: Our society is very competitive . We do not always win , but we succeed
when we cont inually strive to do so. You can learn to accept defeat only by
striving to win. Develop a desire to excel.
Sportsmanship: To accept success and defeat like a true sportsman. Live by the
"Golden Rule" Treat others the way you would like to be treated .
Health: Learn to be active obtaining a high degree of fitness through exercise ,
nutrition and good healthy habits long after graduation.
Have fun: Enjoy yourself, enjoy the opportunity to participate and perform for
others . Enjoy the opportunity and blessing you have been given . Have fun .
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OBJECTIVES OF INTERSCHOLASTICS ATHLETICS
❖
❖

❖

❖
❖

The athletic program shall provide each participant with desirable learning
exper!ences within the overall educational program.
The athletic program shall operate in a manner such that each participant may
realize the following:
► development of moral values
► development of a sense of competition
► development of a spirit of cooperation
► development of emotional maturity
► development of social competence
► development of physical skills
► development of self discipline
► development of health and happiness
► an understanding of the democratic process
► an understanding of the group goal process
► an understanding that participation is a privilege and a
responsibility for every participant
► an understanding that rules must be followed and penalties
must be accepted if these rules are broken.
Meet the needs and interests of those students who are gifted athletically.
Satisfy the urge for competition which is basic in the American tradition and to
develop the will to excel.
Develop each participant's knowledge and use of the fundamental skills needed
to participate in their given sport.

•:• Give a student an early understanding that participation in eth!etics is a privilege
❖
❖
❖
❖
❖

❖

vvhlch carries responsibilities.
Develop good community relationships and attitudes toward athletics.
Teach habits of health, safety, cleanliness, and physical fitness.
Engage individuals in a well-rounded experience that includes participation in a
multitude of extracurricular activities.
Student academic achievement and success take priority over athletics
achievement and success.
The success of a TEAM is more important than individual awards.
Participation in interscholastic athletics programs is a privilege, not a right.
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THE TROJAN WAY
Cu1tureof Champions

'fra«litionof 'Excellence
Enthusiasm - Intense passion with a desire to excel for team and yourself. To want to compete
for yourself, family, and team. Build champions through hard work, enjoyment, practice and
success.
Educate - Fundamentally teach young people lessons of sport and life. Develop whole student.
Commitment - How good do you want to be? You never need to be able to tell anyone about
your commitment....they will know by your actions. What are you willing to do to make your
program and team better. Don't be afraid to fail. Go after your goal, what are you willing to do.
Relationships - Focus on the people. Great leaders are always fostering stronger relationships.
Always working their team either during practice, behind closed doors, to ensure greater trust.
Keeping relationships strong and in good repair with communication of players, coaches, parents
and community.
Legacy -We are beneficiaries of a rich and living tradition forged by all the efforts of all those
who have come before us. We will build upon our traditions which have been developed
throughout our history. Reflected in facilities, performance, and character of team. Passionate
about being at practice and game planning. Enjoy getting your program, team and players better
than the previous day. To want to compete. To have pride and respect for yourself, family, team,
program, school and community .
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RESPONSIBILITIES OF A FINDLAY ATHLETE

"Tradition of Excellence"

Being a member of a Findlay City School District athletic team is an honor forged from a rich
tradition. The achievement to be a part of this tradition carries with it certain responsibilities to be
maintained throughout his/her career. A tradition is not built overnight. It takes hard work and
sacrifice from many people over many years. As a member of the interscholastic team, you have
inherited a wonderful tradition, a tradition you are challenged to uphold.
Our tradition has been "Win as One" with honor to our athletes, our school and our community.
Such a tradition is worthy of the best efforts of all concerned. Over many years, our teams have
achieved athletic exceiience through numerous ieague and tournament championships. Many
individuals have set records and won All-Conference and All-State honors.
It will not be easy to contribute to such a tremendous tradition. When you wear the Blue and
Gold, you wear it for not only yourself but for your family, community, and all those that have
come before you, the present and the future.

"Culture of Champions"

As an athlete you have the responsibility to broaden and develop strength of character. You owe
it to yourself to get the greatest possible good from your school experiences. Your studies,
participation in extracurricular activities, and community service learning as you prepare for life as
an adult in being a productive citizen.
As a team member, you also bear a heavy responsibility. You must abide by the training rules.
You should practice to the best of your ability each day. With being a part of our tradition you are
building on a foundation for others as younger students are always watching, with a dream of one
day being like you. Set a good example and don't let them down.
As a leader and athlete the spotlight will be on you, by participating in athletics to the maximum
of your ability, you are contributing to the reputation of your school. Your conduct, actions, and
attitudes both on and off the field of play reflect our school and contribute greatly to school pride
and community pride. Make Findlay proud.
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SPORTSMANSHIP
Findlay ath!etes are expected to treat all opponents, coaches, and officials with respect and
dignity abiding by all rules for their sports. Student-athletes are expected to accept seriously the
respons ibility and privilege of representing Findlay City School District and the Findlay
community by displaying positive actions.
As athletes you are admired and respected, you have a great deal of influence over the actions
and behavior of spectators. It is important that as athletes:
❖

Treat opponents with respect as guests and as a fellow human being.

❖

Shake hands with opponents .

❖

Exercise self-control at all times with accepting the judgment of the
offic1als. Never arguing or making gestures indicating a lack of respect

❖

Accept both victory and defeat with pride and compassion.

❖

Accept seriously the responsibility and privilege of representing your
school and community.

As spectators the field/court/mat is an extension of the student-athletes classroom and should
keep in mind spectators behaviors and actions are a reflection of our team, school and
community . It is important that all spectators.
❖
❖

❖
❖
❖
❖

Know, understand, appreciate and abide by the rules of conduct.
Maintain self-control at ALL times.
Remind fellow spectators whose behavior is unacceptable.
Be positive toward players and coaches regardless of the outcome.
Respect the judgment and the professionalism of the officials.
Understand that no call will be changed by how loud you yell and
understand that by doing so could ultimately hurt the team.

Spectator inappropriate behavior:
❖ Verbal/physical abuse of officials .
❖ Berating players, coaches or other spectators through: chants, signs,
cheers, and profanity.
Unacceptable interruptions of a contest:
❖ Throwing objects on playing area.
❖ Entering playing area.
❖ Disruptive behavior.
Suggested disciplinary actions:
❖ Removal from contest.
❖ Conference/hearing/letter

with school officials.
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The following rules are established by the Three Rivers Athletic Conference (TRAC) schools to
Insure positive and beneficial actions of all fans at athletic contests. The purpose is to
encourage fan support of the teams and eliminate unsportsmanlike conduct and activities by
any school fans.
1. In the spirit of sportsmanship, athletic board policy prohibits the use of noise makers at
indoor contest except host school approved bands. Host school signs that decorate the
facilities may not be derogatory to the visiting schools.
2. No megaphones and other means of increasing the volume of the voice may be used.
3. No objects such as spirit sticks may be brought to inside athletic contests.
4. Visiting teams may not bring in any signs, posters, or banners. However, visiting teams
may bring their teams onto the football/soccer field; then the flag must be put away. No
Flags are permitted at Indoor Contests.
5. Shirts must be worn at all athletic contests indoor and outdoor.
6. Body paint is permitted but with appropriate attire.
7. Full Body Suits are not permitted at any contests.
8.
Only school approved personnel such as mascots, players, and cheerleaders are
permitted on the playing surface during the warm-up period, during the contest, or after
the contest. Fans are not to leave the bleacher area to form tunnels or lines around the
playing surface.
9. Seating for the visitors, both student and adult, will be together whenever possible. When
possible, the player's bench shall be in front of their own fans or two rows shall be
reserved for managers, statisticians, etc., directly behind the bench.
10. The home school shall make sure the necessary supervision has been provided.
11. The official representatives from the visiting schools should identify themselves with
home school officials at all varsity contests so they may be found in case of an
emergency.
Prior to the ejection of a student from a varsity contest, the official
representing that student's schooi shouid be notified.
12. Parading around the playing surface shall be prohibited. Teams are to go directly to their
assigned warm-up areas after entering the playing surface.
13. Unsportsmanship tactics and taunting of another athlete shall be discouraged at all times.
Coaches are to address this aspect of the policy with their players.
14. Findlay prohibits pyramids, mounts, or standing on another's shoulders by cheerleaders at
any league contest as stated by the OHSAA.
15. Cheerleaders are to remain on their half of the playing floor and refrain from tumbling
during the introduction period and when the teams warm-up.

RELATIONSHIPS
The Findlay City Schools' athletic programs shall operate within the rules of the Ohio High
School Athletic Association (OHSAA). Findlay High School participates in the Three Rivers
Athletic Conference, the Northwest Ohio Hockey Conference (Ice Hockey), and the
Northwest Ohio Girls Golf League (NWOGGL) and Buckeye Middle School League
endeavoring to maintain the status and stature of the conferences, representing the
conference to the best of its ability, and benefiting from the close association with other
conference schools. The official representative of Findlay High School to the conference
shall be the high school principal and the Athletic Administrator.
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REQUIREMENTS FOR PARTICIPATION
In the conduct of interscholastic athletic programs, the bylaws, regulations and limitations
outlined by the Ohio High School Athietic Association must be followed. Detailed OHSM
regulations are found at http://ohsaa .org/
Requirements for interscholastic academic eligibility at Findlay High School 1nclude:
❖ Earn no more than one (1) "F" from the preceding grading period
❖ Earn a GPA greater than 1.5 from the preceding grading period
❖ Passing five (5) or more 1 credit courses from the preceding grading
period.
Requirements for interscholastic academic eligibility for Findlay Middle School include:
❖ All incoming seventh graders are eligible insofar as the scholarship bylaw
regardless of' the previous academic achievement.
❖ To maintain eligibility, 7th-8th grade students must have received passing
grades in a minimum of five classes in the immediately preceding grading
period.
If you drop a course or change your schedule, it is critically important that you contact your
principal or athletic administrator to see if this affects your eligibility.
No high school student will be eligible if he or she has been enrolled in high school for more than
eight semesters.
No 7th-8th grade student will be eligible if he or she has been enrolled in 7th-8th grade for more
than four semesters.
Additional requirements include prior to tryouts the following completed items:
❖
Final Forms (found at www.findlaycityschools.org }
► Physical Examination
► OHSAA Authorization Form
► Concussion Document
► Training Rules
► Consent Agreement
► Warning of Potential Injury
► Insurance Waiver
► Emergency Medical
► OHSAA Parent/Guardian sign off
Before the season's first practice (or prior to your first participation should you join the team
after the season has started}, you must have had a physical examination within the past year
AND an examination clearance form must be on file at the school.
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OHSAA
OHSAA AGE REQUIREMENTS

High Schoo! students will be ineligible whenever they turn 20 years old.
Seventh and eighth grade students who turn 15 before August 1 are also ineligible for 7th
and 8th grade sports but MAY BE eligible to participate in high school athletics.
OHSAA Non-School Team and Program Out-of-Season Standards

You will be ineligible if you are a member of a school team competing on a non-school
team in the same sport DURING your school's season. (example: club soccer team
during school soccer season).
AMATEUR STANDARDS
You could lose your amateur status and forfeit your eligibility if you compete for money or
other monetary compensation OR capitalize on your athletic fame by receiving money,
merchandise or services or by entering into an agree ment with a professional team.
FOREIGN EXCHANGE STUDENTS

Foreign exchange students enrolled in a recognized visitor exchange program may be
eligible to participate in interscholastic athletics in accordance with OHSM bylaws. Must
see Director of Athletics.
TRANSFER STUDENTS

If a student in grades 9-12 transfers at any time after establishing eligibility. the student is
ineligible for athletics for the first 50% of the maximum allowable regular season contests
in the sports the student participated in during the 12 months immediately preceding the
transfer, until the one-year anniversary date of enrollment in the school the student
transferred to. Exceptions to the ineligibility provisions are outlined in the OHSM Bylaws.
Must see Director of Athletics.
REGULATIONS TO PARTICIPATE ON NON-SCHOOL TEAMS

7.3.1)Selected Team Sports - A member of a school program or team in the team sports
of baseball, basketball, field hockey, ice hockey, lacrosse, soccer, softball and volleyball
may participate with a non-school program or team in contests, tryouts, training and/or
practices prior to and after the school team's season under the following condition:
a) The number of team members on the non-school team who came from the same
school or who participated in that sport as a team member at another school in the
preceding season is limited to a maximum of 50 percent of the members of a team as
defined in the playing rules of the sport.
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The 50 percent team limit is as follows:
50% Limitation on Sport

Number of squad members

Baseball

4

Basketball

2

Soccer

5

Softball

4

Volleyball

3

Note: Students who did NOT play for a school team the previous year do not count in the 50
percent limitation cf that sport.
Exceptions:
a.) The team members limit for the sport of ice hockey shall be five (5).

b.) The SO percent team limit is not in effect for the sports of basketball, field hockey, ice
hockey, lacrosse, soccer and volleyball from June 1 through July 31.
c.) The SO percent team limit is not in effect for the sports of baseball and softball from the
Friday before Memorial Day through July 31 provided the members of the school team
have completed their school team's season.

CONDUCT OF AN ATHLETE
The conduct of an athlete is closely observed in several facets of life. It is a privilege to be a
member of the school's athletic team; a right which can only be earned when one abides by the
rules of the school and of the game. Our athletes are expected to be models of good behavior.
They are representing the school and the community, we want to be proud of their effort.
CLASSROOM

Academics will come before athletics, a good athlete becomes a good student. Give
maximum effort at all times. If you are lazy in the classroom, you will be lazy on the
field/court/mat and you will never reach your full potential. Plan your schedule so you
give sufficient time and energy to your studies to insure acceptable grades. Talking,
texting, horseplay are NOT appropriate habits of behavior. Bring a pencil, paper, and
book to the classroom . Raise your hand and get involved.
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SCHOOL DISCIPLINE

Athletes referred to the off ice for school violations may be denied participation privileges
by eithe r the coach or Director of Athletics.
TRUANCY

Attend class and maintain a good attendance record. Never cut class. Ten (10) absences
places you on "attendance watch."
.CITIZENSHIP/CHARACTER

Any conduct which may be deemed by the principal/designee to be both of a serious
nature, and a violation of local, state or federal criminal or juvenile law, may cause the
participant to be declared ineligible by the admini strative offi.ce.
FIELD/ COURT/ MAT

A true athlete does not use profanity or illegal tactics. You should win and lose with class
and honor.

CODE OF CONDUCT
EXPECTATIONS OF FINDLAY ATHLETES
❖ The good of the team is first and foremost.
❖

❖

❖

❖

❖

Once a team is eliminated, the
individual becomes the most important.
No player(s) will ever employ illegal tactics to gain an underserved advantage . All
players will devote themselves to being a true sportsman.
All athletes will care for all equipment as though it was their own personal
property. If equipment is destroyed through practice , it will be replaced by the
school. If equipment is lost or stolen, the athlete will fulfill their responsibility by
paying for replacement of item(s).
All athletes will obey the specific training and practice rules of their team as given
to them by the coaching staff of that team .
Athletes should not engage in doing negative things. Drinking alcohol , tak ing
controlled substances, using tobacco products , using profanity and being
disobedient are harmful to athletes and their team.
Maximum effort and
performance cannot be attained doing these things.
The athletes must pass five credits each grading period prior to the sport
part icipating. Team members should plan their time so that they devote energy to
their studies to insure passing grades which represent their true abilities.
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❖

Be a positive influence in all you try to do. Work for the betterment of Findlay
Schools and what is right for all activities and yourself. Set a good example of
always doing what is right and good on and off the field of play.
❖ Officials deserve courteous respect. Realize that officials do not lose a game or
contest; they are there for the purpose of insuring both teams a fair contest.
❖ Appreciate that coaches, teachers and school officials have the best interests of
all athletes in mind as they equip , schedule and conduct the athletic program .
❖ All Findlay athletes must comply with the standards of our athletic code of conduct
and school rules or be subject to disciplinary action or dismissal from team as
determined by the rules, coaching staff, Athletic Director and/or Principal.

IMPORTANT: The Findlay Athletic Department is not asking athletes to make sacrifices.
Sacrifice implies to give up good things. We are asking our athletes to do the opposite. Live
ciean, think clean and do those things that make them cleaner, finer and more competent
individuals and team members.
EJECTION OF STUDENT-ATHLETES DURING CONTESTS

By adoption of the Ohio High School Athletic Association (OHSAA), any student/athlete ejected
from an interscholastic contest for unsportsmanlike conduct or a flagrant foul shall be ineligible
for contests for the remainder of that day as well as for all contests in that sport until two (2)
regular season/tournament contests are played at the same level as the ejection (one contest in
football). If the ejection occurs in the last contest of the season, the student/athlete shall be
ineligible for the same period of time as stated above in the next sport in which the
student/athlete participates . .A.student/athlete under suspension may not sit on th e team bench,
enter the locker room or be affiliated with the team in any way traveling to, during or trave iing
after the contest(s).
A student athlete who has been ejected for unsportsmanlike conduct for the second time shall
be suspended for the remainder of the season in that sport. A student who has been ejected
for unsportsmanlike conduct for the second time in the season during the last contest shall be
ineligible for a period of time/number of contests subject to the discretion of the Commissioner.
The period of ineligibility shall commence during the next sport in which the student
participates.

STUDENT MAY BE REMOVED FROM THE TEAM FROM THE FOLLOWING
❖

Use or possession of alcoholic beverages, drugs, or other mind-altering
substances.
❖ The use of tobacco in any form .
❖ Destroying or stealing athletic equipment.
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❖

Violation of athletic manual rules, team rules, Board of Education
policies, and/or OHSAA rules.
❖ Any conduct which may be deemed by the principal/designee to be both
of a serious nature, and a violation of state, local, or federal criminal or
juvenile law.

PRACTICE AND GAME ATTENDANCE
Attendance at all practice sessions and games is mandatory for all team members. Athletes
should be aware that practices and games may be scheduled on Saturday. Team members are
expected to attend practices and games during vacations that fall within the team season.
Parents should make vacation plans with the student athlete's commitments in mind. If for some
reason an athlete must be tardy or absent, that athlete must personally speak to the coach.
Athletes are not permitted to leave practice or a game early without prior approval of the coach.
Coaches may have additional regulations pertaining to their specific sport. Information and
practice/game policies are provided to students and their parents at the beginning of each
season.
❖

Athletes not in school on the day of a game may not participate in an athletic
event that same night unless he/she missed for the following reasons: death in
the family or doctor's appointment.

❖

All student-athletes must be in school by 11:20am on the day of a game or day
before a game if on a Saturday to be eligible to participate. A student-athlete who
com es to school and goes home with an illness \,Vl!!net be able to participate for
that evening's contest.

❖ An athlete should consult his/her coach before missing practice. Missing practice

or a game without good reason will be dealt with severely. Sudden illness or some
other emergency would be good reason for missing practice or game.
❖ All athletes are to make participation on the school squad/team their priority.

Athletes are not permitted to miss school squad/team contests or practices for
participation in any other group.
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MULTIPLE SPORTS
It shaii be the philosophy of the high school athletic department that athietes shall enjoy as many
sport seasons as the student-athletes and their parents wish them to participate in without
influence from any coach to specialize in one sport .
Although athletes may choose the sport they wish to enjoy, once the season has started, no one
shall change sports without the consent of each coach involved, and athletes may not change
sports under any circumstances after three weeks of the official starting practice day of either
sport.
Athletes cut from one sport may try out for another sport providing they were not cut for
disciplinary reasons .
Any athlete cut for disciplinary reasons or any athlete who quits the squad may not participate in
another sport until the completion of the one from which they have been dismissed .
❖ Example: An athlete cannot quit football and go out for basketball until
that football season is compieted. in the same respect, an athiete may not
quit a sport and join another in the same sport season. Leniency will be
given to this rule at the middle school level.

CONFLICTS IN EXTRA-CURRICULAR ACTIVITIES
Activities of Findlay City Schools share many students . From time to time, there may be conflicts
between times of activities and it is important that all parties work together to make the decision
as to which activity to attend. An individual student who attempts to participate in too many
extracurricular activities will, undoubtedly, be in a position of a conflict of obligations. The athletic
department recognizes that each student should have the opportunity for a broad range of
experiences in the area of extracurricular activities; and to this end, will attempt to schedule
events in a manner so as to minimize conflicts.
Students have a responsibility to do everything they can to avoid a continuous conflict. This
would include being cautious about belonging to too many activities where conflicts are bound to
happen . It also means notifying the faculty sponsors involved immediately when a conflict does
arise.
When conflicts do arise the sponsors will meet and work out a solution so the student does not
feel in the middle. If a solution cannot be found, then the principal will have to make the decision
based on the following :
• The relative importance of each event.
• The relative contribution the student can make.
• How long each event has been scheduled .
• Talk with parent(s) or guardian(s) .
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PARTICIPATING IN TWO SPORTS IN ONE SEASON
Athletes may participate in more than one sport during one season. A "Dual Sports Contract
Agreement" must be completed and signed. The athlete must declare which sport will have
priority in the event of a conflict. Coaches involved with athletes wanting to do this will meet and
discuss the possibilities. The athlete will declare which sport is his/her primary sport. Practice
schedules will be worked out between the coaches involved. The athlete must realize the extra
time for practice is necessary to compete in two sports in one season. If a conflict does arise, the
primary sport will take precedence. Participation in non-scholastic (club) sports will be at the
discretion and by agreement of the Head Coach of the school-sponsored sport for that season.

CAPTAINS
Captains play a vital role on a team and are expected to set a positive example for team
members. They do this by attending all practices and games, arriving on time, being the first on
the field/court for practices and the last to leave, showing and encouraging team and school
spirit. You are the leaders of the team by your words and actions. Lead by example.

DRESS
When going to away activities or contests as representatives of Findlay City Schools athletics, the
minimum dress requirements are slacks (no jeans) and a collared shirt, blouse, dress sweater or
dress. Coaches may ask their players to dress according to team rules or may stipulate a certain
type of dress or unified attire. Our teams should represent our school with class.

ATHLETIC EQUIPMENT AND UNIFORMS
Athletes are responsible for all equipment and uniforms issued to them. All equipment and
uniforms will be returned clean and in good condition in a timely manner when the athlete
completes the sport, either at the end of the season or upon leaving the team. Athletes will be
held financially responsible for any equipment or uniform damaged or not returned. Any student
with an obligation to the athletic department may not participate in another sport until the
obligation is resolved.

PERSONAL PROPERTY
It is the student athlete's responsibility to safeguard her personal possessions. Findlay City School
District nor Findlay Athletic Department does not assume responsibility for the recovery or
replacement of lost, stolen or damaged personal property.
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INJURIES
All injuries suffered by an athlete while participating in athletics must be reported immediately to
the coach and athletic trainer. This is the responsibility of the athlete. in order to return to
participation in athletics after an injury, an athlete treated by a physician must be cleared to play
by the athletic trainer, who will need written clearance from the attending physician.

EMERGENCY PROCEDURE
In the event of an emergency, 911will be called immediately to secure medical assistance for the
student athlete. Referring to the student athlete's emergency information form, the coach, athletic
trainer, or other designated adult will make the necessary telephone calls to the parent/guardian
and athletic director . The athletic trainer distributes the emergency information to the coaches at
the beginning of each sports season.

INSURANCE
In order to participate in a school sport, a student athlete must be covered by a family's medical
insurance. If a family does not have medical insurance, it must obtain insurance through the
school. The athletic insurance program of Findlay City School District does not cover any medical
expense that is paid or payable under any other insurance policy. The family's regular medical
insurance policy will cover the student athlete initially.

FHS STUDENT-ATHLETE RETURN TO PLAY PROCEDURES
When an injury or illness occurs during athletics or away from school, communication is key to
make sure everyone in the student athlete's life is on the same page to help manage and speed
recovery time.
Any student-athlete seen by a medical provider, ie. emergency room, family doctor, orthopedic,
etc. is no longer under the medical care of Findlay High School or the FHS Athletic Trainer.
Written documentation from the medical provider is required before any treatment from the FHS
athletic training room can be provided or before they can return to play. Please ask your medical
care provider for a written release or copies of all other medical documents to provide the
school. These forms will be kept confidential in a student file for seven years after student
graduation. Documentation pertaining to concussions will be maintained by FHS indefinitely.
It is recommended that the student-athlete consult with the athletic trainer and coaches for
injuries prior to seeking medical attention. This will help to decrease missed practice/game time
due to medical release documentation requirements. Coaches need to provide all documentation
to the athletic trainer ASAP or send communication that documentation has been provided
before athletes may return to play after injuries.
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The Team Doctor will make all decisions regarding RTP for athletes. If no Team Doctor is present
the onsite ATC wi!I determine return to play procedures. Injuries occurring during home or away
competitions will be evaluated by the onsite athletic trainer who will make the final return to play
recommendation. If a Team Doctor is onsite they will make the final medical recommendation. In
the event there is no medical staff available the coach will refer all injuries to the medical team .

CONCUSSIONS
In Ohio, any athlete who exhibits signs, symptoms, or behaviors consistent with a concussion . ..
such as loss of consciousness, headache, dizziness, confusion or balance problems ... shall be
IMMEDIATELY removed from the contest or practice and shall not return to play that same day.
Thereafter, the student shall not return to practice or competition until cleared with WRITTEN
AUTHORIZATION from a physician or health care provider approved by the local board in
accordance with state law.

EXPECTATIONS OF PARENTS
Parents of student athletes are required to attend a Sports Information Night program at the
beginning of each sport season. Parents are expected to encourage their son/daughter to work
hard and to do her best. Parents should insist that their son/daughter exhibit true sportsmanship
during athletic contests.
Parents should not criticize coaches or the school if their son/daughter is not playing. As
spectators, parents are entitled to cheer at sporting events, but should never become belligerent
toward players, coaches or officials. Parents are not to be on the team sidelines at games, nor in
the locker room before, during or after a practice or game.

COMMUNICATIONS WITHIN THE ATHLETIC PROGRAM
We are honored that your son/daughter has chosen to participate in the interscholastic program
of the Findlay City School District. The mission of Findlay High School is to develop within each
student the ability to recognize and realize their own potential to be lifelong learners who are
caring, flexible, contributing citizens in an ever-changing society. This is accomplished through
families, students, staff and community working together to provide a positive atmosphere where
all students can attain the virtues necessary to achieve their mental, physical, and emotional
potential.
Athletes and parents must respect the authority of coaches to resolve any issues that develop.
Should a concern arise regarding procedures or policies of the Athletic Program, the student
athlete should contact the coach to discuss the situation directly. The student athlete should
contact the athletic director if the initial contact with the coach does not resolve the issue
satisfactorily.
A goal of the Athletic Department is to provide our athletes with the best possible sport
environment. We believe that this goal may not be realized without appropriate lines of
communication among all parties involved. The Findlay City School District in conjunction with its
department of Athletics follows the chain of command listed below.
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CHAIN OF COMMAND
1. Assistant JV/Coach (if applicable)
2. Head Coach
3. Athletic Director
4. Grade/Building Principal
5. Superintendent
6. Board of Education

COMMUNICATION YOU SHOULD EXPECT FROM A COACH
❖

Philosophy of the coach
❖ Expectations the coach may have of your child and the team
❖ Locations and times of all practices and contests
❖ Team expectations: For example: fees, special equipment, eligibility,
attendance, off season, conditioning, etc.
❖ Procedure to follow should your child become injured during participation
❖ Athletic Code of Behavior policy and any additional rules that may affect
your child's participation.
❖ Requirements to earn a letter
❖ Responsibility for lost/outstanding equipment at end of season

APPROPRIATE CONCERNS TO TALK WITH A COACH
❖
❖
❖

The treatment of your child mentally and physically
Way to help your child improve
Concerns about your child's behavior

As your child becomes involved in the various athletic programs of the school, it is our hope that
he/she will experience some of the most rewarding moments of his/her life. It is important to
understand that things may not always go as your child wishes. At these times a discussion with
the coach may be desirable (in fact it is encouraged) clear up the issue and avoid any
misunderstanding.

AREAS NOT APPROPRIATE TO DISCUSS WITH THE COACH
❖

Playing time/position assignment
Team strategy/play calling
❖ Matters concerning other student athletes
Many aspects of the highly emotional and dynamic setting of interscholastic athletics are often
questioned. These may include decisions made by coaches, administration, officials, athletes,
parents and fans. As you have seen from the previous list, certain concerns can be and should be
discussed with your child's coach. Other issues must be left to the discretion of the coach. Our
coaches are professionals. They make judgment decisions based on what they believe to be best
for all students involved under the circumstances and for the team.
❖
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PROCEDURE TO FOLLOW IF YOU HAVE A CONCERN TO DISCUSS WITH
COACH
There are situations that may require a conference between the coach and parent. Such a
meeting is encouraged when necessary. It is important that both parties have a clear
understanding of the other person's position. Each should be willing to listen. The following
procedure should be followed to help promote a resolution to the issue.
Contact the coach to set up an appointment. If the coach cannot be reached after a reasonable
period of time, contact the athletic director. An appointment with the coach will be arranged for
you.
IMPORTANT: Please DO NOT attempt to confront a coach before or after a contest or practice
sessions. These can be emotional times for both the parent and coach. Meetings of this nature
do not promote resolution and in fact often escalate the issue. A good rule of thumb to follow is
to wait 24 hours before scheduling a meeting with the coach.
THE NEXT STEP
What can a parent do if the meeting with the coach does not provide a satisfactory resolution?

Although total agreement may not always be reached, most often such a meeting does afford the
opportunity for productive discussion and better understanding. If the parent desires further
communication, please call the athletic director to discuss the situation. The appropriate next
step will be determined.

HAZING
Hazing, bullying behavior and/or dating violence by any student/school personnel in the District
is strictly prohibited, and such conduct may result in disciplinary action, including suspension
and/or expulsion from school. Hazing bullying and/or dating violence means any intentional
written, verbal, graphic or physical acts, including electronically transmitted acts, either overt or
covert, by a student or group of students toward other students/school personnel with the
intent to haze, harass, intimidate, injure, threaten, ridicule or humiliate.
Such behaviors are prohibited on or immediately adjacent to school grounds, at any
school--sponsored activity; in any District publication; through the use of any District--owned or
operated communication tools, including but not limited to District e--mail accounts and/or
computers; on school--provided transportation or at any official school bus stop. Findlay City
District Board Policy www.findlaycityschools.org
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MEDIA
As an athlete, playing for Findlay will provide you with multiple opportunities and challenges that
will open doors for you and your child. You will face some of the toughest competition in the
state and in turn you will have a broader range of colleges and scouts watching your every move
through television, media, and the scouting process. Utilize your opportunities in practice,
games, and listen to your coaches. When interviewed show appreciation and support of your
teammates, school, community and coaches.

SOCIAL MEDIA
We live in an amazing country with freedoms like no other. Freedom of Speech does not equal
Freedom of Consequences. We live in a day in age where everything is documented. Every post
can be wide!y viewed and screenshot. College coaches, admission offices, employers have the
ability to follow you. Social media is here to stay, make it a positive experience. As you use
social media use it as a tool to promote your program, organization and yourself. It is a
tremendous FREE easy marketing tool for you.
Four items to keep in mind:
❖

❖
❖
❖

It is a Tool, not a Toy ....If used effectively social media can be an asset to help a
student's individual brand, their community, their team and the school you
represent.
Nothing is private .....ever ......Content can be screenshot or saved by others.
Understand that when you post something it is not as simple as deleting.
if you retweet it(share it) ....you own it...Freedom of Speech does not equal
freedom from consequences.
Every Tweet reflects who you are. This is personal branding as every tweet
reflects who you are.

Athletes be careful on what you post, whatever you send out can never be deleted. Do not
text, post negative items about your team, coaches, and other programs. Be cautious on what
you post. When looking for jobs down the road, your employer, college recruiter will search
the internet. Treat others the way you would like to be treated!
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SEXTING, TEXTING AND EMAILING
In accordance with HB 1, HB 132 and Ohio Revised Code 2907.323, the possessing, taking,
disseminating, receiving, keeping or sharing of nude, obscene, pornographic, lewd, or
otherwise illegal images of photographs, by electronic data transfers does constitute a crime
under state and/or federal law. Any person involved in any of the above can be punished
under the code of conduct and may be reported to the appropriate law enforcement agencies.
Students and families should be aware of these guidelines as legal charges and/or convictions
do constitute some long lasting penalties. For additional clarification, please refer to the state
and federal laws mentioned above.

CELL PHONE USAGE
The overall use of cell phones is at the discretion of each team's coach. However, the use of
cell phones is prohibited during practice, games, team meetings, and inside locker rooms.

COLLEGE
Student-athletes with Division I or II aspirations are encouraged to register with the NCAA
Eligibility Center at www.eligibilitycenter.org at the beginning of their sophomore year.
Student-athletes when registering for ACT are asked to use code "9999" this requests for your
official test scores to be sent directly to the NCAA Eligibility Center; test scores on high school
transcripts will NOT be used. Establish a relationship with school counselors to monitor your
academic progress and make sure that you are taking the required amount of core courses. The
high school must send official transcripts at the end of the sixth semester Uunior year) and eighth
semester (graduation from high school). Academics are vital, GRADE 9 counts.
►

NCAA Eligibility Center (877) 262-1492

24

FINDLAY INTERSCHOLASTIC ATHLETIC HANDBOOK

GAME PLAN FOR COLLEGE BOUND STUDENT-ATHLETES
Grades 9-10
❖

❖
❖
❖
❖

❖
❖

Establish a four-year pian of action to meet all core-course requirements
Make your best effort to establish the highest GPA possible
Consider taking the PSAT your sophomore year. Check with school counselor
Keep accurate records and lists of extracurricular activities and community service
Develop a sports resume of athletic achievements
Participate in a variety of athletic teams. This gives you a wider overall
perspective as an athlete.
Attend sports camps-increases exposure, evaluates skills with same elite
competitors.

Third Quarter: Grade 11
❖ Register with the NCAA Eligibility Center: https://web3.ncaa.org/ecwr3/
❖ Develop a list of prospective schools-consideration should be given to academic
achievement and athletic ability.
❖ Make certain you are taking the required core course requirements.
❖ It is recommended that you take a strong academic course load (college
preparatory courses).
❖ Take the required standardized tests-PSAT (October) SAT and/or ACT in the
spring. It is strongly recommended that you select an early spring test date. Tests
may be taken more than once if needed.
❖ Request college applications as early as possible.
❖ Continue to update records and lists of extracurricular activities and community
service.
❖ If possible, visit colleges/universities during the schoo l year.
❖ Continue to attend camps for exposure, skill development.
Fourth Quarter: Grade 12
❖ Register with the NCAA Eligibility Center: https://web3.ncaa.org/ecwr3/
❖ Narrow the list of colleges/universities to which you will apply (three to five)
❖ Develop a personal statement to be sent with your applications. Spend time
making the statement making sure it is well written with your goals and ambitions
clear.
❖ Send completed applications and fees to your chosen schools.
❖ Complete and send financial aid forms (FAFSA) and Family Financial Statements
(FFS) as early as possible after October 1. Many schools offer their available
financial aid on a "first come, first served" basis, and since it normally takes four to
six weeks to process the forms, it is very important to apply as early in January as
possible.
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TEAM TRAVEL
The Findlay City Schools shall provide the safest and most economical mode of travel for all
participants. Under no circumstances are participants permitted to drive themselves. Parents
and / or other responsible adults may be utilized at the discretion of the Athletic Administrator.
All transportation shall be arranged through the Athletic Director.
The Athletic Department shall operate vans for the convenience of small groups of participants.
The Athletic Administrator shall be responsible for the scheduling of these vehicles. The certified
coach is responsible for the care of the vehicle while in use by his / her group. The certified
coach is also responsible for the refueling the van upon return.
All participants are required to ride to and from contests with the team/group. However, if the
parent / guardian is present at the contest and wishes to have their son /daughter ride home with
them, the parent guardian must present a written request to the Head Coach.

SCHOOL BUS RULES
Ohio State legislature has adopted rules that apply to all public school busses, whether on
regular routes or on field trips . These rules are to help promote the safe transportation of school
children. Therefore, to maximize the safety of transported students, the following rules shall be
in effect:
1. Pupils must remain seated keeping aisles and exits clear. All riders must stay in their
seats while the bus is moving.
2. Riders must maintain a safe noise level on the bus and be respectful to the coach and
the bus driver.
3. Pupils must iefrain from eating and drinking on the bus except as required for medical
reasons. No one may eat or drink on the bus while it is moving. If the trip requires
eating, then a stop must be planned along the way.
4. Pupils may carry on the bus only objects that can be held in their laps. Equipment may
be stored under or on the seats but never in the aisle. The aisle, exits and windows
must be clear at all times. Equipment may be loaded/unloaded through the rear
emergency door when necessary. The equipment may go through the rear door but the
riders may not. Riders are not permitted to leave by the rear door unless there is an
emergency.
5. When any school bus is stopped for any railroad track, all passengers must be silent
until the crossing is completed.
6. Chaperones - One or more adult chaperones, as approved by the superintendent or
principal, shall accompany each group using a school bus for athletic travel purposes.
The chaperone's responsibility shall be to assist the school bus driver in maintaining
passenger control and in enforcing procedures for the safety of all passengers.
7. Emergency Procedure Forms are required for all riders under the age of 20.
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VACATION
Vacations by athletic team members during sport season are extremely discouraged. When
an absence due to a vacation is unavoidable, an athlete must:
❖

Be accompanied by his/her parents/guardians/custodians while on the
vacation.
❖ Contact the head coach prior to the vacation.
❖ Be willing to assume the consequences related to their status on that squad as
a starter, 2nd string, 3rd string, etc

SNOW DAY PROCEDURE
❖

There will be no middle school athletic practices or contests on days during which
schooi is closed or dismissed early due to severe weather conditions unless
approved by Superintendent.
❖ On a school day when high school students are released early because of
weather, the High School Principal will decide if after-school practices may be
held.
❖ On a day when school is canceled due to weather, a high school coach must
obtain permission from the Principal to hold practices during that day. Decisions
will be made at approximately 11:00am.

BANQUETS AND AWARDS
Aii awards wiii be given at the discretion of the head coach. Lists of award recipients arn to ba
given to the athletic administrator with ample time given to allow for engraving.
❖ The Athletic Director, in cooperation with the coaches, shall arrange for an
awards program honoring student athletes.
❖ Athletes that do not complete a season (other than for injury) are not
eligible for awards.
❖ Letter Awards shall be:
► Freshmen Award: Graduating class Numerals
► 1st year Varsity Award - Varsity "F" or insert (if he/ she has
previously received a Varsity "F"
► 2 nd Year - Service Bar
► 3 rd Year - 3 Year Award
► 4 th Year - 4 Year Award
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TROJAN CLUB - Athletic Booster Club
Trojan Club exists to supplement the athletic experience of Findlay High student-athletes.
Membership dollars provide uniforms and equipment above and beyond what the district would
be able to provide. Fund raisers allow for major improvements such as the renovations
equipment, and other vital tools for success.
Concessions is not a fundraiser for Trojan Club. The money raised goes to the coaches'
sub-accounts to be spent on team needs. When your coach or parent rep asks for workers,
please consider volunteering your time.

S.A.L.T. - Student Athlete Leadership Team
The Findlay Student Athlete Leadership Team (SALT) promotes leadership, sportsmanship and
integrity within the Findlay Community and Findlay School District.
In support of this mission, SALT will focus on:
❖

❖
❖
❖

Promoting positive conduct, unity, integrity and sportsmanship in Interscholastic
competition.
Bettering our community through Community service projects.
Further developing our student/athlete leaders.
Showcasing Findlay High School and its' student athletes throughout the State of
Ohio.

Any athlete is invited to be a part of SALT.

MISC.
❖
❖

Common Sense ...do what is right, Abide by the rules. Don't place yourself, family,
team, and school in stress or concern.
Athletes be respectful to your coaches. Adults and coaches should be respected,
they should be called ....Mr. , Mrs., Sir, or Coach. Not their first name.
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CHEMICAL HEALTH POLICY - Full policy online

at www.findlaycityschool.org
Findlay City Schools believes that a chemical health policy is part of a comprehensive education
on substance abuse for students (e.g. health curriculum, counseling services, red ribbon week,
challenge day, etc.) and is complimented by the extra--curricular activities rules and eligibility
policy 9.28. This policy also reemphasizes the Board of Education's support of student
programs that assist students and parents in dealing with many of today's unique
challenges. The following philosophical belief statements put in context the responsibility the
Board of Education believes is important.
1. We believe that drug testing is designed to create a safe, drug--free environment for
students and assist them in getting help when needed.
2. We believe that there is no such thing as responsible use of controlled substance/mood
altering chemicals, alcohol, or tobacco by any high school student. Adolescent use is not
only against the law,
it jeopardizes
the
students'
health, and it inhibits
attainment of individual potential. Therefore, any use of controlled substances/mood
altering drugs, alcohol or tobacco by student athletes, participants in extra--curricular
activities that compete or perform, as we!I as those students with a parking permit,
will not be tolerated.
3. We believe that participation in athletics and/or extra--curricular activities, and
parking on campus, is a privilege and not a right. By the acceptance of these privileges,
our students are in a highly visible setting of leadership. Therefore these students
will be held to a higher accountability of conduct and behavior than the student who
chooses to neither participate nor to represent Findlay High School .
4. We believe that violating the Chemical Health policy in a school or community setting
reflects poorly on the individual, family, team, organization, and school.
Therefore,
violations of this nature will carry penalties in regard to competitions, contests,
performances, andior parking privileges.
5. We believe that it is essential to our school to create a drug free environment. Therefore
we will sample test as many students as possible that are eligible for drug testing. This
includes athletes, extra--curricular participants, and parking pass permit holders.
6. We believe that drug testing will be a deterrent and a justification for those who might
otherwise succumb to peer pressure.
STATEMENT OF NEED AND PURPOSE

Recognizing that observed and suspected use of alcohol and illicit drugs by school
students is a serious concern, a program of deterrence will be instituted as a proactive
approach to a drug free school. Likewise, students using drugs pose a threat to their own
safety, as well as to that of other students. The purpose of this program is fourfold:

1. to provide for the safety of all students
2. to undermine the effects of peer pressure by providing a legitimate reason for students to
refuse to use illegal drugs:
3. to encourage students who use drugs to participate in drug treatment programs; and
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4. prevent the impact drug and alcohol use has on the learning centers of the brain allowing
students to achieve their full academic potential while a student within Findlay City
Schools.
OVERVIEW

OF DRUGTESTING

The procedure for drug testing of students in all extra--curricular activities, as well as Findlay
City School parking permit holders, for grades 9--12 is accomplished in conjunction with an
independent drug testing Vendor selected by the Board of Education. The Vendor is
provided by the Designated Official a list of eligible students and in turn randomly
selects up to 50% of these students for drug testing at regular intervals. The Vendor will
send qualified collectors to the school who will oversee the collection of all specimens as
outlined in this document. The Vendor will provide Medical Review Officer (MRO) services for
interpretation and verification of results. Results are reported to the Principal or Designated
Official by the MRO.
TYPES OF TESTING
Random Testing
A system will be used to ensure that up to 50% of students eligible for drug testing are selected

in a random fashion for testing by the MRO. This system may include computer generated
random numbers or names or by pulling numbers from a pool of numbers equal to the number of
eligible students.
Test Upon Suspicion
A Designated Official may choose to include an eligible student in the group of randomly chosen

students for testing when there are reasonable grounds for suspecting that the student is or has
used drugs.
Parent Opt-In

A parent may request to have their child included in the drug testing pool of students by
choosing to become an Opt--ln Participant.
CONFIDENTIALITY

OF RESULTS

All drug test results are considered confidential information and will be handled accordingly.
NON--PUNITIVE

NATURE OF POLICY

No student will be penalized academically for testing positive for illegal drugs or banned
substances. The results of drug tests pursuant to this policy will not be documented in
any student's academic records. However, a student may still be disciplined consistent with
Policy 9.11for Dealing with Drug, Alcohol and Anabolic Steroid Use and the Extra--Curricular
Activities Rules and Eligibility policy 9.28. Information regarding the results of drug tests will
not be disclosed to criminal or juvenile authorities, unless required by law. In the event of
service of a subpoena or legal process, the student and the student's custodial parent,
legal guardian, or custodian will be notified before response is made by the Findlay City
School Board of Education, to the extent permitted by such subpoena or legal process.
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Sports Specific Cautionary Statements
Sports Specific Cautionary Statements The participation in interscholastic athletics curries a level
of risk. Every effort is made to ensure the safety and well being of our student athletes. Even with
these efforts, all sports carry inherent risks. The following cautionary statements are provided to
point out specific considerations in each of our sports . Please take time to read the cautionary
statement(s) specific to the sport(s) you will participate in this year. It is our hope in providing this
information to you prior to your participation, you will be better equipped to identify' potential
hazards and have the means to deal with certain emergency situations.

BASEBALL AND SOFTBALL CAUTIONARY STATEMENT
Baseball and softball are sports enjoyed by large numbers of interscholastic and recreational
players annually, Because of their popularity, and the high-speed components of the game, it is
important to observe and practice a number of procedures designed to enhance the safety and
enjoyment of all participants. The school has purchased protective helmets that are certified by
the National Operating Commission for Safety of Athletic Equipment (NOCSAE). This certification
indicates that research has been conducted to verify the protectiveness and shock absorption
capabilities of the helmet. Each player will receive a demonstration on the proper wearing of a
batting helmet. Proper wearing of these helmets is the responsibility of the player after the
orientation has been completed.
Preparation for practice or contest:

1. Wear all protective equipment to every practice or contest unless otherwise indicated by
the daily practice plan.
2. Be sure that all stabilizing straps and laces are properly worn and tightened and all
fasteners secure so equipment is properly positioned.
3. Players wear outer and under garments that are appropriate for humidity and
temperature.
4. Players should ingest the equivalent of 4-6 glasses of water each day.
5. Players with visual impairment(s) must wear corrective, shatterproof glasses or contact
lenses if the impairment affects judgment or perception.
6. Players needing protective tape, padding, or bracing should arrive early to receive
necessary treatment.
7. Remove all jewelry and metal hair fasteners.
8. Players with seizure, neuromuscular, renal/cardiac, insulin/diabetic, or chronic skeletal
problems, disorders or diseases must present a physician's approval prior to participation
in any practice session.
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In the locker room:

1. Be alert to slippery floors.
2. Be alert to changes in floor or texture and to elevated thresholds between shower and
locker room .
3. Keep floors free of litte r. Place all belong ings in assigned lockers.
4. Close and lock locker doors when away from your assigned locker .
5. Keep soap and shampoo in the shower room.
6. Use foot powder in designated areas .
7. Refrain from rapid movements, horseplay/and roughhouse in the locker/ shower areas.
8. Identify incidents of foot or other skin infections to coach(es) immediately.
9. Be especially careful not to injure a teammate with cleated shoes and do not wear
cleated shoes in the building or locker room at any time .

Approach to the competitive/practice site: Be alert to:

1.
2.
3.
4.
5.
6.

Variable surface textures (concrete, matting , turf).
Steps, ramps, dugout locations.
Location of bulk equipment or specific drills.
Ball throwing machines.
Hitting practice and "on deck circle ,"
Pitching practice.

Hazards specific to Baseball and Softball:

1. All protective equipment required by rule must be worn at practices and competition
during those situations that require it.
2. Helmets are to be worn by batters, base runners, catchers and base coaches.
3. "On deck" hitters are to take practice swings in a designated circle but with complete
attention directed to the pitcher and batter. If no circle is designated, stand behind the
backstop. Keep hands off the backstop.
4. Swing only one (1)bat when taking practice swings. Use a bat ring that will not slide off
the thick end of the bat.
5. Batting practice, infield drills, outfield drills , and pitching practice are to be done in
designated areas and at designated times. DO NOT begin these practices without
direction of the coach.
6. Sliding technique is to be performed as a progression and approved by the coach before
it is tried. Lower extremity injuries may still occur when players are experienced in sliding
techniques.
7. Offensive and defensive players involved in sliding or other close plays must recognize
the possibility of being hit by a thrown ball, being accidentally bumped, or of injury due to
friction burn, being stepped on, or skeletal injury. Be alert to the location of the ball and
opponents. Assume a protected position. Do not leave limbs extended when on the
ground
8. Burns, sprains , strains and contusions must be reported to coaches.
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9. Dugout and team bench-players in the dugout or team bench area must be alert to foul
balls , over throws, or defensive players moving towards the area at high speed.
10. Indoors always look before taking practice swings during drills. If you are chasing balls
into a hitter's area, get his/her attention before going near him/her.
11. Pitchers in batting cages wili always wear protective helmets .
12. On a pitched ball that appears to be headed towards a hitter, all hitters will be instructed
to turn their front shoulder towards the catcher and tuck their chin to avoid being hit in the
facial area.
13. Never catch without protective equipment.
14. Never slide head first into a catcher at home plate .

Emergencies:

Because of the nature of baseball and softball some injuries will occur. All injuries must be called
to a coach's attention . Most will be minor and can be managed with basic first aid. However, some
may need more intense management and may also require squad members to:

1. Stop all practices, scrimmages, or drills . DO NOT move the vict im!
2. Call the coach to manage the situation if not already at the site.
3. Sit or kneel in close proximity ,
4. Assist by:
a) Help ing with the injured person
b) calling for additional assistance
c) Bringing first aid equipment or supplies to the site
d) Keeping onlookers away
e) Directing the rescue squad to the accident site
5. Fire or Fire Alarm :
a) Evacuate or remain outside the building
b) Move and remain 150 feet away from the building
c) Be prepared to implement the emergency procedures outlined in #4.
6. Severe weather may necessitate the need to evacuate to a safe place .
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BASKETBALL CAUTIONARY STATEMENT
Basketball is a highly competitive , fast-action game that places demands on the individual player.
For this reason, coaches will implement conditioning regimens that are based on scientific
principles, and des igned to enhance player endurance, quickness and playing skills. While
contact and rough play are prohibited by rule, a certain amount of inadvertent physical contact is
predictable. To enhance stability and strength, certain weight room workouts may also be
prescribed along with a regular practice activity. In addition , the following considerations and
cautions will enhance player enjoyment and safety .

Preparation for activity:

1. Wear all pads, braces and supportive undergarments to all practices and competitions.
2. Clothing and shoes should fit properly, be comfortable and allow for maximal physical
efforts. Clothing should be kept clean and sanitary.
3. Clothing should prevent heat dissipation or restrict movement.
4. Players should ingest the equivalent of 4-6 glasses of water each day.
5. Feet should be covered with a thin cotton sock followed by a heavier wool sock. If blisters
are a chronic problem or begin to appear, coaches or trainers should be consulted for
appropriate responses or preventive actions .
6. Players who require corrected vision must wear shatterproof glasses or lenses. Glasses
must be mounted in break resistant frames, and be held in place by an elastic strap .
7. Players requiring preventive taping, padding or bracing should arrive early enough to
receive treatment and be able to participate in specialty work.
8. Remove all jewelry , metal hair clips and hats.
9. No horseplay, roughhousing, hazing or initiations.
10. Players with seizure, neuromuscular, renal, cardiac. insulin diabetic or chronic skeletal
problems, disorders or diseases must present a physician's approval prior to participation
in any practice session.
11. High top basketball shoes are suggested and they should be properly laced.
12. DO NOT swing elbows excessively when clearing a rebound.
13. Taller players may need to be alert to their proximity to the lower surface of the
backboard.
14. DO NOT take an intentional foul that might cause an injury to an opponent.
15. When taking a charge or screening an opponent, assume a weight-balanced, protected
position.
16. If a backboard shatters, notify the coach and keep people away from the broken glass.
Broken backboards are the financial responsibility of those that break them!!!!
17. Notify the coach or trainer of any injury, no matter how slight it may seem.
18. DO NOT share water bottles, towels or anything else that might transmit body fluids or
pathogens .

34

FINDLAY INTERSCHOLASTIC ATHLETIC HANDBOOK

-

Emergencies

Because of the nature of basketball , some injuries will occur. All injuries must be called to the
coach's attention . Most will be minor and can be managed with basic first aid. However, an
occasional situation may require more intense management and may also necessitate
involvement of squad members as follows:

1. Be alert to any injury that the coach may not see. He/she will manage the person in trouble .
Assist by:
a) Stop all practices, scrimmages. DO NOT move the victim!
b) After calling the coach to manage the situation, help with the injured person.
c) Telephone for additional assistance (phone numbers and information are posted on the
telephone); obtain first aid supplies or equipment.
d) Keep onlookers away.
e) Sit or kneel in close proximity.
f)Direct rescue squad members to the site ..
2. Fire or Fire Alarm:
a) Evacuate and remain 150 feet from the building.
b) Be prepared to implement emergency procedures.
3. Bomb Threat:
a) Evacuate building and remain 200 feet away.
4. Tornado:
a) Go to the basketball team room, sit on floor next to and facing the lockers .

CHEERLEADING AND DANCE CAUTIONARY STATEMENT
The following recommendations have been designed specifically for cheerleading squads and
dance teams. Because of the physical demands required , squad members and parents are asked
to read and understand certain cautions and responsibilities designed to improve the safety and
enjoyment of the activity .
Preparing for practice:

1. Choose an outfit that fits comfortably and allows free movement.
2. Do all stretching exercises before practice. Take time to stretch leg, neck, ankle and back
muscles before each practice or performance.
3. Shoes must be worn during practice .
4. Players with seizure, neuromuscular, renal, cardiac, insulin diabetic, or chronic skeletal
problems, disorders or diseases must present a physician' approval prior to participation
in any practice session.
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Workout expectations:

Think safety first.
Always be aware of the proximity of others when executing large motor movements.
Stunts and routines should be practiced in a progression from simple to complex.
Advanced stunts or routines are prohibited unless previously cleared by the advisor.
When executing partner stunts and pyramids, remember the federation rule against being
more than two bodies high.
6. Always use proper spotting techniques when learning tumbling and balancing
maneuvers.

1.
2.
3.
4.
5.

Emergencies:

Because of the physical nature of cheerleading, some injuries will occur. All injuries must be
called to a coach's attention. Most will be minor and can be managed with basic first aid.
However, an occasional situation may require more intense management and may also
necessitate involvement of squad members as follows:

1. DO NOT move the victim.
2. Be alert. Look around. Get the attention of other people as they may need to help.
3. The advisor will manage the person in trouble. You may be asked to assist in one of several
ways:
a) help with the injured person,
b) telephone for additional assistance,
c) obtain first aid supplies or equipment,
d) direct the rescue squad to the accident site,
e) keep onlookers back.
4. Fires or fire drills may require immediate evacuation from the building:
a) there may be time to grab a coat and exit,
b) if the situation requires quicker action, participants will evacuate through any exit,
c) move and remain 150 feet away from the building,
d) be prepared to use the procedures described in #3 above.
5. Severe weather may necessitate the need to evacuate to a safe place.
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CROSS COUNTRY CAUTIONARY STATEMENT
Because of the intense demands and condition ing required, athletes and parents are asked to
read and understand certain cautions and responsibilities designed to improve the safety and
enjoyment of the sport.

Prepar ation for practice or contests :

1. Select the appropriate clothing to be worn in warm or cold weather. Since we have a
varied climate, it is important to be prepared for all kinds of weather and to dress
accordingly.
2 . Proper warm-up and warm-down is very important before and after competit ion and
practices.
3. Select and change shoes/spikes for various surfaces to help reduce shock and stress.
4. Athletes who are ill, dizzy, or lightheaded should contact their coach. Do not practice.
5. Athletes with seizure, neuromuscular, renal, cardiac, insulin/diabetic or chronic skeletal
problems, disorders or diseases , must present a physician 's approval prior to participation
in any practice session.
6. Participants should ingest the equivalent of 4-6 glasses of water each day.
7. Athletes needing preventive taping or bracing should arrive early to receive treatment.
Any injury problem or concern should be discussed with the coach or athletic trainer .
8. Athletes with visual impairments must wear shatterproof glasses or lenses where
judgment or safety is a problem .
9. Glasses must be mounted in break resistant frames and secured with an elastic strap.
In the locker room:

1. Be alert to slippery floors and use caution.
2. Keep floors free of litter. Place all personal belongings in assigned locker.
3. Close and lock locker door when away from your assigned locker.
4. Keep soap and shampoo in the shower room.
5. No roughhouse or horseplay.
Movement to the practice/contest site:

1. Be aware of variations in the surface of ramps, locker rooms, cinder, or artificial surfaces .
2. Stretch thoroughly and start your workout with easy jogging.

Hazards specific to cross country:

1. Athletes should be alert to activity going on around them to prevent collisions and or the
sudden stopping of others.
2. Runners engaged in road work as a method of distance conditioning must face traffic or
use sidewalks.
3. Do not wear radio or tape player headphones.
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4.
5.
6.
7.

Run in single file and be alert at intersections.
Avoid heavily traveled streets and always look both ways before crossing.
Never cut across neighborhood lawns or through private property .
Avoid sudden stops on hard surfaces while sprinting. A gradual slow down will help
prevent unnecessary leg stress.
8. Weight training regimens may also be part of your condition ing. Observe all weight room
safety rules carefully .
9. Dehydration can be dangerous. Water will be available at practices and contests. Athletes
should ingest water frequently.
10. When running throughout the community athletes need to run in packs of three or more

Emergencies:

Because of the physical demands of cross country, some injuries will occur. All injuries must be
called to a coach attention. Most will be minor and can be managed through basic firsi aid
techniques . However, some injuries may need more intense management, and may also require
squad members to :
Stop all activities, practice, or competition. DO NOT move the victim!
Call a coach to manage the situation if not already at the site.
Sit or kneel in close proximity.
Assist by:
a. Helping with the injured person
b. Calling for additional assistance
c. Bringing first aid equipment or supplies to the site
d. Keeping onlookers back
e. Directing the rescue squad to the accident site
5. 5. Fires or Fire Alarm
a. Evacuate or remain outside the building
b. Move and remain 150 feet away from the building
c. Be prepared to implement the emergency procedures outlined in #4.
6. 6. Severe weather may necessitate the need to evacuate to a safe place.

1.
2.
3.
4.
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FOOTBALL CAUTIONARY STATEMENT
Football is a contact sport and injuries will occur. The coaches working in our program are
well-qualified, professional people. Fundamentals related to playing football will continually and
repeatedly be emphasized on and off the field. The information contained within this list of rules
and procedures is to inform the young people in our football program of the proper techniques to
practice for maximum safety in the contact phase of the game .

Pre-season preparation:

Because football is a contact sport, athletes must condition to prepare themselves for the season.
This includes both strength training as well as aerobic training. It is also important that athietes
continue to strength train during their season to help prevent injuries.

Tackling. blocking and running the ball:

By rule, the helmet is not to be used as a "ram." Initial contact is not to be made with the helmet. It
is NOT possible to play the game safely or correctly without making contact with the helmet when
properly blocking and tackling an opponent. Therefore, technique is most important to
prevention of injuries.
Tackling and blocking techniques are basically the same. Contact is to be made above the waist,
but not initially with the helmet. The player should always be in a position of balance, knees bent,
back straight, body slightly bent forward, head up, assume a striking position or near to the
opponent as possible with the main contact being made with the shoulder.
Blocking and tackling by not putting the helmet as close to the body as possible could result in
shouider injury such as a separation or a pinched nerve in the neck area. The dangers of not
following the proper techniques can be from minor to disabling to even death. The reason for
following the safety rules in making contact with the upper body and helmet is that improper
body alignment can put the spinal column in a vulnerable position for injury.
If the head is bent downward, the cervical (neck) vertebrae are vulnerable and contact on the
TOP OF THE HELMET could result in a dislocation, nerve damage, paralysis or death. If the back
is not straight, the thoracic (mid-back) and lumbar vertebrae are also vulnerable to serious injury if
contact is again made to the TOP OF THE HELMET.
Basic hitting (contact), position and fundamental techniques: If the knees are not bent, the chance
of knee injury is greatly increased. Fundamentally, a player should be in the proper hitting
position at all times during live ball play and this point will be repeated continually during
practice. The danger is anything from strained muscles, to aid injuries, to serious knee injuries
requiring surgery . The rules have made blocking below the waist (outside a two-yard by four-yard
area next to the football) illegal. A runner with the ball, however, may be tackled around the legs.
The length of cleats has been restricted to no more than 1/2 inch to further help in preventing
knee injuries.
In tackling the rules prohibit initial contact with the helmet or grabbing the facemask or edge of
the helmet. These restrictions were implemented because of serious injuries resulting from
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grabbing the facemask. Initial helmet contact could result in a bruise, dislocation, broken bone,
head injury, internal injury such as kidneys, spleen , bladder , etc. Grabbing the facemask or
helmet edge could result in a neck injury that could range from a muscle strain to a dislocation,
nerve injury, or spinal column damage causing paralysis or death.
Illegal and dangerous play by participating athletes will not be tolerated and all players are
repeatedly reminded of the dangers of these acts.

Fitting and use of equipment:

Shoulder pads, helmets, hip pads, pants including thigh pads and knee pads should be properly
fitted and worn . Wear full protective pad s, braces and supportive undergarments to all practices
and competitions. Shoulder pads that are too small will leave the shoulder joint vulnerable to
bruises or separations and could also be too tight in the neck area resulting in a possible pinched
nerve . Shoulder pads which are too large will leave the neck area poorly protected and will slide
on the shoulders making them vulnerable to bruises or separations.
Helmets must fit snugly at the contact points: Front, back , and top of head . The helmet must be
"NOCSAE" branded; the chin straps must be fastened, and the cheek pads must be of the proper
thickness. On contact, a helmet that is too tight could result in a headache . Too loose a fit could
result in headaches, a concussion, a face injury such as a broken nose or cheek bone, and a blow
to the back of the neck could cause a neck injury, possibly quite serious such as paralysis or even
death .

Preparation for practice or contests:

1. Wear all protective and supportive equipment including mouth guards to every practice or
contest unless otherwise indicated by the daily practice plan.
2. Be sure that ali stabilizing straps and laces are properly worn and tightened , and all
fasteners secured so equipment is properly positioned.
3. Wear outer and under garments that are appropriate for humidity and temperature .
4. Players should ingest the equivalent of 4-6 glasses of water each day.
5. Players with visual impairment(s) must wear corrective, shatterproof glasses or contact
lenses if the impairment affects judgment or perception.
6. Players needing protective tape, padding, or bracing should arrive early to receive
necessary treatment
7. Remove all jewelry and metal hair fasteners.
8. Players with seizure, neuromuscular, renal, cardiac, insulin/ diabetic, or chronic skeletal
problems, disorders or diseases, must present physician approval to the coach prior to
participation in any practice session.

40

FINDLAY INTERSCHOLASTIC ATHLETIC HANDBOOK

In the locker room:

1. Be alert to slippery floors.
2. Be alert to changes in floor texture and to elevated thresholds between shower and
locker rooms.
3. Keep floors free of litter. Place all personal belongings in assigned lockers.
4. Close and lock locker doors when away from your assigned locker.
5. Keep soap and shampoo in the shower room.
6. No horseplay, roughhousing, hazing or initiations,
7. Do not wear football shoes in the building or locker room at any time.

Movement to the practice/contest site or travel to contest/practice site:

1. Be alert to:
a) Goal posts.
b) Blocking sleds.
c) Kicking/ Kick return drills.
d Passer/Receiver drills.
e) Agility sprinting, or other fast action drills.
f) No horseplay, roughhousing, hazing or initiations.

Cautions specific to football:

1.The Head and Helmet
a) Tackle or block or break tackles with the shoulder pad. NEVER USE THE HELMET TO
STRIKETHE OPPONENT.
b) Keep the chin and eyes up when blocking, tackling, or running with the ball.
c) Lowering the head/helmet jeopardizes the neck and spinal cord.
2. Blocking and Defensive Contact
a) The forearm striking surface should be accelerated as a unit with the shoulder and
extension of the trunk. DO NOT "wind up to accelerate the forearm separately."
b) Block from the front or the side and above the waist.
c) When pursuing an opposing ball carrier, do not "pile on" when the opponent is down.
d) Never grab an opponent's face mask.
3. General
a) GET UP - when on the ground you are vulnerable to being stepped on or receiving a
leg, shoulder or knee injury.
b) When falling- TUCK- Leave no extremity extended either to absorb the fan, or while on
the ground.
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c) Participate fully in neck strengthening exercises.
4. Water
a) Frequent drink breaks will be scheduled during practices, and players should hydrate
themselves frequently before and during practice and games.

Weight Room

Maintenance strength training procedures will be utilized. Observe all weight room policies for
progressions, spotting and general safety.

Emergencies:

Because of the nature of football, some injuries will occur. All injuries must be called to a coach's
or trainer 's attention. Most will be minor and can be managed with basic first aid. However, some
may need more intense management and may also require squad members to:

1. Stop all practices, scrimmages, or drill. DO NOT move the victim!
2. Call the coach to manage the situation if not already at the site.
3. Sit or kneel in close proximity.
4. Assist by:
a) Helping with the injured person.
b) Calling for additional assistance.
c) Bringing aid equipment or supplies to the site.
d) Keeping onlookeis away.
e) Directing rescue squad to the accident site.
5. Fires or Fire Alarm:
a) Evacuate or remain outside the building.
b) Move and remain 150 feet away from the building.
6. Severe weather may necessitate the need to evacuate to a safe place.
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GOLF CAUTIONARY STATEMENT
Golf is a great sport. It is probably the foremost lifetime sport. Paying attention and adhering to
the following considerations and procedures can assure improved play and competition safety.

Preparing for practice:

1. Choose clothing or footwear that fits properly, and doesn't restrict movement, Select
clothing appropriate for precipitation , humidity and temperature .
2. Players should ingest the equivalent of 4-6 glasses of water each day.
3. Players needing protective tape, first aid, or rehabilitative treatments should arrive early to
receive necessary treatm ent.
4. Avoid horseplay with clubs and equipment.
5. Players with seizure , neuromuscular, renal, cardiac, insulin/ diabe tic, or chronic skeletal
problems, disorders or diseases, must present a physician's approval prior to participation
in any practice session .
6. If ill or dizzy, notify the coach. Do not practice.
7. Check clubs regularly for stress or other signs of deterioration.
8. Replace or repair damaged clubs.
Movement to practice site:

1. High school players and parents may transport golf team members to practices or
matches played on local courses and practice ranges. Transportation provided in private
vehicles must be indemnified by the personal accident and injury insurance of the owner
or the driver. Findlay City Schools is not liable for injury, loss, or damage incurred by
drivers or passengers in private vehicles. Travel to matches or practices outside the
immediate Findlay area will be scheduled and provided by the school corporation in
school owned vehicles.
2. Exercise caution in driving to courses or practice areas.
3. Be cautious in parking lots when unloading clubs and/ or carts or when changing shoes.
4. Be alert to ramps , stairs , artificial turf surfaces, carpets, concrete surfaces and other
changes in footing textures.
5. Be alert to locations of driving, practice swing, chipping and sand trap areas.
6. Be alert to cart pathways , golf carts and traffic patterns.
7. Be alert to weather conditions- especially stormy weather . Check with the coach before
playing if there are any safety questions .
8. Adjust for temperature and humidity . A cap, sunglasses and sunblock can be helpful in
avoiding discomfort or overheating. Players with sensitive skin should avoid prolonged
sun exposure.
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Cautions specific to Golf:

1. When involved in club control/club swing drills, LOOK in all directions BEFORE taking your
first practice swing. Be sure there is room for the club to be swung safely.
2. No horseplay with clubs or equipment. No club throwing.
3. Be alert to players on adjacent tees or fairways.
4. Be alert to players in front and behind you. On short holes, signal players behind when it
is safe to hit their tee shots. Do not hit tee or fairway shots if close to players ahead.
5. Call "FORE" if any shot moves into an adjacent fairway, or near any other players.
6. Drink water frequently on the course. If uncomfortable, stop in a shady area or sun shelter
and consume water. Call for assistance if dizzy, ill or light headed.

If severe weather occurs while on the course:

a) Remove spikes, get away from clubs.
b) Avoid isolated trees, shelters, hilltops, open spaces, or metal objects.
c) Move to a wood building, low, protected area, or heavily wooded area.

Emergencies:

Because of the nature of golf, some injuries will occur. All injuries must be called to a coach's
attention. Most will be minor and can be managed with basic first aid. However, some may need
more intense management and may also require squad members to:

1. Stop all practices, scrimmages, or drills. DO NOT move the victim!
2. Call the coach to manage the situation if not already at the site.
3. Sit or kneel in close proximity.
4. Assist by:
a) Helping with the injured person.
b) Calling for additional assistance.
c) Bringing first aid equipment or supplies to the site.
d) Keeping onlookers away.
e) Directing the rescue squad to the accident site.
5. Fires or Fire Alarm:
a) Evacuate or remain outside the building.
b) Move and remain 150 feet away from the building.
c) Be prepared to implement the emergency procedures outlined in #4 above.
6. Severe weather may necessitate the need to evacuate to a safe place .
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GYMNASTICS CAUTIONARY STATEMENT
The following recommendations have been designed specifically for gymnasts. Because of the
intense demands conditioning is required, athletes and parents are asked to read and
understand certain cautions and responsibilities designed to improve the safety of the sport . The
coaches working in our program are well-qualified, professional people. Fundamentals and basic
skills related to participating in gymnastics will continually and repeatedly be emphasized in the
gym. The information contained within this list of rules and procedures is to inform the young
people in our gymnastics program of the proper techniques to practice for maximum safety on
each apparatus that the athlete will participate on.
Pre-season preparation:

The following recommendations have been designed specifically for gymnasts. Because of the
intense demands conditioning is required. Because gymnastics is a high impact sport, athletes
must condition to prepare themselves for the season. This includes both strength training as well
as aerobic training. It is also important that athletes continue to strength train during their season
to help prevent injuries.
Preparing for activity:

1. Proper attire must be worn at all times. Braces and supportive equipment needed for specific
events should be used at every practice and or meet.
2. Leos should fit properly, be comfortable and allow for maximal physical efforts.
3. Players should ingest the equivalent of 4-6 glasses of water each day.
4. Gymnasts who require corrected vision must wear shatterproof glasses or contact !enses.
Glasses must be mounted in break resistant frames, and be held in place by an elastic strap.
5. Gymnasts requiring preventive taping, padding, or bracing should arrive early to receive
necessary treatment.
6. Remove all jewelry and hair should be up, tied back and out of the gymnasts face.
7. No horseplay, roughhousing, hazing or initiations
8. Gymnasts with seizures, neuromuscular, renal, cardiac, insulin/ diabetic, or chronic skeletal
problems, disorders or diseases, must present physician's approval to the coach prior to
participation in any practice session.
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Hazards specific to gymnastics:

1. Be alert to dehydration symptoms; i.e., dry mouth, inability to cool down, dizzy/light-headed.
Ingest 4-6 glasses of water during the school day and additional amounts at practice.
2. Frequent drink breaks will be built into the practice and gymnasts should make use of each
one.
3. Foot/Hand problems--refer to coach(es) or athletic trainer:
* Blisters/Rips
* Calluses.
4. Other skin problems-refer to coach(es) or athletic trainer :
* Boils,
* Rashes,
* Floor burns, cuts.
5. Ankles and other orthopedic problems:
* Sprains--new--ice, compression, elevate, rest.
* Sprain--old--taping, easy workouts, rehabilitate exercise.
Emergencies:

1. Because of the physical nature of gymnastics, some injuries will occur. All injuries must be
called to a coach's or trainer's attention . Most can be managed with basic first aid.
2. However, some may need more intense management and may also require squad members
to: Be alert, look around. Get the attention of other people, as they may need to help. DO NOT
move the victim!
3. The coach will manage the person in trouble. You may be asked to assist in one of several
ways.

f Assist by: Helping the injured person and or coach with the following below:
* Telephoning for additional assistance.
*Obtaining first aid supplies or equipment.
*

Directing the rescue squad to the accident site.

*

Keeping onlookers back.

6. Fires or Fire Alarm:
*

Evacuate or remain outside the building.

* Move and remain 50 feet away from the building.
* Be prepared to use the procedures described in #2 above.

7. Severe weather may necessitate the need to evacuate to a safe place.
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SOCCER CAUTIONARY STATEMENT
Soccer is a highly competitive, fast-act1on, game in which physical conditioning plays a major
role. While many forms of contact and rough play are prohibited by rule, a certain amount of
inadvertent physical contact is predictable. Because of the speed and agility with which the
game is played, squad members, their families, and the coaching staff must accept and share
certain responsibilities designed to enhance the safety and enjoyment of the sport.
Preparation for practice or contests:

1. Wear all protective equipment, including shin guards, to every practice or contest unless
otherwise indicated by the daily practice plan.
2. Wear outer and under garments that are appropriate for humidity and temperature.
3. Players should ingest the equivalent of 4-6 glasses of water each day.
4. Players with visual impairment(s) must wear corrective, shatterproof glasses or contact
lenses if the lmpairrnent affects judgment or perception.
5. Players needing protective tape, padding, or bracing should arrive early to receive
necessary treatment.
6. Remove all jewelry and metal hair fasteners.
7. Players with seizure, neuromuscular, renal, cardiac, insulin/ diabetic, or chronic skeletal
problems, disorders or diseases, must present a physician's approval prior to participation
in any practice session.
8. Goalkeeper must wear proper pads (mouth guard is suggested).
9. Field players may also choose to wear a mouth guard. Mouth guards cannot be clear
plastic.
In the locker room:

1. Be alert to slippery floors.
2. Be alert to changes in floor texture and to elevated thresholds between shower and
locker rooms.
3. Keep floors free of litter. Place all personal belongings in assigned lockers.
4. Close and lock locker doors when away from your assigned locker.
5. Refrain from rapid movements, horseplay, and roughhouse in the locker/shower areas.
6. Do not wear soccer shoes in the building or school locker rooms at any time. Soccer
shoes are permitted in the soccer stadium locker room.
7. Remove mud outside and away from the building.
Approach to the practice or contest site:

1. Be alert to ramps, stairs, and changes in the texture and levels of concrete, fields, and
sidewalks.
2. Be alert to the location of the goalmouth, goal posts, and shooting drills.
3. Be alert to fast action dribbling or passing drills.
4. If ill or dizzy, notify the coach. Do not practice.
5. Do not hang on goal posts at any time.
6. Soccer is played and practiced in all types of weather. Players should have proper
clothing and footwear.
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7. If lightning is in the area, the practice or game will be suspended until the storm passes.
(15 minutes without lightning).
8. Soccer players will follow all other posted or published team rules.

Cautions Specific to Soccer:

Play the ball when on defense. DO NOT attack the offensive opponent with illegal
contact.
2. When involved in shooting drills, shoot in specified sequences and in designated areas
and directions. Be sure the goalkeeper is ready for all shots.
3. High kicks are prohibited.
4. Intentional pushing and tripping is prohibited.
5. Charging or contacting the goalkeeper is prohibited.
6. Players must brace the neck and keep the mouth closed while striking the ball with the
upper portion of the forehead when heading the ball.
7. Out of control runs, jumps, or high kicks are prohibited.
8. Slide tackles must be approved by a coach.
9. Shin pads must be worn by all players.
10. Water will be available at practices and contests.

1.

Emergencies:

Because of the nature of soccer, some injuries will occur. All injuries must be called to a coach's
attention. Most will be minor and can be managed with basic first aid. However, some may need
more intense management and may also require squad members to:

1. Stop all practices, scrimmages or drills. DO NOT move the victim!
2. Call the coach to manage the situation if not already at the site.
3. Sit or kneel in close proximity.
4. Assist by:
a) Helping with the injured person.
b) Calling for additional assistance.
c) Bringing first aid equipment or supplies to the site
d) Keeping onlookers away
e) Directing the rescue squad to the accident site
5. Fires or Fire Alarm:
a) Evacuate or remain outside the building
b) Move and remain 150 feet away from the building
c) Be prepared to implement the emergency procedures outlined in #4 above.
6. Severe weather may necessitate the need to evacuate to a safe place.
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TENNIS CAUTIONARY STATEMENT
Tennis is a highly competitive, fast-action activity in which physical conditioning plays a major
role. Because of the speed and finesse with which the game is played, squad members and their
families must accept and share certain responsibilities with the coaching staff to enhance the
safety and enjoyment of participants.

Preparation for practice or contest:

Wear protective socks and well fitting footwear to practice and contests.
Wear outer and under garments that are appropriate for humidity and temperature.
Players should ingest the equlvalent of 4-6 glasses of water each day.
Players with visual impairment(s) must wear corrective, shatterproof glasses or contact
lenses if the impairment affects judgment or perception.
5. Players needing protective tape, padding, or bracing should arrive early to receive
necessary treatment.
6. Remove all jewelry and metal hair fasteners.
7. Players with seizure, neuromuscular, renal, cardiac, insulin/ diabetic, or chronic skeletal
problems, disorders or diseases, must present a physician's approval prior to participation
in any practice session.

1.
2.
3.
4.

In the locker room:

1. Be alert to slippery floors.
2. Be alert to changes in floor texture and to elevated thresholds between shower and
locker rooms.
3. Keep floors free of litter. Place all personal belongings in assigned lockers .
4. Close and lock locker doors when away from your assigned locker.
5. Keep soap and shampoo in tlie shower room.
6. No roughhouse or horseplay.
7. Identify incidents of foot or other skin infections to coach(es) immediately.
Approach to the practice or contest site:

1. Be alert to steps, ramps, changes in the texture of courts and sidewalks.
2. Be alert to bounding board activity.
3. Be alert to the location of warm-up drills involving practice swings.
4. Be alert to ongoing games as you enter the court area.
5. Be alert to debris and glass on the courts as you arrive.
6. Be alert to the location of nets and net posts.
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Hazards specific to tennis:

1. Throwing racquets and other horseplay is prohibited.
2. Doubles partners should face the net and be aware of each other's court position at all
times so as to avoid physical or racquet contact with each other.
3. Players must gather up loose tennis balls and call 'BALL!' if loose ball rolls onto another
court.
4. Shatterproof glasses or lenses must be worn if needed for perception and judgment. Eye
protection specifically designed for racquet sports is strongly suggested
5. Be under control when playing near nets, net posts and fences.
6. Netjumping is prohibited.
7. Heat and humidity can be a serious problem. Drink water during the day, and at practice
or matches.
8. Players with sensitive skin are encouraged to use sun block or cover skin areas.
Emergencies:

Because of the nature of tennis, some, injuries will occur. All injuries must be called to a coach's
attention. Most will be minor and can be managed with basic first aid. However, an occasional
situation may require more intense management and may also necessitate involvement of squad
members as follows :

1. Stop all practices, scrimmages or drills. Do NOT move the victim!
2. Call the coach to manage the situation if not already at the site.
3. Sit or kneel in close proximity.
4. Assist by:
a} Helping with the injured person
b) Telephoning for additional assistance
c) Bringing first aid equipment or supplies to the site
d) Keeping onlookers away
e) Directing the rescue squad to the accident site
5. Fire or Fire Alarm:
a) Evacuate or remain outside the building
b) Move and remain 150 feet away from the building
c) Be prepared to implement the emergency procedures outlined in #4.
6. Severe weather may necessitate the need to evacuate to a safe place.
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TRACK AND FIELD CAUTIONARY STATEMENT
The following recommendations have been designed specifically for Track and Field teams.
Because of the intense demands and conditioning required, athletes and parents are asked to
read and understand certain cautions and responsibilities designed to improve the safety and
enjoyment of track and field.

Preparation for practice or contests:

1.

2.
3.
4.
5.

6.

7.
8.
9.

Select the appropriate clothing to be worn in warm or cold weather. Since we have a
varied climate, it is important to be prepared for all kinds of weather and to dress
accordingly.
Participants should ingest the equivalent of 4-6 glasses of water each day.
Proper warm-up or warm-down is very important before and/or after competition and
practices.
Select and change shoes/spikes for various surfaces to help reduce shock and stress.
Athletes who are ill, dizzy, or light headed should contact their coach and should not
practice .
Athletes with seizure, neuromuscular, renal, cardiac, insulin diabetic, or chronic skeletal
problems, disorders or diseases, must present a physician's approval prior to participation
in any practice session .
Athletes needing preventive taping or bracing should arrive early to receive treatment.
Any injury problem or concern should be discussed with a coach or athletic trainer.
Athletes with visual impairments must wear shatterproof glasses or lenses where
judgment or safety is a problem.
Glasses must be mounted in break resistant frames and secured with an elastic strap.

In the locker room:

1.
2.
3.
4.
5.
6.

Be alert to slippery floors and use caution.
Keep floors free of litter. Place all personal belongings in assigned locker.
Close and lock locker doors when away from your assigned locker.
Keep soap and shampoo in the shower room .
No roughhouse or horseplay.
If spiked shoes are worn, they are to be put on and off outside the building.

Movement to the practice/contest site:

1. Be aware of variations in the surface of ramps, locker rooms, cinder, or artificial tracks.
2. In approaching the track, be alert to location of:
a) Sprint/hurdle straight-aways.
b) Relay exchange areas.
c) JumpNault runways and landing pits.
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d) Shot and discus throwing and landing areas.
3. When jogging for warm-up or warm-down, or during practice, run in the outer lanes.
4. Stretch thoroughly and start your workout with easy running.

Hazards specific to track and field:

1. Jumpers, throwers, and hurdlers must check equipment to see that it is safe and in proper
condition before using .. Athletes must notify the event coach in case of any equipment
failure.
2. Shot/ discus thrower(s) must check the throwing sector and the immediate areas
alongside the circle or runway for people in the area. They must also refrain from
horseplay with the shot and discus.
3. Hurdlers must be sure hurdles are facing a direction that allows the hurdle to tip if struck
by the hurdlers.
4. Distance runners and relay teams engaged in speed work and time trials should run the
inside lanes unless passing a runner. Slower work should be done in the outer lanes.
When passing other runners during practice, always call "track."
5. Athletes should be alert to activity going on around them to prevent collisions and/or the
sudden stopping of others. Runners engaged in street work as a method of distance
conditioning must face traffic or use sidewalks.
6. Do not wear radio or tape player headphones . Run in single file and be alert at
intersections. Avoid heavily traveled streets and always look both ways before crossing.
7. Never cut across neighborhood lawns or through private property .
8. Avoid sudden stops on hard surfaces while sprinting. A gradual slow down will help
prevent unnecessary leg stress.
9. Weight training regimens may also be part of your conditioning. Observe all weight room
safety rules carefully.
10. Dehydration can be dangerous. Water will be available at practices and contests. Athletes
should ingest water frequently.
Emergencies:

Because of the physical demands of track and field, some injuries will occur. All injuries must be
called to the coach's attention. Most will be minor and can be managed with basic first aid.
However, an occasional situation may require more intense management and may also
necessitate involvement of squad members as follows:

1. Stop all activities, practice, or competition. DO NOT move the victim!
2. Call a coach to manage the situation if not already at the site.
3. Sit or kneel in close proximity.
4. Assist by;
a) Helping with the injured person.
b) Telephoning for additional assistance.
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c) Bringing first aid equipment or supplies to the site.
d) Keeping onlookers away.
e) Directing the rescue squad to the accident site.
5. Fires or Fire Alarm:
a) Evacuate or remain outside the building.
b) Move and remain 150 feet away from the building.
c) Be prepared to implement the emergency procedures outlined in #1.

6. Severe weather may necessitate the need to evacuate to a safe place.
VOLLEYBALL CAUTIONARY STATEMENTS
The following recommendations have been designed specifically for volleyball teams. Because of
the intense demands and conditioning required, athletes and parents are asked to read and
understand certain cautions and responsibilities designed to improve the safety and enjoyment
of the sport.

Preparing for activity:

1. Wear protective knee pads, braces and supportive equipment garments to all practices
and games.
2. Clothing and shoes should fit properly, be comfortable and allow for maximal physical
efforts.
3. Clothing should not prevent heat dissipation or restrict movement,
4. Players shouid ingest the equivalent of 4-6 glasses of water each day.
5. Feet should be covered with a thick cotton sock. If blisters are a chronic problem or begin
to appear, coaches should be consulted for appropriate responses or preventive actions.
6. Players who require corrected vision must wear shatterproof glasses or contact lenses.
Glasses must be mounted in break resistant frames, and be held in place by an elastic
strap.
7. Players requiring preventive taping, padding, or bracing should arrive early to receive
necessary treatment.
8. Remove all jewelry and metal hair fasteners.
9. No horseplay, roughhousing, hazing or initiations
10. Players with seizures, neuromuscular, renal, cardiac, insulin/ diabetic, or chronic skeletal
problems, disorders or diseases, must present physician's approval to the coach prior to
participation in any practice session.
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In the locker room:

1.
2.
3.
4.
5.
6.

Locker room floors are often slippery.
Open locker doors can have sharp edges. Close and lock your locker when away from it.
Secure all personal items in your assigned locker.
Use soap and shampoo only in the shower area.
Be alert to raised thresholds at shower rooms.
No horseplay, roughhousing, hazing or initiations.

Entry to contest/contest site or travel to contest/contest site:

1. Be alert to ramps/ steps leading to practice contest area.
2. Be alert to variations in surfaces (i.e. locker rooms, ramps, stairways or playing floors.
3. Be alert to the following:
aj Baii carts.
b) Volleyball in flight, rolling, rebounding, or bouncing.
c) Spiking or serving drills.
d) Nets, support poles, cables, chairs, bleachers, and officers stand.
4. No horseplay, roughhousing, hazing or initiations.
5. Preparing to play:
a) Do all stretching exercises as directed by the coaches.
b) Jog easy laps to warm up. When stretching or playing, keep body in proper alignment
to prevent undue stress on joints, ligaments, and muscles.

Hazards specific to volleyball:

1. Be alert to dehydration symptoms; i.e., dry mouth, inability to cool down,

2.
3.

4.

5.

dizzy/light-headed. Ingest 4-6 glasses of water during the school day and additional
amounts at practice.
Frequent drink breaks will be built into the practice and players should make use of each
one.
Foot problems--refer to coach(es) or athletic trainer:
a. Blisters.
b. Calluses.
c. Ingrown toenails.
Other skin problems-refer to coach(es) or athletic trainer:
a. Boils,
b. Rashes,
c. Floor burns, cuts.
Ankles and other orthopedic problems:
a. Sprains--new--ice, compression, elevate, rest.
b. Sprain-old--taping, easy workouts, rehabilitate exercise.
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6. Weight and strength training will have separate standards and progressions designed to
enhance safety.
7. Respiratory diseases can be a major problem. A vitamin supplement , fluids, regular rest,
proper nutrition and dress contribute to the maintenance or health.
8. Check your weight and record it. Sudden or large losses over a month should be brought
to the coach's attention, especially if you are feeling tired or ill, or if you demonstrate cold
symptoms and sore throat swollen neck glands .
9. Do not hang on rims or nets.
10. Gather loose volleyballs and place them in storage racks. Do not follow a loose ball into
an adjacent court until play is stopped in that court.
11. Never roll a ball under the net during play; the ball can roll under the feet.
12. Never throw the ball over the net; ball can hit an unsuspecting player.
13. Try to land on both feet while descending from a jump. This heips prevent falling, twisting,
or unbalance.
14. While executing a defensive roll, sprawl, or dlve, player must begin as low as possible to
the floor with the arms fully extended away from the body. Execution with bent elbows
and little or no bending of the knees may cause fractures or other injuries.
15. As in many team sports the possibility of running into teammates or opponents is
apparent; Jump vertically when spiking or blocking.
16. Volleyball utilizes the hands in various techniques; i.e., setting, blocking, serving,
attacking , and digging. Players should use proper technique in order to avoid breaks,
fractures, and sprains .
17. Muscle soreness and possible strains occur more frequently at beginning of the season
due to increased use of muscles and increased time spent exercising. Stretch before/
after practice.
18. Making contact with the nets, support poles , cables, refer ee's stand, floor, wall, bleachers,
and other players during practice or competition could possibly result in serious bodily
injury.

Emergencies:

1. Because of the physical nature of volleyball, some injuries will occur. All injuries must be
called to a coach's or trainer 's attention. Most can be managed with basic first aid.
2. However, some may need more intense management and may also require squad
members to:
3. Be alert, look around. Get the attention of other people, as they may need to help. DO
NOT move the victim!
4. The coach will manage the person in trouble. You may be asked to assist in one of several
ways.
5. Assist by:
a. Helping with the injured person.
b. Telephoning for additional assistance.
c. Obtaining first aid supplies or equipment.
d. Directing the rescue squad to the accident site.
e. Keeping onlookers back .
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6. Fires or Fire Alarm:
a. Evacuate or remain outside the building.
b. Move and remain 150 feet away from the building.
c. Be prepared to use the procedures described in #2 above.
7. Severe weather may necessitate the need to evacuate to a safe place.

HOCKEY CAUTIONARY STATEMENT
Hockey is a contact sport and injuries will occur. The coaches working in our program are
well-qualified, professional people. Fundamentals related to playing hockey will continually and
repeatedly be emphasized on and off the ice. The information contained within this list of rules
and procedures is to inform the young people in our hockey program of the proper techniques to
practice for maximum safety in the contact phase of the game.

Pre-season preparation:

Because hockey is a contact sport, athletes must condition to prepare themselves for the season.
This includes both strength training as well as aerobic training. It is also important that athletes
continue to strength train during their season to help prevent injuries.

Hitting/ Checking:

By rule, the helmet is not to be used as a "ram." Initial contact is not to be made with the helmet.
No head contact is permitted in the game of hockey. Therefore, technique is most important to
prevention of injuries and penalties.
Checking contact is to be made above the waist, but not initially wit h the helmet. The piayer
shouid always be in a position of baiance, knees bent, back straight, body slightly bent forward,
head up, assume a striking position or near to the opponent as possible with the main contact
being made with the shoulder or hip.
Checking is to be done in open ice or against the wall. All contact must be from the front or the
side of the player being hit. Under no circumstance should a player be hit from behind. Hits must
be avoided at the 3-5 foot area from the wall. The dangers of not following this guideline can be
from minor to disabling to even death. If the head is bent downward, the cervical (neck) vertebrae
are vulnerable and contact on the TOP OF THE HELMET could result in a dislocation, nerve
damage, paralys is or death. If the back is not straight, the thoracic (mid-back) and lumbar
vertebrae are also vulnerable to serious injury if contact is again made to the TOP OF THE
HELMET.
Basic hitting (contact), position and fundamental techniques: If the knees are not bent, the chance
of knee injury is greatly increased. Fundamentally, a player should be prepared for contact at any
time while possessing the puck and this point will be repeated continually during practice. While
by the walls a player should have his head up in case he is hit from behind . The danger of going
into a wall with your head down are significant. These injuries can vary from a strain to paralysis.
Neck guards are to be worn at all practices and games. The risk of having a skate cut the neck
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area is low but the injury can be devastating if it occurs. Neck guards are made to protect players
from cuts not from pucks or sticks impacts.
Sticks are not to be above the waist. Players are taught to keep their sticks on the ice. Contact
by the stick can result in bruises and concussions if struck in the head.
Illegal and dangerous play by participating athletes will not be tolerated and all players are
repeatedly reminded of the dangers of these acts.

WRESTLING CAUTIONARY STATEMENT
Wrestling is a highly competitive, fast-action activity in which physical strength, endurance, and
contact plays a major rol.e. Because of the speed and intense physical demands by which the
sport is conducted, squad members and their families must accept and share certain
responsibilities with the coaching staff to enhance the safety and enjoyment of the sport. To
enhance stability, strength and explosive power; certain weight room workouts may also be
prescribed along with a regular practice activity. In addition, the following considerations and
cautions will enhance player enjoyment and safety.

Preparation for activity: Wear all pads, braces and supportive undergarments to all practices
and competitions.

1. Wear all protective equipment, pads, braces, including ear protectors and supportive
undergarments to every practice or contest unless otherwise indicated.
2. Be sure that all equipment is properly worn and tightened, and all fasteners secured so
equipment is properly positioned.
3. Wear outer and undergarments that are appropriate for humidity and temperature.
4. Wrestlers shouid ingest the equivalent of 4-6 glasses of water each day.
5. Wrestlers with visual impairments MUST REMOVE GLASSES
6. Wrestlers needing protective tape, padding, or bracing should arrive early to receive
necessary treatment.
7. Wrestlers with braces on their teeth are required to have approved mouth guard, and
others without braces are recommended to wear proper mouth guards.
8. Remove all jewelry and metal hair fasteners.
9. Wrestlers with seizures, neuromuscular, renal, cardiac, insulin/diabetic, or chronic skeletal
problems, disorders or diseases, must present a physician's approval prior to participation
in any practice session.
10. Weight control or reduction must be conducted very carefully, with attention to balanced
meals.
11. All cuts, abrasions, boils, rashes, and skin irritations should be seen by a coach, athletic
trainer, and physician.
12. Maintain good hygiene to prevent skin irritations .
13. If ill or light headed, notify coach
14. No horseplay, roughhousing, hazing or initiations.
15. Be alert to changes in surfaces, mats or flooring when traveling to competitions or
practice sites.
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16. All gear is required to be worn in the manufactures intended manner including that Shoes
are required to be laced all the way up and properly secured.
17. Medical care (injury or illness) should be coordinated with our athletic trainer and you
must attend daily. Follow through on a daily basis with rehabilitation and treatment until
released by the athletic trainer or physician.
18. You must attend all practice sessions. Everyone must be at practice, injured or not. If you
are at school, you must be at practice on time. (the only exception to this is academic
study sessions). If a wrestler misses a large amount of practice due to academic sessions
they may be asked to spend additional time after practice to help them stay in condition
and expand the knowledge of moves that they may have missed.
19. You must make weight for all competitions. ALL team members must be in the coaches'
office by the posted time for each competition for weight checks or you will be unable to
wrestle. Any wrestler who does not make weight at a competition may face the following:
loss of position in lineup, suspension from competition, and/or being forced to move up
weight classes permanently.
20. All team members will sit with the team and wear the predetermined attire for the event,
wrestlers and non-wrestling team members.
2i. All team members must be ready to compete at all times, do not assume that a JV
wrestler will not be called upon to wrestle at a Varsity event.
22. You MUST attend all team meetings (e.g. award banquets, alpha testing, OHSAA
mandatory meeting, etc.)
23. BE ON TIME! If we set a time to meet or leave, be ready. Get taped or treatment before or
after practice time.
24. Treat your teammates with respect. Absolutely no hazing of younger team members. We
are a Family. Fighting is prohibited. Do not fight or start a fight. You must report any
problems to a coach.
25. You must follow the schools code of conduct policies. Any violations can result in
additional consequences or removal from the team.
26. You are responsible for any information sent to and or posted by your email, voice mail,
text messaging, and/or online accounts. Only music with appropriate language may be
played in the wrestling room. Keep your language appropriate.
27. Getting into trouble with the police and/or FHS will not be tolerated. Do not do anything
that will disgrace you, your family, the High School, your team, or coaches. Anyone getting
in trouble with the High School, local or state police will be suspended and/or removed
from the team.
28. You must wear FHS issued gear or shirt and tie on the day of matches.
29. You must practice and compete with the level of intensity and sportsmanship expected
from our team.
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Hazards Specific to Wrestling:

1. Do not drive an opponent into the mat with unnecessary force or takedown .
2. When you lift a fellow competitor off the mat, you are responsible for their safe return. BE
CAREFUL.
3. Do not bend a joint more than its normal range of motion.
4. Be aware of the prohibited holds or tactics.
5. Weight control or weight reduction programs should not be undertaken without the
approval of the coach.
6. Foot problems - Refer to coaches and sports medicine staff.
a. Blisters
b. Calluses
c. Ingrown toenails
d. Fungus infections
e. Plantar and common warts
7. Other skin Problems - Refer to coaches and sports medicine staff.
a. Boils
b. Rashes
c. Mat burns, cuts
8. Weight training regimens will have separate standards and progressions designed to
enhance safety and physical conditioning.
9. Respiratory diseases can be a major problem. A vitamin supplement, fluids, regular rest,
proper nutrition and dress contribute to the maintenance of health. Notify coach and
sports medicine staff about use and location of inhalants.
10. Check your weight. Sudden or large losses over a month should be brought to the
coach's attention, especially if you are feeling tired or ill.
11. !f you see a Doctor a return to activity note from the doctor must be turned into the coach.
12. !f you see a Doctor for a skin rash a form from OHSAA must be filled out by a Doctor and
turned into coach.
In the Locker Room

1.

2.
3.
4.
5.
6.
7.
8.
9.

Good hygiene in wrestling is very important, showering after practice and events at the
school is highly recommended. Use soap, body wash, and shampoo.
Be alert to slippery floors
Be alert to changes in floor texture and elevated thresholds between lockers and shower
rooms.
Keep floors free of litter. Place all personal belongings in lockers.
Close and lock locker doors when away from your locker.
Keep soap and shampoo in your locker when not using.
Refrain from rapid movements, rough-house or horseplay in locker/shower areas.
Identify incidents of foot or skin infection to the coach and or sports trainer immediately.
No hazing or initiations.
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Parent Guidelines

Communication can solve most issues. The proper chain of command is to talk to the
Head Coach of the sport first and then if the issue is not resolved to contact the Athletic
Director at that time.
a. In regard to that communication, please use your best judgement when calling a
coach at night. Unless it is an emergency or time sensitive (your child is sick and
will be unable to compete) please do not call at night This is a family time for the
coaches and we ask that you respect that.
2. Athlete pickup. Please pick up your child on time. The schedule for the season will be
handed out to the team as well as be available electronically and it shows practice start
and conclusion times. As far as competitions the coaches always have the wrestlers call
for their rides when we are about 20 minutes away from the school. Please plan in
advance to pick your child up or arrange a ride for them. Coaches will not leave until they
are picked up and there are times every year where the coaches are stuck at the high
school after 7pm on a 5:30pm practice finish time or have waited until midnight when we
get back at 10 for a parent to arrive. This is not fair to the coaches or your child.
3. Practice expectations. Our wrestling practices are open to parents poking their heads in
and watching but please use your best judgement on this. If you decide to come up and
watch the last part of a practice because you are curious about what goes on or just
watch to watch your child, that is perfectly ok. Please do not call their attention to you or
try to coach them as this is a distraction to what we are trying to accomplish in the room.
As a general rule, if you would not do this at football, basketball, or baseball practice do
not do so here.
4. Match expectations. During a dual match please respect the team area. This area is for
coaches and athletes. Parents' should not come to this area to talk to your child barring
an emergency. The same is true for your child going to the stands during a dual match .
This is not allowed and will result in consequences in practice the next day. At a
tournament please do not come to the corner of the mat where your child is warming up
and/or stand behind the coaches as they coach. This is distracting and confusing for the
athlete and really should not take place. As a general rule, if you would not do this at
football, basketball, or baseball game do not do so here.

1.

Emergencies

Because of the nature of wrestling, some injuries will occur. All injuries must be called to the
coach's attention. Most will be minor and can be managed with basic first aid. However, an
occasional situation may require more intense management and may also necessitate
involvement of squad members as follows:

1. Be alert to any injury that the coach may not see. He/she will manage the person in trouble.
Assist by:
a) Stop all practices, scrimmages . DO NOT move the victim!
b) After calling the coach to manage the situation, help with the injured person.
c) Telephone for additional assistance (phone numbers and information are posted on the
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telephone); obtain first aid supplies or equipment.
d) Keep onlookers away .
e) Sit or kneel in close proximity.
f)Direct rescue squad members to the site ..
2. Fire or Fire Alarm:
a) Evacuate and remain 150 feet from the building.
b) Be prepared to implement emergency procedures .
3. Bomb Threat:
a) Evacuate building and remain 200 feet away.
4. Tornado:
a) Go to the basketball team room, sit on floor next to and facing the lockers .
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2100 BROADAVE.
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BLACK SWAMP AREA COUNCIL

BOY SCOUTS OF A~ERICA

LETTEROF AGREEMENT ESTABLISHINGCAMP USE
This letter of.agreementIs for the purposeof establishingthC3
use of campBeqvby Rndlay
gity Schqols
for the purpose of 'I"'grade

ca,noout
,xaer1,ruw1.

·

Findlay
CitySchool§ is to have the use of the fo.llowingfacilities on October3-5.
a) Fort TiWoBeWeb
b) Adirondacks with Shelter
c)
d)
e}
f)
g)
h)

i)
j)
k)
I)

'1l!R!l .

2018 and Oetobers~12,
2018

. .·

QOAAlflLodgewithKltch,a

Showe1;1jouse
Trelrifat,
Center
BeardCabin

BooneCabin .
ca,un:cabin

Patterson Cabin
Sam.Cabin

Seneca

·'Scoyt9t ,Lodp

,=A.1l'

aj>
o)

Boydpa11111on

p) Gardn@r:Pavlllon
q) Coum:11
Ring
r)
s}

Aroh,11:v:Range
Volletiball
Court

2. The B.lackSwarripAreaCouncil requires that the flndl•Y City Schools ag'"8 to·providethe Blallk swamp Area Councilwith the
following documentswith tMs agreement:
.
.
a) A certificatEJ
pf liability Insurance'
with a minimum of $2,000,000 CSL (~bined single limit) per occurrencewith
b)
c)
d)

e)
f)

the Black Swamp Area Council,Boy Scouu; c;.if
America, and ttie National Council, Boy Scouts of America,
named as additional lnsu~; ten (10) day written notice of cancellation,and the periop of time involved.
Completed Camp ~ental Form
A hoid. ha.rmless agreement.(Copy attached)
A certificate showing nplli)i'.0fitand/ortax exempt status.
Copy of any applicablestale flcenses
A roster showingthe names
of all youth end actultsparticipatingIn this activity.

3.

It is understood and agreed to by both parties that the fees for the use of Cpmp Ben;xare as follows:
a) $51.28 per student
b) $29.87 per adult

4.

It Is understoo<h.nc:1
agreed by both partiesthata depO§ttoU2.5DO.OO
Is required
to be paid atsl9f1IOQ
of agreement, This is
nonrefundable,but is a part of the totalfee. The remalndet of the fee shaiibe paid at the start Ofttltt rental
period.

5.

It is understoodand agreedto by both parties that the Findlay City Schools
shall be responsiblefor any and all damagesto camp
property which may reasonably be attributedto theactions of the said group, Findlay City School§
agrees that damage claims
maybiedeductedfromthe cleaningdeposit and to promptly pay any a.rid all reasonabledamageclaims when presented.

6.

It is understoodand agreed by both parties that Findlay City.Schools
providesaccident and sicknessinsuranceto its participants,
workers compensationInsuranceto Its employees,andgeneral liability insurancecoverage to its volunteersarid employees,and
s,,n,.
assumes all ri~olparsonal-ifljt11y~nd all risk of damageto or loss of property1hatdirectlyrel~testo the use of camp
Insurance policy llmlts are $2,000,000 per occurrence and the insurance conrpany
Is responsibleand quaUfiedto do business in
Ohio.

7.

It is understoodand agreed by both parties that no alcohollc ~verages or Hie.galdrugs of any kind are permitted to be used on
the premises.
·

8.

It Is agreed and understood by partle$that Flndf•Y
City $chqo{f shall not bring on to, use, or store toxic chemicals or fireworks on
Berry.All &xercisesconducted at CWPBerry
must be conducted In such a manner to minimize
the premisesof Camp
environmentalImpact.

9.

It is understoodand agreed by both parties that the Findlay Cftv Schools will provide at least one adult leader (definedas 21
.
years of age or older for purposes herein) for every ten (10) members of the party present in camp below the age of 21 years; that
at least two adult leaders must be present with the group at all times while the group is in camp.

10. It is agreed and understood by both partiesthat FihdltN Clw §chools Willhavesole responsibiljtyfor ~er and instructor
selecijon, safety,eva,cuationor emergencyprocedures;provisionof equipmentand supplil;)S,
lnstruc.ttoris
to participants,
screening,selectionand supervisionof par:tlcfpari~
.. Fln,;ttaycuy
Sqhbols
will be responsiblefor all acts and omissionsof
instructorsand/Orparticipants
they are Oflthe premisesof CampSeriy.

wt,"'

11. It ls understoodand agreedto by both partiesthat this ~greementdoes not include1Jseof the Aquatic~reas for any water based
activities,or use ()(the ShootingRangeArea for ShootingSports;ClimbingTower,COPECourse., withoutattachmentof Aquatic
Area, Shooting Sports Area, or COPE/Cllmbin9Area ~dclendum.
12. It is unde~ood $nd agreedto by both parties that the group will abide by any and all of the campoperatingrulesas outlinedin
Guideto SafeScouting(Whichcan be fo!Jndat http://www.biackswampbsa
.org),BS.AC CiimpingR.egulaticms;
and directionsand
lnsfructiol'lsoflhe PropertiesSupenntei:iclent
and CouncilPn;,gramDfractpr.ft is un~.ellSto
.od ahd sgieect
.to by both.par:tlesthat
shouldthe group fell to provideproper leadershipor fail to abide by camp rules,the BlackSwalTl'p
Arw, Co1,1
.ncll Rangers
orCouncil
ProgramDirectottna.yl.n their discretionterminatethis agreementand requl~ the rentingpartiesto vacatethe camp, fooeitingany
and all fees and.moniesagreedto here
.In.
·
13. While Scouting makesevery effort.toaccommodateall personswith disabilities;it Is a charitable,privateorganltatfQn nof subjectto

the ADA, and any group who
participantsand visitors.

uses
the propertyIs responsiblefor ADA complianceand any accommnd~ionsnecessaryfor Its

14. It is understoodand agreedby both parties that this agreementdoes not in any marinerpurportto oonv&y1;1ny
right,title or Interest
In or to the land.
15. This contractis renewableon an aMual basis, subjectto reviewand agreementof bothparties.

Findlay Cl ·.

.

s

Orga ·
Sign name
-;--......
"'
l,,v< f \ .-GIi v""I s
Print name

l:0-"'-

Title/ po[ition

u/~'-f
/tS
>Date

Black SwampArea

Council
•.Boy Scouts

of

America

~J~
Print harne

·

Title/ P()sition ·

7-- 1--1 ....t 8
Date

Note: Please r&tµm\he originalan(! one copy along with the Qthe.r-:equlreddocumentsand the deposit to the Black SwampArea
45f340.
Council,Boy Scouts of America;2100 Bro~ Ave., Findlay,C>h.io

NON-SCOUTING RELEASE AN.D
INDEMNITY/HOLD-HARMLESS AGREEMENT

I understand that use of facilities on Camp Berry or Camp Lakota owned by Black Sw~mp Area
Council,BSA, involves a certain degree of risk that could result In Injury or death, In consid~ration of
the benefits to be derived, after carefully considering th~ risk involved, and in view o'fthe fact that the
Boy Scouts of America is a noMor-profit organization:
RELEASE AND INDEMNIFICATION

I hereby release and waive ~myand all claims that I may hav~ agalm~tBoy Scouts of America, Black
Swamp Arf2!aCouncil, BSA and Scouting's chartered organization and any of their affiliates, agents,
servants, employees, officers, directors and volunteers.
Findlay City Schools shall indemnify, hold free and harmless, assume liability for, and defend the

Boy Scouts of America, Black Swamp Area Council, or Scouting's chartered organizations, ahd any
of their affiliates, agents, servants, employees, officers, volunteers, and directorsfrom any and all
costs and expenses, including but not limited to, attorneys' fees, reasonable investigative an(!
discovery costs, court costs, and all other sums that the Boy Scouts of America, Black Swamp Area
Council, or Scoyting's chartered organizations, and any oftheir affiliates, agents, servants,
employees,.officers, volµnteers, and directors incur as a result of any demand for claim or assertion
of liability under any municipal. state or federal law or cause of action, Including any action under the
Americans with Disabilities Act. arising or alleged to have arisenout of any act or omission of, or any
use ofi-eal or personal property belonging to, the Boy Scouts of America, Black Swamp Area
Council, or Scouting's chartered organizations, and any of theit affiliates, agents, servants,
employees, officers, volunteers, and directors.
Property and period to be used:
Findlay City Schools:

Signature

Telephone·Number

D~te

R. E. M. COMMUNICATIONS, INC.
2625 Johnstown Road

Columbus, Ohio 43219 614-258-9985

Proposal For:

Findlay Local Schools

Date: March 22, 2018

Attention:

John Dell

Submitted By: Ed Sherman

ITEM#

QTY

l

1

VMC5BSB

2

40

VMC5VSB

3

2

4

MODEL No

DESCRIPTION

UNIT
PRICE

$

PRS-REMOTE

vMaxCommander 5.0: web-based wireless and
automatic video management
software to monitorvideo system health,
automaticallydownload video alarms,
search video by time and location. Includes 5 user
licenses and the first year of
hosting, licensing and technical support. (School bus
base upgrade for systems
ourchased before April2013)
vMax Commander 5.0: web-based wireless and
automatic video management
software to monitor video system health,
automaticallydownload video alarms,
search video by time and location, and display
historicalGPS tracks of the vehicles
in the fleet. Includes the first year of hosting, licensing
and technical support. (per
school bus), Lie
Remote Engineering SeNice Per Day

$

2

PRS-ENGSITE

5

2

6

TOTAL

$

5,000.00

220.00

$

8,800.00

750.00

$

1,500.00

On site engineering service day

$ 1,000.00

$

2,000.00

PRS-TRAIN

vMax live commander onsite training day

$ 1,500.00

$

3,000.00

I

PRS-TRVL

Engineering service travel days to/from site

$ 1,250.00

$

1,250.00

7

40

TH6H500

$ 1,325.00

$53,000.00

8

40

WT1D20S20
04

$ 166.00

$ 6,640.00

9

80

CQ903A20

$ 188.00

$ 15,040.00

10

40

CQ903A50

$ 213.00

$ 8,520.00

11

40

CQ902A75

Seon Trooper High Definition Hybrid DVR six
camera video and audio mobile video
surveillance system with audio high resolution
record rate of 1-30 FPS, 500 GB hard drive ,
removable hard drive for ease of viewing
network capable.
Trooper TL & TL HD wiring bundle with
adaptor harness diagnostic indicator / alarm
button 20 ft. cable. Five signal input 20 ft.
cable GPS 4 receiver magnetic mount antenna.
Seon 2.9 mm lens IR camera, with cable kit
with 20 ft. cable ( front and stairwell cameras)
Seon 2.9 mm lens IR camera with cable kit
with 50 ft. cable ( mid bus camera)
Seon 2.9 mm lens IR camera, with cable kit
with 75 ft. cable (rear).

$ 258.00

$ 10,320.00

12

40

HD3W04EI2
0

$ 375.00

$ 15,000.00

13

40

CA-MP4

Seon HD1280X/20 pixels, progressive scan
camera, 3.6 MM size exterior mount no audio
with 20 ft. cable kit (windshield)
Seon 4 inch. Pedestal mount

$

65.00

$ 2,600.00

14

40

SRLGA07

Seon wireless smart reach lite 2.4 Ghz standard
antenna w/NOM mount 6 ft . cable with POE
adaptor.

$

375.00

$15,000.00

Total Equipment Cost

$ 147,670.00

Installation & programming

$ 26,550.00

Shipping

Amount Due

TERMS:

Billable upon delivery, Net thirty (30) days.

W ARRENTY:

Three (3) year parts and labor.

1,500.00

$ 175,720.00

DELIVERY: Six (6) To eight (8) weeks A.R.O.

ANNUALRECURRING:
vMax Commander Annual renewal fee $ 36.00 per bus per year, $ 1,440.00
Firstyear included in this quote. Then billable each year thereafter based
on number of buses.

I.T. will provide Wi Fi access points and server
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Section 3: Approval by School Board Resolution
Findlay City School Board of Education
WHEREAS, the Automotive Technology Advisory Committee of the Millstream Career
Center Findlay City Schools has reviewed the Automotive Technology Course of Study,
and WHEREAS, the course of study is based upon the Ohio Career Field Technical
Content Standards for Ground Transportation and
WHEREAS, the Automotive Technology Advisory Committee has reviewed these
competencies and has edited competencies to address local labor market needs, and
to acknowledge the school district’s ability to offer specialized programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Millstream Career Center Findlay City Schools adopt the
Automotive Technology Course of Study.

Approval date:
Superintendent

Approval date:
Board President
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Section 4: Findlay City Schools
Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.

We believe…







All students and families have worth and are to be valued.
Students need a safe and inclusive environment, in order to fully express who they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must be vested in
their growth and development.
All students need opportunities in and out of the classroom.
The Seven Habits of Highly Effective People:
o Habit 1: Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Understand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw
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Findlay City Schools
District Goals

Goal 1 – 100% of students will graduate on time.
Strategy 1:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 2 – 100% of graduates will be enrolled in post-secondary or in the workforce within six month of
their program.
Strategy 2:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 3 – FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3:
FCS will review facilities routinely, judging their cost effectiveness and potential for future
educational capabilities, FCS will continually work at providing timely security measure to ensure a safe
educational facilities. FCS will provide access to technology that meets the needs of 21 st Century learner.
Goal 4 – FCS will develop and implement plans to ensure sufficient funding for current and future
operations, programs, and facilities.
Strategy 4:
FCS will review facilities routinely, judging their cost effectiveness and potential for future
educational capabilities, FCS will continually work at providing timely security measure to ensure a safe
educational facilities. FCS will provide access to technology that meets the needs of 21 st Century learner.
Goal 5 – FCS will create learning environments in which all students, staff and families will feel physically
and emotionally safe, valued, and engaged.
Strategy 5:
Each building level team will develop and monitor a plan to improve student, staff and
family perceptions of emotional safety, value (care, respect, trust and appreciation) and engagement.
Goal 6 – FCS will serve as a partner in addressing root issues in Hancock County through collaborative
efforts.
Strategy 6:
To participate in community efforts/coalitions.
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Section 5: Program Description
Automotive Technology
Overview of Program
The Automotive Technologies program at Millstream Career Center is a two-year program
designed for 11th and 12th grade level students who are interested in pursuing postsecondary education or enter their chosen career field upon graduation. The program
curriculum is based on the Ohio Career Field Technical Content Standards Document for
Ground Transportation. This curriculum is the result of a comprehensive review and
refinement of content by a panel of representatives from secondary, post-secondary and
business leaders. Each competency and competency builder in the required curriculum
are designated to be introduced, reinforced and mastered. Employability skills, critical
thinking, problem solving and safe practices are threaded throughout the entire
curriculum. Within the philosophy of the Automotive Technologies program project-based
learning is encouraged. An advisory committee comprised of representatives from
business and industry, program graduates, and academic representatives from the school
meets two times each year to provide input and guidance to this program.
Students are encouraged to take the right classes so that they are prepared for their next
step in life. The following middle/high school portion of the program of study is a
recommended sequence for students interested in this career field.
7

8

9

Language Arts
Math

Language Arts
Math

Science

Science

Social Studies

Social Studies

English 1
Algebra 1
9th Grade
Science
Social Studies

PE

Computer
Applications

PE

Art

Health/PE
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English 2
Geometry
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English 3
Algebra 2

English 4
Senior Math

Biology

Chemistry

Senior Science

Social Studies

Social Studies

Elective
Transp Syst
Grnd Trans
Electrical/Electronics
494,495

PE

Pathway Intro
Course

Pathway Intro
Course

Foreign
Language

Elective

Transp Syst
Grnd Trnp Maint
394,395
Transp Syst
Braking, Susp
and Strng
394,395

Transp Syst
Auto Engine Perf
494’495

In the 11th and 12th grade component of the program, all students are part of a seamless
curriculum, which allows student to transition into post-secondary programs or enter their
chosen career field upon graduation. Each curriculum contains outcomes and competencies
which are required.
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The basic instructional philosophy for the program encourages project-based learning. An
advisory committee comprised of representatives from business and industry, program
graduates and academic representatives from school meets twice each year to provide input
and guidance in this program.
Throughout the school year, students participate in a variety of work-based learning in order
to observe and interact with employees, employers and administrative personnel to learn
more about the industry as a whole. Early placement/ internships/ mentoring assignments/
job shadowing are all examples of work-based opportunities.
College credit opportunities have been developed between Millstream Career Center and
various institutions of higher learning. There is on-going dialogue following the established
process and procedures between our school and each participating institutions of higher
learning to develop and maintain the college credit opportunities. Opportunities may include
college credit plus, articulated (bilateral) credit, CT2, waiver of classes or other formats
providing time-shortened or advanced skill college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization
Students enrolled in Automotive Technology are required to be members of SkillsUSA.
Participation in SkillsUSA provides the student with experiences in competitive events at
local, regional and national levels. In addition to the competitive events, the student learns
citizenship, parliamentary procedures, democratic principles, social skills and civic
responsibility.
Population Served
The program is open to all 11th and 12th grade students.
Occupations Addressed
High School Exit Careers
Automotive Repair Tech
Heavy Duty Diesel Tech
Ag Diesel Tech
Light Duty Diesel Tech
ATV, Motorcycle Tech
Automotive Detailing Tech

Associate Degree Exit
Careers
Automotive Repair
Shop Manager
Shop Owner

Baccalaureate Degree Exit
Careers
Automotive Engineer
Automotive Parts Designer
Diesel Engineer
Design Engineer

Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state of
Ohio or member school district
 90% post program placement with 66% transition to post-secondary education
 95% participation in CTSO
 95% student attendance
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Course Summaries
Ground Transportation Maintenance
Subject Code: 177000
In this first course, students will apply skills needed to inspect and perform general service on
vehicles. Students will research applicable service information and technical service bulletins,
and perform maintenance on vehicles.
Students will inspect and service engine, drive train, suspension, steering, electrical and braking
systems. Students will perform ignition maintenance including spark plug/glow plug and
ignition wire and coil pack replacement.
Additionally, students change fluids, filters and inspect vehicles for leaks and fluid condition.
Automotive Braking, Suspension, and Steering Systems
Subject Code: 177003
Students will perform inspections, troubleshoot malfunctions and service automotive
undercarriage systems. Students will identify poor performing hydraulic brake systems and
replace malfunctioning components. Students will install coil and leaf springs, shock
absorbers and struts, and replace wheel bearings. Students will inspect and replace automotive
steering components and perform wheel alignments. Additionally, students will disable and
enable supplemental restraint systems (SRS) and replace antilock brake systems components.
Ground Transportation Electrical/Electronics
Subject Code: 177002
Student will diagnose and repair vehicle electrical systems, including chassis electrical,
charging, starting and lighting systems. Students will learn the fundamentals of direct current
(DC) electronics including series, parallel, and series- parallel circuits. Students will use
electronic diagnostic tools, read schematics, and utilize printed and electronic repair manuals to
troubleshoot electrical circuits, test components and replace defective modules
Automotive Engine Performance
Subject Code: 177006
Students will research vehicle service histories using model specific service bulletins. Students
will test and diagnose for engine performance in fuel, air induction and exhaust systems using
advanced testing procedures. Topics include computerized engine controls including
retrieving and recording diagnostic trouble codes using On Board Diagnostics (OBD).
Additionally, students will diagnose drivability and emissions problems resulting from
malfunctions of interrelated systems.
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Section 6: Scope and Sequence
Ground Transportation Maintenance
Outcome

1.1.
REQUIRED Employability Skills:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will develop career awareness and employability skills (e.g., faceto-face, online) needed for gaining and maintaining employment in diverse business settings.
The student will be evaluated using online testing, quizzes, and task packets at
Industry/NATEF standards.

Competencies

1.1.1. Identify the knowledge, skills, and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education,
training, certification, licensure, and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and
postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations,
and organized labor and use networking techniques to develop and maintain
professional relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job
applications, résumé writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability, and responsibility and
demonstrate associated behaviors in fulfilling personal, community, and workplace
roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when
making decisions and formulating solutions.
1.1.8. Identify the correlation between emotions, behavior, and appearance and manage
those to establish and maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate
respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and
abusive behavior.

Outcome

1.2.
REQUIRED Leadership and Communications:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will process, maintain, evaluate, and disseminate information in a
business. Develop leadership and team building to promote collaboration. The student will
be evaluated using online testing, quizzes, and task packets at Industry/NATEF standards.

Competencies

1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal, and active listening skills to communicate
effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations)
for an intended audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.
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1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
1.2.8. Identify the strengths, weaknesses, and characteristics of leadership styles that
influence internal and external workplace relationships.
1.2.9. Identify advantages and disadvantages involving digital and/or electronic
communications (e.g., common content for large audience, control of tone, speed,
cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration, and
work in a team.
1.2.11. Write professional correspondence, documents, job applications, and résumés.
1.2.12. Use technical writing skills to complete forms and create reports.
1.2.13. Identify stakeholders and solicit their opinions.
1.2.14. Use motivational strategies to accomplish goals.
Outcome

Competencies

Outcome

1.3.
REQUIRED Business Ethics and Law:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will analyze how professional, ethical, and legal behavior
contributes to continuous improvement in organizational performance and regulatory
compliance. The student will be evaluated using online test and quizzes, task packets at
Industry/NATEF standards.
1.3.1. Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe, and healthy
work environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty,
personal integrity, compassion, justice).
1.3.4. Identify how federal and state consumer protection laws affect products and
services.
1.3.5. Access and implement safety compliance measures (e.g., quality assurance
information, safety data sheets [SDSs], product safety data sheets [PSDSs], U.S.
Environmental Protection Agency [EPA], United States Occupational Safety and
Health Administration [OSHA]) that contribute to the continuous improvement of
the organization.
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-todoor sales, deceptive service estimates, fraudulent misrepresentations) and their
overall impact on organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor,
employment, employment interview, testing, minor labor laws, Americans with
Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission).
1.3.8. Verify compliance with computer, copyright, and intellectual property laws and
regulations.
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between
personal, organizational, and professional ethical standards.
1.4.
REQUIRED Knowledge Management and Information Technology:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will demonstrate current and emerging strategies and
technologies used to collect, analyze, record, and share information in business operations.
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Competencies

The student will be evaluated using online test and quizzes, task packets at Industry/NATEF
standards.
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine,
scanner, public address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present
information (e.g., word processing, electronic mail, spreadsheet, databases,
presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property,
privacy, access, accuracy issues, client and patient record confidentiality) pertaining
to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business
records.
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize
assigned tasks (e.g., lists, calendars, address books).
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.

Outcome

1.5.

Competencies

1.5.1.
1.5.2.
1.5.3.
1.5.4.
1.5.5.
1.5.6.
1.5.7.
1.5.8.

Outcome

1.6.

Competencies

1.6.1.
1.6.2.
1.6.3.
1.6.4.

REQUIRED Global Environment:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, the student will evaluate how beliefs, values, attitudes, and
behaviors influence organizational strategies and goals. The student will be
evaluated using online test and quizzes, task packets at Industry/NATEF standards.
Describe how cultural understanding, cultural intelligence skills, and continual
awareness are interdependent.
Describe how cultural intelligence skills influence the overall success and survival of
an organization.
Use cultural intelligence to interact with individuals from diverse cultural settings.
Recognize barriers in cross-cultural relationships and implement behavioral
adjustments.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
Analyze work tasks for understanding and interpretation from a different cultural
perspective.
Use intercultural communication skills to exchange ideas and create meaning.
Identify how multicultural teaming and globalization can foster development of
new and improved products and services and recognition of new opportunities.
REQUIRED Business Literacy:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, the student will develop foundational skills and knowledge in
entrepreneurship, financial literacy, and business operations. The student will be
evaluated using online test and quizzes, task packets at Industry/NATEF standards.
Identify business opportunities.
Assess the reality of becoming an entrepreneur, including advantages and
disadvantages (e.g., risk vs. reward, reasons for success and failure).
Explain the importance of planning your business.
Identify types of businesses, ownership, and entities (i.e., individual
proprietorships, partnerships, corporations, cooperatives, public, private, profit,
not-for-profit).
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1.6.5. Describe organizational structure, chain of command, the roles and responsibilities
of the organizational departments, and interdepartmental interactions.
1.6.6. Identify the target market served by the organization, the niche that the
organization fills, and outlook of the industry.
1.6.7. Identify the effect of supply and demand on products and services.
1.6.8. Identify the features and benefits that make an organization’s product or service
competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is
assessed.
1.6.10. Describe the impact of globalization on an enterprise or organization.
1.6.11. Describe how all business activities of an organization work within the parameters
of a budget.
1.6.12. Describe classifications of employee benefits, rights, deductions, and
compensations.
Outcome

1.7.
OPTIONAL Entrepreneurship/Entrepreneurs:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will analyze the environment in which a business operates and
the economic factors and opportunities associated with self-employment. The student will
be evaluated using online test and quizzes, task packets at Industry/NATEF standards.

Competencies

1.7.1. Compare and contrast the four types of business ownership (i.e., individual
proprietorships, partnerships, corporations, cooperatives).
1.7.2. Explain the role of profit as the incentive to entrepreneurs in a market economy.
1.7.3. Identify the factors that contribute to the success and failure of entrepreneurial
ventures.
1.7.4. Assess the roles of nonprofit, not-for-profit, and for-profit businesses.
1.7.5. Develop a business plan.
1.7.6. Describe life cycles of an entrepreneurial business and an entrepreneur.
1.7.7. Create a list of personal strengths, weaknesses, skills, and abilities needed to be
successful as an entrepreneur.
1.7.8. Explain pathways used to become an entrepreneur.
1.7.9. Conduct self-assessment to determine entrepreneurial potential.
1.7.10. Describe techniques for obtaining experience (e.g., apprenticeship, co-operative
[co-op] education, work placement, internship, job shadowing) related to an
entrepreneurial objective.
1.7.11. Identify initial steps in establishing a business (e.g., LLC, tax ID, permits,
insurance, licensing).
1.7.12. Identify resources available to entrepreneurs (e.g., Small Business Administration,
mentors, information resources, educational opportunities).
1.7.13. Protect intellectual property and knowledge (e.g., copyright, patent, trademark,
trade secrets, processes).

Outcome

1.8.
OPTIONAL Operations Management:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will plan, organize, and monitor an organization or department
to maximize contribution to organizational goals and objectives. The student will be
evaluated using online test and quizzes, task packets at Industry/NATEF standards.
1.8.1. Forecast future resources and budgetary needs using financial documents (e.g.,
balance sheet, demand forecasting, financial ratios).
1.8.2. Select and organize resources to develop a product or a service.

Competencies
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1.8.3. Analyze the performance of organizational activities and reallocate resources to
achieve established goals.
1.8.4. Identify alternative actions to take when goals are not met (e.g., changing goals,
changing strategies, efficiencies).
1.8.5. Use inventory and control systems to purchase materials, supplies, and equipment
(e.g., Last In, First Out [LIFO]; First In, First Out [FIFO]; Just in Time [JIT];
LEAN).
1.8.6. Identify the advantages and disadvantages of carrying cost and Just in Time (JIT)
production systems and the effects of monitoring inventory (e.g., perishable,
shrinkage, insurance) on profitability.
1.8.7. Collect information and feedback to help assess the organization’s strategic planning
and policymaking processes.
1.8.8. Identify routine activities for maintaining business facilities and equipment.
1.8.9. Develop a budget that reflects the strategies and goals of the organization.
1.8.10. Analyze how business management and environmental management systems (e.g.,
health, safety) contribute to continuous improvement and sustainability.
Outcome

Competencies

1.9.
REQUIRED Financial Management:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will use financial tools, strategies, and systems to develop,
monitor, and control the use of financial resources to ensure personal and business financial
well-being. The student will be evaluated using online test and quizzes, task packets at
Industry/NATEF standards.
1.9.1. Create, analyze, and interpret financial documents (e.g., budgets, income
statements).
1.9.2. Identify tax obligations
1.9.3. Review and summarize savings, investment strategies, and purchasing options (e.g.,
cash, lease, finance, stocks, bonds).
1.9.4. Identify credit types and their uses in order to establish credit.
1.9.5. Identify ways to avoid or correct debt problems.
1.9.6. Explain how credit ratings and the criteria lenders use to evaluate repayment
capacity affect access to loans.
1.9.7. Review and summarize categories (types) of insurance and identify how insurances
can reduce financial risk.
1.9.8. Identify income sources and expenditures.
1.9.9. Compare and contrast different banking services available through financial
institutions.
1.9.10. Identify the role of depreciation in tax planning and liability.

Outcome

1.10. OPTIONAL Sales and Marketing:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will manage pricing, place, promotion, packaging, positioning,
and public relations to improve quality customer service. The student will be evaluated
using online test and quizzes, task packets at Industry/NATEF standards.

Competencies

1.10.1. Identify how the roles of marketing, sales, advertising, and public relations
contribute to a company’s brand.
1.10.2. Determine the customer's needs and identify solutions.
1.10.3. Communicate features, benefits, and warranties of a product or service to the
customer.
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1.10.4. Identify the company policies and procedures for initiating product and service
improvements.
1.10.5. Monitor customer expectations by using measurement tools to ensure product or
service satisfaction.
1.10.6. Discuss the importance of correct pricing to support a product’s or service’s
positioning in the marketing mix.
1.10.7. Describe the importance and diversity of distribution chains (e.g., intensive,
selective, exclusive) to sell a product.
1.10.8. Use promotional techniques to maximize sales revenues (e.g., advertising, sales
promotions, publicity, public relations, create new sales channels, create new
products).
1.10.9. Use product management (e.g., product mix, product line, bundling) to maximize
sales revenues, market share, and profit margins.
1.10.10.Demonstrate sales techniques.
Outcome

Competencies

Outcome

Competencies

1.11. OPTIONAL Principles of Business Economics:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will examine and employ economic principles,
concepts, and policies to accomplish organizational goals and objectives. The
student will be evaluated using online test and quizzes, task packets at
Industry/NATEF standards.
1.11.1. Identify the economic principles that guide geographic location of an industry's
facilities (e.g., manufacturing, administration, supply chain).
1.11.2. Identify the difference between monetary and nonmonetary incentives and explain
how changes in incentives cause changes in behavior.
1.11.3. Use economic indicators to measure economic trends and conditions (e.g., relative
scarcity, price, quantity of products and services).
1.11.4. Determine how the quality, quantity, and pricing of goods and services are affected
by domestic and international competition in a market economy.
1.11.5. Analyze factors that affect currency and exchange rates.
1.11.6. Explain how financial markets and government policies influence interest rates
(credit ratings/debt ceiling), trade deficits, and unemployment.
1.11.7. Describe how economic performance and culture are interdependent.
1.11.8. Identify the relationships between economy, society, and environment that lead to
sustainability.
1.11.9. Describe how laws and regulations influence domestic and international trade.
2.1.
Facility Safety:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will examine and employ economic principles, concepts, and
policies to accomplish organizational goals and objectives. The student will be evaluated
using online test and quizzes, task packets at Industry/NATEF standards.
2.1.2. Identify and communicate hazards associated with slippery surfaces and lighting.
2.1.6. Identify and eliminate workplace clutter and maintain clearance and boundaries.
2.1.8. Identify procedures for handling, storage, and disposal of hazardous materials.
2.1.9. Identify the locations of emergency flush showers, eyewash fountains, Material
Safety Data Sheets (MSDSs), fire alarms, and exits.
2.1.11. Select and operate fire extinguishers based on the class of fire.
2.1.12. Conduct safety inspection of workspace.
2.1.14. Inspect air and exhaust systems, intake filters, fans, and other mechanical
components
16

Outcome

Competencies

Outcome

Competencies

Outcome

Competencies

2.2
Personal Safety: Practice personal safety.
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will practice personal safety. The student will be evaluated
using online test and quizzes, task packets at Industry/NATEF standards.
2.2.2. Describe the risk factors associated with working under the influence of drugs and
alcohol and how it increases the risk of accident, lowers productivity, raises
insurance costs, and reduces profits.
2.2.3. Select, use, maintain, and dispose of Personal Protective Equipment (PPE)
appropriate to job tasks, conditions, and materials.
2.2.4. Identify workplace risk factors associated with repetitive motion and lifting,
operating, and moving heavy objects.
2.2.5. Demonstrate appropriate body mechanics in lifting and moving heavy objects.
2.3.
Tool and Equipment Preventive Maintenance:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, the student will identify, use, clean, maintain, and perform planned
preventive maintenance on tools and equipment. The student will be evaluated using online
test and quizzes, task packets at Industry/NATEF standards.
2.3.1. Identify the types of hand tools, power tools, and stationary equipment and
describe their function.
2.3.2. Identify potential hazards and limitations related to the use of hand tools, power
tools, and stationary equipment.
2.3.3. Operate power tools and stationary equipment in accordance with established
procedures and safety standards.
2.3.4. Ensure the presence and functionality of safety systems and hardware.
2.3.5. Clean, lubricate, and adjust power tools and stationary equipment.
2.4.
General Maintenance: Provide general maintenance to mechanical systems.
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and current industry equipment the student will provide general
maintenance to mechanical systems. The student will be evaluated using online test and
quizzes, task packets at Industry/NATEF standards.
2.4.1. Inspect for leakage at seals, gaskets, and bushings.
2.4.2. Inspect fluid levels and fluid conditions on all mechanical systems.
2.4.3. Select engine, powertrain, power steering, and brake system fluids based on
characteristics and applications.
2.4.4. Describe characteristics of engine fuels and fuel additives.
2.4.5. Perform engine oil and filter change.
2.4.6. Replace fuel filters.
2.4.7. Flush and fill engine cooling system.
2.4.8. Inspect, service, or replace air filters, filter housings, and intake ductwork.
2.4.9. Drain and replace drivetrain fluids and filters.
2.4.10. Flush, fill, and bleed power steering system and replace filters.
2.4.11. Flush, fill, and bleed brake system.
2.4.12. Store mechanical systems fluids and waste products.
2.4.13. Inspect and replace drive belts.
2.4.14. Identify the sources of air conditioner (A/C) system odors.
2.4.15. Inspect and service battery and battery cables, connectors, clamps, and hold downs.
2.4.16. Inspect interior and exterior lamps and sockets.
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2.4.17. Verify operation of instrument panel gauges and warning/indicator lights and reset
maintenance indicators.
2.4.18. Verify windshield wiper and washer operations, replace wiper blades, and refill
washer reservoir (where applicable).
2.4.19. Inspect, repair to industry standards, and rotate tires and reset the tire pressure
monitor system (TPMS).
Outcome

Competencies
Outcome

3.5.7

Lubrication and Cooling Systems: Inspect lubrication and cooling systems
operation.
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and current industry equipment the student will inspect lubrication and
cooling systems operation. The student will be evaluated using online test and quizzes, task
packets at Industry/NATEF standards.
3.5.7. Test, drain, flush, and refill coolant and bleed cooling system.

Competencies

4.6.
Batteries: Diagnosis and service batteries.
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and current industry equipment the student will diagnose and service
batteries. The student will be evaluated using online test and quizzes, task packets at
Industry/NATEF standards.
4.6.2. Test battery performance using state-of-charge and conductance tests and record
test results.
4.6.5. Perform a battery charge.
4.6.6. Start a vehicle using jumper cables and a battery or auxiliary power supply using
manufacturer’s jumping techniques and precautions.
4.6.7. Remove and replace battery.

Outcome

4.8.

Competencies

Outcome

Competencies

Lighting and Accessories: Identify, inspect, and replace electrical and electronic
components of lighting systems and accessories.
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and current industry equipment the student will identify, inspect,
and replace electrical and electronic components of lighting systems and
accessories. The student will be evaluated using online test and quizzes, task
packets at Industry/NATEF standards.
4.8.2. Inspect, replace, and aim headlights and bulbs.
4.8.3. Identify and inspect incorrect turn signal or hazard light operation.
4.8.5. Identify system voltage and safety precautions associated with high-intensity
discharge headlights.
4.8.7. Identify incorrect horn operation.
4.8.8. Identify incorrect wiper and washer operation and replace.
4.8.9. Identify incorrect operation of motor-driven accessories.
4.8.11. Identify incorrect electric lock operation and repair.
5.1.
Automatic Transmission and Transaxle Performance: Identify, inspect, adjust, and
replace automatic transmissions and transaxles.
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and current industry equipment the student will identify, inspect, adjust,
and replace automatic transmissions and transaxles. The student will be evaluated using
online test and quizzes, task packets at Industry/NATEF standards.
5.1.1. Research applicable vehicle and service information (e.g., transmission and
transaxle system operation, fluid type, vehicle service history, service precautions,
and technical service bulletins).
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5.1.2. Locate and interpret vehicle and major component identification numbers (i.e.,
vehicle identification number [VIN] vehicle certification labels and calibration
decals).
5.1.3. Investigate fluid loss and condition concerns.
5.1.6. Inspect for leaks on cooler lines and fittings.
Outcome

Competencies

5.8.

Wheels and Tires: Identify, inspect, and replace wheel and tire components and
assemblies.
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and current industry equipment the student will identify, inspect, and
replace wheel and tire components and assemblies. The student will be evaluated using
online test and quizzes, task packets at Industry/NATEF standards.
5.8.1. Identify tire wear patterns and tire construction.
5.8.2. Identify bearing noises and wheel vibration, shimmy, and noise.
5.8.3. Measure wheel, tire, axle, and hub runout.
5.8.4. Balance wheel and tire assembly.
5.8.5. Remove, inspect, and reinstall tire and wheel assembly and calibrate tire pressure
monitoring system.
5.8.6. Inspect and replace wheel studs.

Automotive Braking, Suspension, and Steering Systems
Outcome

1.1.

Competencies

1.1.1.
1.1.2.
1.1.3.
1.1.4.
1.1.5.
1.1.6.
1.1.7.
1.1.8.
1.1.9.
1.1.10.

REQUIRED Employability Skills: Develop career awareness and employability
skills (e.g., face-to-face, online) needed for gaining and maintaining employment in
diverse business settings.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will The student
will be evaluated using online test and quizzes, task packets at Industry/NATEF
standards.
Identify the knowledge, skills, and abilities necessary to succeed in careers.
Identify the scope of career opportunities and the requirements for education,
training, certification, licensure, and experience.
Develop a career plan that reflects career interests, pathways, and secondary and
postsecondary options.
Describe the role and function of professional organizations, industry associations,
and organized labor and use networking techniques to develop and maintain
professional relationships.
Develop strategies for self-promotion in the hiring process (e.g., filling out job
applications, résumé writing, interviewing skills, portfolio development).
Explain the importance of work ethic, accountability, and responsibility and
demonstrate associated behaviors in fulfilling personal, community, and workplace
roles.
Apply problem-solving and critical-thinking skills to work-related issues when
making decisions and formulating solutions.
Identify the correlation between emotions, behavior, and appearance and manage
those to establish and maintain professionalism.
Give and receive constructive feedback to improve work habits.
Adapt personal coping skills to adjust to taxing workplace demands.
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1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate
respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and
abusive behavior.
Outcome

Competencies

1.2.

REQUIRED Leadership and Communications: Process, maintain, evaluate, and
disseminate information in a business. Develop leadership and team building to
promote collaboration.
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and current industry equipment the student will The student will be
evaluated using online test and quizzes, task packets at industry/NATEF standards.
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal, and active listening skills to communicate
effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations)
for an intended audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.
1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
1.2.8. Identify the strengths, weaknesses, and characteristics of leadership styles that
influence internal and external workplace relationships.
1.2.9. Identify advantages and disadvantages involving digital and/or electronic
communications (e.g., common content for large audience, control of tone, speed,
cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration, and
work in a team.
1.2.11. Write professional correspondence, documents, job applications, and résumés.
1.2.12. Use technical writing skills to complete forms and create reports.
1.2.13. Identify stakeholders and solicit their opinions.
1.2.14. Use motivational strategies to accomplish goals.

Outcome

1.3.

Competencies

1.3.1.
1.3.2.
1.3.3.
1.3.4.
1.3.5.

REQUIRED Business Ethics and Law: Analyze how professional, ethical, and legal
behavior contributes to continuous improvement in organizational performance
and regulatory compliance.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will The student
will be evaluated using online test and quizzes, task packets at Industry/NATEF
standards.
Analyze how regulatory compliance affects business operations and organizational
performance.
Follow protocols and practices necessary to maintain a clean, safe, and healthy
work environment.
Use ethical character traits consistent with workplace standards (e.g., honesty,
personal integrity, compassion, justice).
Identify how federal and state consumer protection laws affect products and
services.
Access and implement safety compliance measures (e.g., quality assurance
information, safety data sheets [SDSs], product safety data sheets [PSDSs], U.S.
Environmental Protection Agency [EPA], United States Occupational Safety and
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Health Administration [OSHA]) that contribute to the continuous improvement of
the organization.
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-todoor sales, deceptive service estimates, fraudulent misrepresentations) and their
overall impact on organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor,
employment, employment interview, testing, minor labor laws, Americans with
Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission).
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between
personal, organizational, and professional ethical standards.
Outcome

1.4.

Competencies

1.4.1.
1.4.2.
1.4.3.
1.4.4.
1.4.5.
1.4.6.
1.4.7.
1.4.8.

REQUIRED Knowledge Management and Information Technology: Demonstrate
current and emerging strategies and technologies used to collect, analyze, record,
and share information in business operations.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will The student
will be evaluated using online test and quizzes, task packets at Industry/NATEF
standards.
Use office equipment to communicate (e.g., phone, radio equipment, fax machine,
scanner, public address systems).
Select and use software applications to locate, record, analyze, and present
information (e.g., word processing, electronic mail, spreadsheet, databases,
presentation, Internet search engines).
Verify compliance with security rules, regulations, and codes (e.g., property,
privacy, access, accuracy issues, client and patient record confidentiality) pertaining
to technology specific to industry pathway.
Use system hardware to support software applications.
Use information technology tools to maintain, secure, and monitor business
records.
Use electronic database to access and create business and technical information.
Use personal information management and productivity applications to optimize
assigned tasks (e.g., lists, calendars, address books).
Use electronic media to communicate and follow network etiquette guidelines.

Outcome

1.5.

REQUIRED Global Environment: Evaluate how beliefs, values, attitudes, and
behaviors influence organizational strategies and goals.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will evaluate how beliefs,
values, attitudes, and behaviors influence organizational strategies and goals. The student
will be evaluated using online test and quizzes, task packets at Industry/NATEF standards.

Competencies

1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral
adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and
profitability.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
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Outcome

1.6.

Competencies

1.6.1. Identify business opportunities.
1.6.5. Describe organizational structure, chain of command, the roles and responsibilities
of the organizational departments, and interdepartmental interactions.
1.6.8. Identify the features and benefits that make an organization’s product or service
competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is
assessed.
1.6.12. Describe classifications of employee benefits, rights, deductions, and
compensations.

Outcome

1.7.

Competencies

Outcome

Competencies

Outcome

REQUIRED Business Literacy: Develop foundational skills and knowledge in
entrepreneurship, financial literacy, and business operations.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Develop
foundational skills and knowledge in entrepreneurship, financial literacy, and
business operations. The student will be evaluated using online test and quizzes,
task packets at Industry/NATEF standards.

OPTIONAL Operations Management: Plan, organize, and monitor an organization
or department to maximize contribution to organizational goals and objectives.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Plan,
organize, and monitor an organization or department to maximize contribution to
organizational goals and objectives. The student will be evaluated using online test
and quizzes, task packets at Industry/NATEF standards.
1.8.8. Identify routine activities for maintaining business facilities and equipment.
1.8.10. Analyze how business management and environmental management systems (e.g.,
health, safety) contribute to continuous improvement and sustainability.
1.10.

OPTIONAL Sales and Marketing: Manage pricing, place, promotion, packaging,
positioning, and public relations to improve quality customer service.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Manage
pricing, place, promotion, packaging, positioning, and public relations to improve
quality customer service. The student will be evaluated using online test and
quizzes, task packets at Industry/NATEF standards.
1.10.2. Determine the customer's needs and identify solutions.
1.10.3. Communicate features, benefits, and warranties of a product or service to the
customer.
1.10.4. Identify the company policies and procedures for initiating product and service
improvements.
1.10.10.Demonstrate sales techniques.

2.1.

Facility Safety: Handle materials, prevent accidents, and mitigate hazards.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Handle
materials, prevent accidents, and mitigate hazards. The student will be evaluated
using online test and quizzes, task packets at Industry/NATEF standards.
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Competencies

2.1.1. Use Occupational Safety and Health Administration (OSHA)-defined procedures
for identifying employer and employee responsibilities, situations that require
working in confined spaces, and safety labeling.
2.1.2. Identify and communicate hazards associated with slippery surfaces and lighting.
2.1.6. Identify and eliminate workplace clutter and maintain clearance and boundaries.
2.1.9. Identify the locations of emergency flush showers, eyewash fountains, Material
Safety Data Sheets (MSDSs), fire alarms, and exits.
2.1.11. Select and operate fire extinguishers based on the class of fire.
2.1.12. Conduct safety inspection of workspace.

Outcome

2.2.

Competencies

2.2.1. Interpret personal safety rights according to the employee Right to Know plan.
2.2.2. Describe the risk factors associated with working under the influence of drugs and
alcohol and how it increases the risk of accident, lowers productivity, raises
insurance costs, and reduces profits.
2.2.3. Select, use, maintain, and dispose of Personal Protective Equipment (PPE)
appropriate to job tasks, conditions, and materials.

Outcome

2.3.

Competencies

Personal Safety: Practice personal safety.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Practice
personal safety. The student will be evaluated using online test and quizzes, task
packets at Industry/NATEF standards.

Tool and Equipment Preventive Maintenance: Identify, use, clean, maintain, and
perform planned preventive maintenance on tools and equipment.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Identify, use,
clean, maintain, and perform planned preventive maintenance on tools and
equipment. The student will be evaluated using online test and quizzes, task packets
at Industry/NATEF standards.
2.3.1. Identify the types of hand tools, power tools, and stationary equipment and
describe their function.
2.3.2. Identify potential hazards and limitations related to the use of hand tools, power
tools, and stationary equipment.

Outcome

2.4.

Competencies

2.4.1.
2.4.2.
2.4.3.
2.4.4.

Outcome

4.1.

General Maintenance: Provide general maintenance to mechanical systems.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Provide
general maintenance to mechanical systems. The student will be evaluated using
online test and quizzes, task packets at Industry/NATEF standards.
Inspect fluid levels and fluid conditions on all mechanical systems.
Store mechanical systems fluids and waste products.
Flush, fill, and bleed brake system.
Select engine, powertrain, power steering, and brake system fluids based on
characteristics and applications.

Hydraulic Brake Systems: Identify, inspect, and replace hydraulic components of
brake systems.
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Competencies

4.1.1.
4.1.2.
4.1.3.
4.1.4.
4.1.5.
4.1.6.
4.1.7.
4.1.8.
4.1.9.

Outcome

4.2.

Competencies

4.2.1.
4.2.2.
4.2.3.
4.2.4.
4.2.5.
4.2.6.
4.2.7.
4.2.8.
4.2.9.
4.2.10.
4.2.11.

Outcome

Competencies

TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Identify,
inspect, and replace hydraulic components of brake systems. The student will be
evaluated using online test and quizzes, task packets at Industry/NATEF standards.
Identify pressure concerns in the brake system using hydraulic principles (Pascal’s
Law).
Identify poor stopping, pulling, or dragging concerns caused by malfunctions in the
hydraulic system.
Measure brake pedal height and test pedal free play.
Check master cylinder for internal and external leaks and proper operations.
Remove, bench bleed, and reinstall master cylinder.
Inspect brake lines for damage and wear.
Fabricate and install rigid and flexible fluid lines and fittings.
Identify brake pressure valves.
Check power assist operation (e.g., manifold or auxiliary pump vacuum supply to a
vacuum-type power booster).
Drum and Disc: Identify, inspect, and replace mechanical components of drum and
disc brake systems.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Identify,
inspect, and replace mechanical components of drum and disc brake systems. The
student will be evaluated using online test and quizzes, task packets at
Industry/NATEF standards.
Identify poor stopping, noise, vibration, premature wear, pulling, grabbing,
dragging, or pedal pulsation concerns.
Remove caliper assembly; clean; inspect for leaks, pad condition, and damage; and
replace.
Remove, clean, inspect, and measure drums and rotors.
Refinish drums and rotors.
Remove, inspect, and replace wheel cylinders.
Remove, clean, inspect, and lubricate brake shoes, retaining hardware, and
adjustment hardware.
Pre-adjust brake shoes, seat the pads, and adjust parking brake system.
Lubricate drum and disc brake assembly components, reinstall, and inspect for
leaks.
Check condition and operation of parking brake and clean, lubricate, or replace as
needed.
Check the operation of parking brake indicator light and brake stop light systems.
Inspect and adjust caliper piston on an integral parking brake system.

4.4.

Antilock Brakes: Identify, inspect, and replace antilock brake systems.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will
identify,inspect, and replace antilock brake systems. The student will be evaluated
using online test and quizzes, task packets at Industry/NATEF standards.
4.4.1. Identify and inspect antilock brake system (ABS) components.
4.4.2. Identify poor stopping, wheel lock-up, abnormal pedal feel or pulsation, and noise
concerns caused by the ABS.
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4.4.3. Identify ABS braking concerns caused by vehicle modifications (e.g., tire size, curb
height, final drive ratio).
4.4.4. Identify ABS electronic controls and components.
4.4.5. Depressurize high-pressure components and bleed front and rear hydraulic circuits.
4.4.6. Re-adjust caliper piston on an integral parking brake system.
4.4.7. Remove and install ABS electrical and/or electronic and hydraulic components.
4.4.8. Interpret output signal, resistance charts to voltage/ground, and frequency data.
4.4.9. Identify traction control and/or vehicle stability control system components.
Outcome

5.5.

Competencies

5.5.1.
5.5.2.
5.5.3.
5.5.4.
5.5.5.
5.5.6.

Steering: Identify steering system components.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Identify
steering system components. The student will be evaluated using online test and
quizzes, task packets at Industry/NATEF standards.
Disable and enable supplemental restraint system (SRS).
Remove and replace steering wheel and center and time supplemental restraint
system (SRS) coil (clock spring).
Inspect steering shaft universal joints and flexible couplings.
Remove, inspect, replace, and adjust power steering pump belt, power steering
pump, power steering pump pulley, hoses, and fittings and check pulley and belt
alignment.
Inspect and replace pitman arm, relay rod (centerlink/intermediate), idler arm and
mountings, and steering linkage damper.
Inspect, replace, and adjust tie rod ends (sockets), tie rod sleeves, and clamps.

Outcome

5.6.

Suspension: Remove, inspect and install front and rear suspension.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Remove,
inspect and install front and rear suspension. The student will be evaluated using
online test and quizzes, task packets at Industry/NATEF standards.

Competencies

5.6.1. Identify short arm and long arm suspension system components.
5.6.2. Identify strut suspension system components.
5.6.3. Remove, inspect, and install upper and lower control arms, bushings, shafts, upper
and lower ball joints, and rebound bumpers.
5.6.4. Remove, inspect, and install strut rods (compression and tension) and bushings.
5.6.5. Remove, inspect, and install steering knuckle assemblies.
5.6.6. Remove, inspect, and install short arm and long arm suspension system coil springs
and spring insulators.
5.6.7. Remove, inspect, install, and adjust suspension system torsion bars and stabilizer
bar bushings, brackets, and links and inspect mounts.
5.6.8. Remove, inspect, and install strut cartridge or assembly, strut coil spring,
insulators (silencers), and upper strut bearing mount.
5.6.9. Remove, inspect, and install transverse links, control arms, bushings, and mounts.
5.6.10. Remove, inspect, and install leaf springs, leaf spring insulators (silencers), shackles,
brackets, bushings, and mounts.
5.6.11. Inspect, remove, and replace shock absorbers.

Outcome

5.7.

Wheel Alignment: Inspect and adjust wheel alignment.
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Competencies

TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Inspect and adjust
wheel alignment. The student will be evaluated using online test and quizzes, task packets at
Industry/NATEF standards.
5.7.1. Inspect, remove, and replace shock absorbers and inspect mounts and bushings.
5.7.2. Replace front and rear wheel bearings.
5.7.3. Identify vehicle wander, drift, pull, hard steering, bump steer, memory steer,
torque steer, ride height, and steering return concerns.
5.7.4. Check and adjust wheel caster, camber, and toe and center the steering wheel.

Outcome

5.8.

Competencies

5.8.1.
5.8.2.
5.8.3.
5.8.4.
5.8.5.

Wheels and Tires: Identify, inspect, and replace wheel and tire components and
assemblies.
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and current industry equipment the student will Identify,
inspect, and replace wheel and tire components and assemblies. The student will be
evaluated using online test and quizzes, task packets at Industry/NATEF standards.

Identify tire wear patterns and tire construction.
Identify bearing noises and wheel vibration, shimmy, and noise.
Measure wheel, tire, axle, and hub runout.
Balance wheel and tire assembly.
Remove, inspect, and reinstall tire and wheel assembly and calibrate tire pressure
monitoring system.
5.8.6. Inspect and replace wheel studs.

Ground Transportation Electrical/Electronics
Outcome

Competencies

1.1.
REQUIRED Employability Skills:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will develop career awareness and employability skills (e.g., faceto-face, online) needed for gaining and maintaining employment in diverse business settings.
The student will be evaluated using online testing, quizzes, and task packets at
Industry/NATEF standards.
1.1.1. Identify the knowledge, skills, and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education,
training, certification, licensure, and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and
postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations,
and organized labor and use networking techniques to develop and maintain
professional relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job
applications, résumé writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability, and responsibility and
demonstrate associated behaviors in fulfilling personal, community, and workplace
roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when
making decisions and formulating solutions.
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1.1.8. Identify the correlation between emotions, behavior, and appearance and manage
those to establish and maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate
respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and
abusive behavior.
Outcome

Competencies

Outcome

Competencies

1.2.
REQUIRED Leadership and Communications:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will process, maintain, evaluate, and disseminate information in a
business. Develop leadership and team building to promote collaboration. The student will
be evaluated using online testing, quizzes, and task packets at Industry/NATEF standards.
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal, and active listening skills to communicate
effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations)
for an intended audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.
1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
1.2.8. Identify the strengths, weaknesses, and characteristics of leadership styles that
influence internal and external workplace relationships.
1.2.9. Identify advantages and disadvantages involving digital and/or electronic
communications (e.g., common content for large audience, control of tone, speed,
cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration, and
work in a team.
1.2.11. Write professional correspondence, documents, job applications, and résumés.
1.2.12. Use technical writing skills to complete forms and create reports.
1.2.13. Identify stakeholders and solicit their opinions.
1.2.14. Use motivational strategies to accomplish goals.
1.3.
REQUIRED Business Ethics and Law:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will analyze how professional, ethical, and legal behavior
contributes to continuous improvement in organizational performance and regulatory
compliance. The student will be evaluated using online testing, quizzes, and task packets at
Industry/NATEF standards.
1.3.1. Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe, and healthy
work environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty,
personal integrity, compassion, justice).
1.3.4. Identify how federal and state consumer protection laws affect products and
services.
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1.3.5. Access and implement safety compliance measures (e.g., quality assurance
information, safety data sheets [SDSs], product safety data sheets [PSDSs], U.S.
Environmental Protection Agency [EPA], United States Occupational Safety and
Health Administration [OSHA]) that contribute to the continuous improvement of
the organization.
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-todoor sales, deceptive service estimates, fraudulent misrepresentations) and their
overall impact on organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor,
employment, employment interview, testing, minor labor laws, Americans with
Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission).
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between
personal, organizational, and professional ethical standards.
Outcome

Competencies

Outcome

1.4.
REQUIRED Knowledge Management and Information Technology:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will demonstrate current and emerging strategies and technologies
used to collect, analyze, record, and share information in business operations. The student
will be evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine,
scanner, public address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present
information (e.g., word processing, electronic mail, spreadsheet, databases,
presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property,
privacy, access, accuracy issues, client and patient record confidentiality) pertaining
to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business
records.
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize
assigned tasks (e.g., lists, calendars, address books).
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.

Competencies

1.5.
REQUIRED Global Environment:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will evaluate how beliefs, values, attitudes, and behaviors influence
organizational strategies and goals. The student will be evaluated using online testing,
quizzes, and task packets at Industry/NATEF standards.
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral
adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and
profitability.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.

Outcome

1.6.

REQUIRED Business Literacy:
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Competencies

Outcome

Competencies

Outcome

Competencies

Outcome

Competencies

TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will develop foundational skills and knowledge in
entrepreneurship, financial literacy, and business operations. The student will be evaluated
using online testing, quizzes, and task packets at Industry/NATEF standards.
1.6.1. Identify business opportunities.
1.6.5. Describe organizational structure, chain of command, the roles and responsibilities
of the organizational departments, and interdepartmental interactions.
1.6.8. Identify the features and benefits that make an organization’s product or service
competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is
assessed.
1.6.12. Describe classifications of employee benefits, rights, deductions, and
compensations.
1.7.
OPTIONAL Operations Management:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will plan, organize, and monitor an organization or department to
maximize contribution to organizational goals and objectives. The student will be evaluated
using online testing, quizzes, and task packets at Industry/NATEF standards.
1.8.8. Identify routine activities for maintaining business facilities and equipment.
1.8.10. Analyze how business management and environmental management systems (e.g.,
health, safety) contribute to continuous improvement and sustainability.
1.10. OPTIONAL Sales and Marketing:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will manage pricing, place, promotion, packaging,
positioning, and public relations to improve quality customer service. The student
will be evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
1.10.2. Determine the customer’s needs and identify solutions.
1.10.3. Communicate features, benefits, and warranties of a product or service to the
customer.
1.10.4. Identify the company policies and procedures for initiating product and service
improvements.
1.10.10.Demonstrate sales techniques.
2.1.
Facility Safety:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will handle materials, prevent accidents, and mitigate hazards. The
student will be evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
2.1.1. Use Occupational Safety and Health Administration (OSHA)-defined procedures
for identifying employer and employee responsibilities, situations that require
working in confined spaces, and safety labeling.
2.1.2. Identify and communicate hazards associated with slippery surfaces and lighting.
2.1.6. Identify and eliminate workplace clutter and maintain clearance and boundaries.
2.1.9. Identify the locations of emergency flush showers, eyewash fountains, Material
Safety Data Sheets (MSDSs), fire alarms, and exits.
2.1.11. Select and operate fire extinguishers based on the class of fire.
2.1.12. Conduct safety inspection of workspace.
2.1.13. Identify the types of ergonomic workflow and the need for them.
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Outcome

Competencies

2.2.
Personal Safety:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and necessary tool and equipment, student will practice personal safety.
The student will be evaluated using online testing, quizzes, and task packets at
Industry/NATEF standards.
2.2.1. Interpret personal safety rights according to the employee Right to Know plan.
2.2.2. Describe the risk factors associated with working under the influence of drugs and
alcohol and how it increases the risk of accident, lowers productivity, raises
insurance costs, and reduces profits.
2.2.3. Select, use, maintain, and dispose of Personal Protective Equipment (PPE)
appropriate to job tasks, conditions, and materials.

Outcome

2.3.

Competencies

Outcome

Competencies

Outcome

Competencies

Tool and Equipment Preventive Maintenance:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and necessary tool and equipment, student will identify, use,
clean, maintain, and perform planned preventive maintenance on tools and
equipment. The student will be evaluated using online testing, quizzes, and task
packets at Industry/NATEF standards.
2.3.1. Identify the types of hand tools, power tools, and stationary equipment and
describe their function.
2.3.2. Identify potential hazards and limitations related to the use of hand tools, power
tools, and stationary equipment.
2.3.3. Operate power tools and stationary equipment in accordance with established
procedures and safety standards.
2.4.
General Maintenance:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and necessary tool and equipment, student will provide general
maintenance to mechanical systems. The student will be evaluated using online testing,
quizzes, and task packets at Industry/NATEF standards.
2.4.15. Inspect and service battery and battery cables, connectors, clamps, and hold downs.
2.4.16. Inspect interior and exterior lamps and sockets.
2.4.17. Verify operation of instrument panel gauges and warning/indicator lights and reset
maintenance indicators.
4.5.
Electrical and Electronic Systems:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and necessary tool and equipment, student will diagnose the
electrical and electronic integrity of series, parallel, and series-parallel circuits using
principles of electricity (e.g., Ohm’s Law, Watt’s Law). The student will be
evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
4.5.1. Interpret wiring diagrams of electrical circuits.
4.5.2. Measure source voltage and perform voltage drop tests in electrical and electronic
circuits.
4.5.3. Measure current, continuity, and resistance.
4.5.4. Identify capacitance and inductance.
4.5.5. Inspect and test switches, connectors, relays, solenoid, solid state devices, and
wires of electrical and electronic circuits.
4.5.6. Remove and repair or replace terminal connectors.
4.5.7. Perform solder repair of electrical wiring.
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4.5.8. Locate shorts, grounds, opens, and resistance problems in electrical and electronic
circuits.
4.5.9. Measure and diagnose the causes of excessive key-off battery drain (parasitic draw).
4.5.10. Inspect, test, and replace or reset fusible links, circuit breakers, and fuses.
Outcome

Competencies

Outcome

Competencies

4.6.
Batteries:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and necessary tool and equipment, student will diagnosis and service
batteries. The student will be evaluated using online testing, quizzes, and task packets at
Industry/NATEF standards.
4.6.1. Identify battery construction and principles of operation.
4.6.2. Test battery performance using state-of-charge and conductance tests and record
test results.
4.6.3. Confirm proper battery capacity for vehicle application and perform battery
capacity test.
4.6.4. Maintain or restore electronic memory functions.
4.6.5. Perform a battery charge.
4.6.6. Start a vehicle using jumper cables and a battery or auxiliary power supply using
manufacturer’s jumping techniques and precautions.
4.6.7. Remove and replace battery.

4.7.
Starting and Charging Systems:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and necessary tool and equipment, student will identify, inspect,
and replace starting and charging system components. The student will be
evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
4.7.1. Differentiate between electrical and engine mechanical problems that cause a slow
crank or no crank condition.
4.7.2. Inspect, test, and replace low and high current side components.
4.7.3. Perform charging system output tests to identify causes of undercharge, no charge,
and overcharge conditions.
4.7.4. Inspect and adjust or replace alternator drive belts, pulleys, and tensioners and
check pulley and belt alignment.
4.7.5. Remove, inspect, and install alternator and starter.
4.7.6. Identify the high voltage circuit of electric or hybrid electric vehicles and related
safety precautions.

Outcome

4.8.

Competencies

4.8.1.
4.8.2.
4.8.3.
4.8.4.

Lighting and Accessories:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and necessary tool and equipment, student will identify,
inspect, and replace electrical and electronic components of lighting systems and
accessories. The student will be evaluated using online testing, quizzes, and task
packets at Industry/NATEF standards.
Identify the cause of brighter than normal, intermittent, dim, or no light operation.
Inspect, replace, and aim headlights and bulbs.
Inspect and inspect incorrect turn signal or hazard light operation.
Identify and inspect brake light circuit switches, wiring, and connectors.
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4.8.5. Identify system voltage and safety precautions associated with high-intensity
discharge headlights.
4.8.6. Inspect and test gauges and gauge sending units for causes of abnormal gauge
readings.
4.8.7. Identify incorrect horn operation.
4.8.8. Identify incorrect wiper and washer operation and replace.
4.8.9. Identify incorrect operation of motor-driven accessories.
4.8.10. Identify incorrect heated glass, mirror, or seat operation and repair.
4.8.11. Identify incorrect electric lock operation and repair.
4.8.12. Identify airbag system (SRS) concerns.
4.8.13. Identify safety concerns for disarming and enabling the airbag system for vehicle
service.

Automotive Engine Performance
Outcome

Competencies

Outcome

1.1.
REQUIRED Employability Skills:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will develop career awareness and employability skills (e.g., faceto-face, online) needed for gaining and maintaining employment in diverse business settings.
The student will be evaluated using online testing, quizzes, and task packets at
Industry/NATEF standards.
1.1.1. Identify the knowledge, skills, and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education,
training, certification, licensure, and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and
postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations,
and organized labor and use networking techniques to develop and maintain
professional relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job
applications, résumé writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability, and responsibility and
demonstrate associated behaviors in fulfilling personal, community, and workplace
roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when
making decisions and formulating solutions.
1.1.8. Identify the correlation between emotions, behavior, and appearance and manage
those to establish and maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate
respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and
abusive behavior.
1.2.

REQUIRED Leadership and Communications:
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Competencies

Outcome

Competencies

TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will process, maintain, evaluate, and disseminate information in a
business. Develop leadership and team building to promote collaboration. The student will
be evaluated using online testing, quizzes, and task packets at Industry/NATEF standards.
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal, and active listening skills to communicate
effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations)
for an intended audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.
1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
1.2.8. Identify the strengths, weaknesses, and characteristics of leadership styles that
influence internal and external workplace relationships.
1.2.9. Identify advantages and disadvantages involving digital and/or electronic
communications (e.g., common content for large audience, control of tone, speed,
cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration, and
work in a team.
1.2.11. Write professional correspondence, documents, job applications, and résumés.
1.2.12. Use technical writing skills to complete forms and create reports.
1.2.13. Identify stakeholders and solicit their opinions.
1.2.14. Use motivational strategies to accomplish goals.
1.3.
REQUIRED Business Ethics and Law:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will analyze how professional, ethical, and legal behavior
contributes to continuous improvement in organizational performance and regulatory
compliance. The student will be evaluated using online testing, quizzes, and task packets at
Industry/NATEF standards.
1.3.1. Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe, and healthy
work environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty,
personal integrity, compassion, justice).
1.3.4. Identify how federal and state consumer protection laws affect products and
services.
1.3.5. Access and implement safety compliance measures (e.g., quality assurance
information, safety data sheets [SDSs], product safety data sheets [PSDSs], U.S.
Environmental Protection Agency [EPA], United States Occupational Safety and
Health Administration [OSHA]) that contribute to the continuous improvement of
the organization.
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-todoor sales, deceptive service estimates, fraudulent misrepresentations) and their
overall impact on organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor,
employment, employment interview, testing, minor labor laws, Americans with
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Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission).
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between
personal, organizational, and professional ethical standards.
Outcome

Competencies

Outcome

Competencies

Outcome

Competencies

1.4.
REQUIRED Knowledge Management and Information Technology:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will demonstrate current and emerging strategies and technologies
used to collect, analyze, record, and share information in business operations. The student
will be evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine,
scanner, public address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present
information (e.g., word processing, electronic mail, spreadsheet, databases,
presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property,
privacy, access, accuracy issues, client and patient record confidentiality) pertaining
to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business
records.
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize
assigned tasks (e.g., lists, calendars, address books).
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.
1.5.
REQUIRED Global Environment:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will evaluate how beliefs, values, attitudes, and behaviors influence
organizational strategies and goals. The student will be evaluated using online testing,
quizzes, and task packets at Industry/NATEF standards.
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral
adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and
profitability.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
1.6.
REQUIRED Business Literacy:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will develop foundational skills and knowledge in
entrepreneurship, financial literacy, and business operations. The student will be evaluated
using online testing, quizzes, and task packets at Industry/NATEF standards.
1.6.1. Identify business opportunities.
1.6.5. Describe organizational structure, chain of command, the roles and responsibilities
of the organizational departments, and interdepartmental interactions.
1.6.8. Identify the features and benefits that make an organization’s product or service
competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is
assessed.
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1.6.12. Describe classifications of employee benefits, rights, deductions, and
compensations.
Outcome

Competencies

Outcome

Competencies

Outcome

Competencies

Outcome

Competencies

1.7.
OPTIONAL Operations Management:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will plan, organize, and monitor an organization or department to
maximize contribution to organizational goals and objectives. The student will be evaluated
using online testing, quizzes, and task packets at Industry/NATEF standards.
1.8.8. Identify routine activities for maintaining business facilities and equipment.
1.8.10. Analyze how business management and environmental management systems (e.g.,
health, safety) contribute to continuous improvement and sustainability.
1.10.

OPTIONAL Sales and Marketing:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, student will manage pricing, place, promotion, packaging,
positioning, and public relations to improve quality customer service. The student
will be evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
1.10.2. Determine the customer's needs and identify solutions.
1.10.3. Communicate features, benefits, and warranties of a product or service to the
customer.
1.10.4. Identify the company policies and procedures for initiating product and service
improvements.
1.10.10.Demonstrate sales techniques.
2.1.
Facility Safety:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, student will handle materials, prevent accidents, and mitigate hazards. The
student will be evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
2.1.1. Use Occupational Safety and Health Administration (OSHA)-defined procedures
for identifying employer and employee responsibilities, situations that require
working in confined spaces, and safety labeling.
2.1.2. Identify and communicate hazards associated with slippery surfaces and lighting.
2.1.6. Identify and eliminate workplace clutter and maintain clearance and boundaries.
2.1.9. Identify the locations of emergency flush showers, eyewash fountains, Material
Safety Data Sheets (MSDSs), fire alarms, and exits.
2.1.11. Select and operate fire extinguishers based on the class of fire.
2.1.12. Conduct safety inspection of workspace.
2.1.13. Identify the types of ergonomic workflow and the need for them.
2.1.14. Inspect air and exhaust systems, intake filters, fans, and other mechanical
components.
2.2.
Personal Safety:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and necessary tool and equipment, student will practice personal safety.
The student will be evaluated using online testing, quizzes, and task packets at
Industry/NATEF standards.
2.2.1. Interpret personal safety rights according to the employee Right to Know plan.
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2.2.2. Describe the risk factors associated with working under the influence of drugs and
alcohol and how it increases the risk of accident, lowers productivity, raises
insurance costs, and reduces profits.
2.2.3. Select, use, maintain, and dispose of Personal Protective Equipment (PPE)
appropriate to job tasks, conditions, and materials.
Outcome

Competencies
Outcome

Competencies

2.3.

Tool and Equipment Preventive Maintenance:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and necessary tool and equipment, student will identify, use,
clean, maintain, and perform planned preventive maintenance on tools and
equipment. The student will be evaluated using online testing, quizzes, and task
packets at Industry/NATEF standards.
2.3.8. Identify the requirements for calibrating metering, monitoring, and sensing
equipment.
2.4.
General Maintenance:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and necessary tool and equipment, student will provide general
maintenance to mechanical systems. The student will be evaluated using online testing,
quizzes, and task packets at Industry/NATEF standards.
2.4.6. Replace fuel filters.
2.4.8. Inspect, service, or replace air filters, filter housings, and intake ductwork.

Outcome

3.2.

Competencies

3.2.1.
3.2.2.
3.2.3.
3.2.4.
3.2.5.

Outcome

Competencies

Computerized Engine Controls:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and necessary tool and equipment, student will perform
diagnosis and repair of computerized engine controls. The student will be evaluated
using online testing, quizzes, and task packets at Industry/NATEF standards.
Retrieve and record stored on-board diagnostics (OBD) trouble codes and clear
codes where applicable.
Follow published diagnostic procedures and steps to identify the causes of emissions
or drivability concerns resulting from malfunctions in the computerized engine
control system with stored diagnostic trouble codes.
Check for module communication errors (e.g., controller area network [CAN],
BUS systems).
Inspect and test computerized engine control system sensors, powertrain control
modules (PCMs), actuators, and circuits.
Diagnose drivability and emissions problems resulting from malfunctions of
interrelated systems (e.g., cruise control, security alarms, suspension controls,
traction controls, air conditioning, automatic transmissions, non-original
equipment manufacturer [OEM]-installed accessories).

3.3.
Ignition System:
TPO: Given online resources, guest speakers, student research, teacher instruction and
demonstrations, and necessary tool and equipment, student will perform ignition system
diagnosis and repair. The student will be evaluated using online testing, quizzes, and task
packets at Industry/NATEF standards.
3.3.1. Explain basic ignition system theory.
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3.3.2. Diagnose and repair ignition system problems (i.e., no starting, hard starting,
engine misfire, poor drivability, spark knock, power loss, poor mileage, power
loss, emissions concerns) on vehicles with electronic and distributor ignition
systems.
3.3.3. Identify cause of cranks but fails to start, hard starting, and starts but does not
continue to run problems.
3.3.4. Identify causes of surging, rough operation, misfiring, low power, slow
deceleration, slow acceleration, and shutdown problems.
3.3.5. Inspect and test ignition primary and secondary circuit wiring and solid state
components.
3.3.6. Check and adjust ignition system timing and timing advance and retard.
3.3.7. Inspect and test ignition system pickup sensor or triggering devices.

Outcome

3.4.

Competencies

3.4.1.
3.4.2.
3.4.3.
3.4.4.
3.4.5.
3.4.6.
3.4.7.
3.4.8.
3.4.9.
3.4.10.
3.4.11.
3.4.12.
3.4.13.
3.4.14.
3.4.15.

Fuel, Air induction, and Exhaust System:
TPO: Given online resources, guest speakers, student research, teacher instruction
and demonstrations, and necessary tool and equipment, student will perform fuel,
air induction, and exhaust system diagnosis and repair. The student will be
evaluated using online testing, quizzes, and task packets at Industry/NATEF
standards.
Explain principles of exhaust, intake, and turbocharger design and operations.
Identify conditions of hot or cold no starting, hard starting, incorrect idle speed,
poor idle, flooding, hesitation, surging, engine misfire, power loss, stalling, poor
mileage, dieseling, and emissions problems.
Check fuel for contaminants and quality.
Inspect and test fuel pumps and pump control systems for pressure, regulation, and
volume.
Inspect and test cold enrichment system and components.
Inspect throttle body, air induction system, intake manifold, and gaskets for
vacuum leaks and/or unmetered air.
Inspect and service governor systems.
Explain fuel injection theory.
Inspect and test fuel injectors.
Inspect the integrity of the exhaust manifold, exhaust pipes, mufflers, catalytic
converters, resonators, tail pipes, and heat shields.
Perform exhaust system backpressure test.
Evaluate and repair exhaust gas recirculation and exhaust gas treatment systems.
Identify positive crankcase ventilation systems.
Identify the parts and functions of evaporative emissions controls systems.
Check and refill diesel exhaust fluid (DEF) and service diesel particulate filter
(DPF).
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Sequence/Curriculum Mapping
First year/First semester
Ohio Department of Education

Automotive technology I : 394 and 395

Ground Transportation Maintenance

Subject Code: 177000

Week ASE:0 Foundation & Safety
2

I Orientation to the Automotive Industry
I Safety, Health and Environment

3

(Continued)

4

I Workshop Tools and Equipment

5

(Continued)

6

Working with Vehicle information/Vehicle
Inspections

7

(Continued)

8

Communication Skills

9

I Applied Studies & Supporting Science

1

Competency Section Numbers;

I 1.1, 1.2, 1.3, 1.6, 1.7, 1.9
1.5, 2.2, 1.2, 1.3, 1.5, 2.1, 2.2, 2.4
II

I

I I 2.3, 1.4,

I

1.4

I

1.2

I

I
Automotive Braking, Steering and
Suspension Systems Subject Code:
177003

ASE: 5 Brakes

10

I Braking System Fundamentals

11

Hydraulic System Components

12

(Continued)

13

Drum Brakes & Components

14

(Continued)

15

I Disc Brakes & Components

16

(Continued)

17

Antilock Braking Systems & Components & Brake
Procedures

18

I Semester Exams/ Webxam

I

1.1

I

I
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Sequence/Curriculum Mapping
First year/Second semester
Auto Technology I: 394/395

Week ASE: 4 Steering & Suspension
1
I Steering Systems & Procedures
2

(Continued)

3

I Suspension Systems & Procedures

4

(Continued)

5

(Continued)

6

Wheels & Tires & Procedures

7

(Continued)

8

(Continued)

Automotive Braking, Steering and
Suspension Systems Subject Code:
177003

I
I

ASE: 1 Engine Repair

9

Engine Fundamentals

10

(Continued)

11

Engine Components, Cylinder Heads & Blocks

12

(Continued)

13

I

14

(Continued)

15

Engine Lubrication & Procedures

16

(Continued)

17

I Engine Cooling & Procedures

18

Semester Exams/Webxam/NATEF exams

Engine Repair (Rebuilding) Procedures

I

I
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Sequence/Curriculum Mapping
Second year/First semester
Course Name and course #
Automotive Technology 494 and 495
Week ASE: 6 Electrical & Electronic Systems
1
Electrical Principles & Procedures
2

(Continuing)

3

Meter Usage and Circuit Diagnosis

4

DVOM Experiments

5

(Continuing)

6

(Continuing)

7

Battery Diagnosis, Service & Procedures
Starting Systems & Procedures

8
9
10

Charging Systems & Procedures
Lighting Systems & Procedures

11

Peripheral Electrical Systems

12

SRS Systems

13
14
15
16

ASE: 8 Engine Performance
Ignition Systems & Procedures

Ohio Department of Education
Ground Transportation
Electrical/Electronics
Subject Code: 177002
Competencies Section 4.5

Competencies Section 4.6
Competencies Section 4.7
Competencies Section 4.8
Competencies Section 4.5
Automotive Engine Performance
Subject Code: 177006

(Continuing)
(Continuing)

17

Gasoline Fuel Systems & Procedures
(Continuing) (NATEF STUDENT
CERTIFICATION TESTING)

18

(Continuing) (Semester Exam/Webxam)
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Sequence/Curriculum Mapping
Second year/Second semester
Course Name and course # Automotive
Technology II 494 and 495

Ohio Department of Education

Week ASE: 8 Engine Performance (continued)
EFI Fuel Supply System
1

Automotive Engine Performance

2

(Continuing)

3

(Continuing)

4
5

On-Board Diagnosis
(Continuing)

6

(Continuing)

7
8

Intake & Exhaust Systems & Procedures
(Continuing)

9

(Continuing)

10
11

Emission Control & Procedures
(Continuing)

12

(Continuing)

13
14

Alternative Fuels & Systems
(Continuing)

15

(Continuing)

16
17

(Continuing)
(NATEF STUDENT CERTIFICATION
TESTING)

18

WEBXAM TESTING
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Section 7: Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the
business community. The standards set for these competencies are recommended by the
advisory committee members and local employers in the community and evaluated by the
teacher following these guidelines. In order to receive credit for the course, competencies
to be mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the
effectiveness of the total program, the following procedures will be used:
•
•
•
•
•
•
•
•
•
•
•
•

Pretests
Post Tests
Teacher observation and evaluation
Notebooks
Portfolio
Class discussions
Skill testing
Project development
Daily grades
Lab performance
Work-based learning experiences
Industry certifications that students can achieve (name them)

Measurement of learning will be an ongoing activity with emphasis on laboratory activities
and competency improvement. Evaluation will be accomplished through pre-assessment of
student’s skills, frequent formative assessment, both visual and written, and summative
evaluation to determine the mastery of competencies. Formative assessments that are
conducted during instruction help the teacher make necessary instructional adjustments.
The instructor may decide to alter instructional materials and methods if students are
experiencing difficulties in learning what is being taught. All evaluations are in the form of
points received out of points possible. A percentage is then calculated and a letter grade is
assigned. Progress reports on all students are distributed to parents on the mid-term of
each grading period.
Millstream Career Center Grading Scale
A= 92-100
B= 82-91
C= 72-81
D=62-71
F= 61 Below
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Section 8: Syllabi
MILLSTREAM CAREER CENTER
AUTOMOTIVE TECHNOLOGY
Automotive Technology I

Related-394, Lab-395

Program

Program Number

Automotive Technology II

Related-494, Lab-495

Program

Program Number

SYLLABUS
Instructor Level I: Mr. Stroub / Mr. Waldman

Grade: 11, 12

Instructor Level II: Mr. Stroub / Mr. Waldman

Grade: 12

Course length: Two years both courses.

Cost Level I: $42.00

Units of Credits: Three credits each course, each year. Cost Level II: $42.00
Prerequisite Level I: None: Math, Geometry, and mechanical aptitude are helpful.
Level II: Level I: both courses.
Program Location:
Building Level I:

Classroom: Room B131

Lab: Room B129

Building Level II: Classroom: Room B131

Lab: Room B129

Course Descriptions:
AUTOMOTIVE TECHNOLOGY I
Lab – 395 Related --394
Full year -- 3 periods per day 2 credits lab 1 credit related
Grade 11
Recommended Academic for FHS students: College Tech Prep English 175. Cost: $30 Skills/USA
Additional cost: Optional: work shoes
The Automotive Technology lab is fully equipped with the most current electronic testing equipment, repair
facilities and tools. The course includes electrical systems, fuel systems, brakes, engine theory and construction,
cooling systems, suspension and steering systems, computerized diagnosis, tune-up, and lubrication systems.
Student’s work on a variety of recent model automobiles selected to meet the instructional needs of the course. The
curriculum, facility and instructor are ASE certified. Students need not have any prior experience in auto repair;
however, a mechanical aptitude is helpful. Students are members of Skills/USA and participate in related activities.
3

—

10 hours of OSHA industry certification is available.
This is a College Credit Plus class – Students successfully completing this class may receive advanced college
standing by way of articulation or transcript college credit through dual enrollment agreements with select colleges
and universities. If you are interested in receiving college credit, your parents should attend Findlay High
School meetings to learn more about College Credit Plus and complete required paperwork. Contact your
counselor to find out the dates and times of this meeting.
AUTOMOTIVE TECHNOLOGY II – A Tech Prep Option Program
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Lab - 495 Related - 494
Full year- 3 periods per day- 2 credits lab
1 credit related

Grade 12
Cost: $30 Skills/USA
Additional cost: Optional: work shoes

Prerequisite: Auto Technology I
The senior automotive technology program provides further instruction in Electrical Systems and Engine
Performance/Diagnostics using the latest electronic diagnostic tools. Many Automotive Technology student
graduates have used their training to enter into mechanical trades such as HD Diesel and Off-road Diesel, Ag Diesel,
Auto Body, and Aircraft Maintenance. Other graduates choose to take advantage of the programs articulations with
one of many post-secondary schools for further training or degree. Students have the opportunity for early placement
in a related field during the second semester of the senior year. Students are members of Skills/USA and participate
in related competitions and volunteering/social activities.
10 hours of OSHA industry certification is available.

Automotive Technologies
Program Philosophy
We believe that vocational education plays an important part in today’s high school system. Post high school
education is certainly desirable and financially rewarding in the job market. Unfortunately only a small percentage
of high school graduates choose post high school education. In addition to the students not seeking higher
education, some students choose to drop out prior to graduation from high school. It’s our belief that in many cases
the student who drops out of high school does so out of a sense of futility. Most students in their junior or senior
year know if college or technical school is in their future. If it is not, many academic courses seem to be irrelevant
to their future and even a waste of time. They see no need for the things that school has to offer them. School is to
many students something standing between them and adult status. They just want it to be over so they can get a full
time job. Vocational students want to work, or at least they want the things that work can provide such as a car, a
stereo, nice clothes and many other things. It is this student who is ready to work and will soon be entering the job
market with no post-secondary education, for which vocational education at the high school level was designed.
We believe a vocational teacher’s job is to take the young people that enroll in our two-year program and
instill enough skills of our trade in them to prepare them for an entry-level position in the automotive field. We
also need to teach responsibility, pride, organization, good workmanship, and good employability skills in general.
By doing this they will not only be more skilled in the trade area, but also a more mature person. If we only teach
skills of our trade and don’t teach attitudes associated with being an adult, we have not done our job.
We believe the skills of the trade are taught in many lessons, but most importantly by example of the
instructor. This will help insure success in life. The skills of the trade and employability attitudes are mixed in the
lessons we teach. The graduate of the vocational program should be able to easily make the transition from student
to productive member of society with few problems.
We believe the philosophy of this program is to set standards high, and if we don’t always accomplish what
we set out to do we still accomplish more than if we set the standards low and accomplish them. Sometimes failure
in a sincere endeavor is acceptable; mediocrity is the ultimate failure.
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Automotive Technologies
Program Goals
Automotive Technology I is an introductory course designed to help the students develop the skills that are related
to the automotive field. The basic knowledge of this high technology field will be explored and skills developed to
prepare the students for the more advanced second year program. We will develop skills in the trade along with
employability skills to prepare students for a career.
Automotive Technology II is a second year course designed to review and reinforce the skills emphasized in
Automotive Technology I. In addition, the course focuses on more advanced skills necessary in today’s high
technology automotive industry. Cooperative programs exist which may provide students with opportunities to
further develop their skills. We will develop changes needed in our program to mirror the automotive repair facility
as close as possible and change with the changing technology of today’s automobiles.

Overview of program
The Automotive Technologies program at Millstream Career and Technology Center is a two-year program
designed for 11th and 12th year level students. The program curriculum is based on the Ohio Department of
Education Occupational Competency Analysis profile for Automotive Technologies. This curriculum is the result
of a comprehensive review and refinement of the State’s Occupational Competency Analysis Profile by a panel of
representatives from Business and Industry.
Each competency and competency builder in the required curriculum are designated to be introduced, reinforced
and mastered. Employability skills, critical thinking, problem solving and safe practices are threaded throughout
the entire curriculum. Within the philosophy of the Automotive Technologies program project-based learning is
encouraged. An advisory committee comprised of representatives from business and industry, program graduates,
and academic representatives from the school meets two times each year to provide input and guidance to this
program.

Academic application
Academic instruction is provided at the student’s home school. Our purpose here is to reinforce and practice those
skills as listed in the curriculum map.

Work-based learning experiences
Early placement/internships/mentoring assignments/job shadowing is defined by local school policies.

Populations served
In some local school programs tech prep students are identified by grade point average for specific program along
with other school-required criteria, i.e., attendance, prerequisite academic courses/foundations courses, aptitude,
any special physical requirements necessary for program completion, etc. The school guidance office will have
the student records to ensure graduation requirements are met for each student. The Automotive Technologies
program is open to all 11th and 12th year level students.
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Occupations addressed
The Automotive Technologies program helps prepare students for the following careers: automotive technician,
automotive machinist, automotive specialist, transmission specialist, brake specialist, drive ability technician,
service parts specialist, service writer, and automotive management.

Performance measures
Assessments identified by the Ohio Department of Education (ODE) are administered to determine performance
according to state criteria.
Our department is striving to achieve these performance levels. Currently the nine performance measures provided
by ODE include:
1

Post-program placement – 90%

2

Market share (student enrollment) – 40% of eligible students

3

OVCA Assessment results – to be benchmarked in FY 99

4

Career Technical Student Organization participation rate – 95% (CTSO)

5

Career Passport Rate – 100%

6

Student attendance – 95%

7

Staff attendance – 97%

Career-Technical Student Organizations
Active participation in SkillsUSA is encouraged for all students. Participation in SkillsUSA provides the student
with experiences in competitive events at local, regional, and national levels. In addition to the competitive events,
the student learns citizenship, parliamentary procedures, democratic principles, social skills, and civic
responsibility.

Course Topic List
Areas covered in Automotive Technology
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Occupational Health & Safety
Tools & Equipment
Communication
Service Information
Vehicle Maintenance
Vehicle Preparation
Battery Maintenance
Electrical Systems
Braking Systems
Steering Systems
Suspension Systems
Engine Components
Engine Performance
Employability
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Grading Scale
A - 92 and above
B - 82-91
C - 72-81
D - 62-71
F - 61 and below
Millstream Career Center
Automotive Technology/ Automotive Maintenance
LAB DISCIPLINE PLAN
LAB RULES
1. Follow directions.
2. Be in the lab and ready to work on time.
3. Bring all appropriate materials to lab. (safety glasses, pencils, pens, work clothes, shoes
and tools)
4. Keep hands, feet, and objects to yourself.
5. Do not swear.
6. Stay on task.
7. Students are only allowed to operate machinery that they have been instructed on its
safe use.
8. Students are only allowed to operate machinery or equipment with permission from
Instructor.
9. At the close of lab students need to perform the following tasks:
A. Clean and return tools to the tool room.
B. Clean up any mess that you made.
C. Perform assigned shop personal duties.
10. Follow all Findlay High School rules and policies, including the technology
guidelines.

Consequences
First time a Student breaks a rule:
Repeat of same offense:
Third Time:
Fourth Time:
Fifth Time:
Severe Clause:

Warning
Teacher conference- sit by office 10 min.
Teacher conference- sit by office 20 min.
Call Parents for conference
Send to Principal
Send to Principal

Rewards
Praise, Positive Notes, and Improved Grades
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Millstream Career Center
Automotive Technologies/Automotive Maintenance
Student Fees and Requirements
Instructors Tim P. Stroub/Paul Waldman
Phone: 419-420-3324/419-420-3323
Junior Class Fees
SkillsUSA
Lab fee

(Dues each Year)

$ 30.00
$ 0.00

Senior Class Fees
SkillsUSA
Lab fee

(Dues each year)

$ 30.00
$ 0.00

Auto Tech Prep Junior (Includes Tech fee)

Total fee cost $ 42.00

Auto Tech Prep Senior (Includes Tech fee)

Total fee cost $ 42.00

Other Fees:
 Tech fee

$ 12.00

Safety glasses: We supply first pair free. (IF LOST) Second pair will cost $3.00 per pair.
Work Shoes:
 Leather (NO SANDALS or FLIP FLOPS)
Uniform shirt:
 We will supply first uniform shirt free (Color to be decided). If you are interested in
purchasing a second uniform shirt. (Approximate cost for each shirt is $18.00 each). (Size
effects cost).


Parent Signature ____________________________ Date ___/___/___
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Section 9: Career Field Technical Content Standard
http://education.ohio.gov/getattachment/Topics/Career-Tech/TransportationSystems/Transportation-Systems_Standards-Document.pdf.aspx
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Computer Technology Maintenance
FHS Course #409

Course of Study
Grades 9, 10, 11, & 12

Developed by:
Gregory Johnson

Millstream Career Center
Findlay City Schools
1200 Broad Ave.
Findlay, OH

Fall 2018

Findlay City Schools
Mission Statement
Educating and Empowering for Life

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.
We believe…








All students and families have worth and are to be valued.
Students need a safe and inclusive environment in order to fully express who they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must be
vested in their growth and development.
All students need opportunities in and out of the classroom.
FCS must be a reflection of our growing community and its needs.
The Seven Habits of Highly Effective People supports life skills:
o Habit 1: Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Understand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw
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Findlay City Schools
District Goals

Goal 1 – 100% of students will graduate on time.
Strategy 1: Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 2 – 100% of graduates will be enrolled in post-secondary or in the workforce within six month of
their program.
Strategy 2: Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 3 – FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3: FCS will review facilities routinely, judging their cost effectiveness and potential for
future educational capabilities, FCS will continually work at providing timely security measure to
ensure a safe educational facilities. FCS will provide access to technology that meets the needs of
21st Century learner.
Goal 4 – FCS will develop and implement plans to ensure sufficient funding for current and future
operations, programs, and facilities.
Strategy 4: FCS will review facilities routinely, judging their cost effectiveness and potential for
future educational capabilities, FCS will continually work at providing timely security measure to
ensure a safe educational facilities. FCS will provide access to technology that meets the needs of
21st Century learner.
Goal 5 – FCS will create learning environments in which all students, staff and families will feel
physically and emotionally safe, valued, and engaged.
Strategy 5: Each building level team will develop and monitor a plan to improve student, staff and
family perceptions of emotional safety, value (care, respect, trust and appreciation) and engagement.
Goal 6 – FCS will serve as a partner in addressing root issues in Hancock County through
collaborative efforts.
Strategy 6: To participate in community efforts/coalitions.

3

Millstream’s Mission
Educating Students ~ Empowering Communities

Millstream’s Goals
1.

All Millstream students will achieve career and education goals.

2.

All communities in the Career-Technical Planning District will perceive Millstream Career
Center as a positive leader in career-technical education.

3.

All communities in the Career-Technical Planning District will strengthen communication
and collaboration with all stakeholders.

4.

All Millstream students and staff will continually increase their career-specific skill
levels.

5.

All members in the Career-Technical Planning District will ensure a culture of continuous
improvement and innovation to attract a broader number of students.
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Computer and Technology Maintenance
Program Overview
Course Length: One semester
Units of Credit: ½ credit
Students enrolling in this course will gain focus into repairing, maintaining and installing hardware and
software on personal computer systems and other devices including but not limited to tablets, cell phones and
chrome books. The practical and theoretical understanding of computing will be present as well as
methodology for troubleshooting and resolving of issues related to technology operation. Students will be
required to perform and apply their knowledge gained to resolve actual issues that occur within the world of
work. Students may have the opportunity to work in conjunction with Findlay City Schools Information
Technology Department to assist in the maintenance and repair of various technologies.
Population Served
The course is open to all students grades 9th through 12th.
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Curriculum Map
Week 1 – Career Research




Research and understand careers in the technology field
Gain understanding into IT certifications

Week 2 – Binary




Week 3 – Binary



Gain understanding of Binary and Hexadecimal numbering systems
Gain understanding of binary and Hexadecimal conversion
Application of how the numbering systems translate to basic
computer operation
Understand how computers use and apply binary/machine
language
Gain understanding of procedures for safely and effectively work
on computer systems
Familiarize with common tools and how they are used in computer
systems
Create understating of CPU’s (Central Processing Units)
Understand internal cooling devices
Gain understanding of motherboards in computing systems
Create understanding of connectors in computing systems
Gain understanding of memory inside of computing systems
Gain insight into storage devices in a computer system
Grow in knowledge of power supply units
Explore cases for different types of technology
Explore additional cooling options for technology
Create understanding of display adapters for computing systems
Explore different adapter cards for computing systems
Gain knowledge of peripheral devices
Explore monitor and display devices for technology
Understand types of operating systems of computing systems
Install operating systems in computing systems
Modify and customize operating system settings
Gain understanding of file structure in operating systems



Week 4 – Computer system safety
and tools




Week 5 – Computer Components




Week 6 – Computer Components




Week 7 – Computer Components




Week 8 – Computer Components





Week 9 – Computer Components




Week 10 – Computer Components




Week 11 – Operating System




Week 12 – Operating Systems




Week 13 – Hand Held Devices




Week 14 – Laptops




Week 16 – Preventive
Maintenance




Week 17 – Exam Prep
Week 18 - Exam



Gain understanding of hand held devices
Understand basic repair options for hand held devices
Gain understanding into laptop systems and their setup
Explain the major differences between laptop devices and
desktops
Understand cleaning procedures to maintain computing systems
Gain knowledge and practice preventive maintenance for software
and hardware

Review Skills, Practice Tests
 Schedule, Take Test
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FINDLAY CITY SCHOOLS
Curriculum Design
Computer and Technology Maintenance
Strand

1. Business Operations/21st Century Skills

Description

Learners apply principles of economics, business management,
marketing, and employability in an entrepreneur, manager, and
employee role to the leadership, planning, developing, and analyzing
of business enterprises related to the career field.

Outcome

1.1.
REQUIRED Employability Skills: TPO: Given access to
classroom and online resources the students will develop career
awareness and employability skills (e.g., face-to-face, online) needed
for gaining and maintaining employment in diverse business settings
as assessed based off a daily professional skills grade to an 80%
accuracy.
1.1.1.
Identify the knowledge, skills, and abilities necessary to
succeed in careers.
1.1.2.
Identify the scope of career opportunities and the
requirements for education, training, certification, licensure, and
experience.
1.1.3.
Develop a career plan that reflects career interests,
pathways, and secondary and postsecondary options.
1.1.4.
Describe the role and function of professional
organizations, industry associations, and organized labor and use
networking techniques to develop and maintain professional
relationships.

Competencies

1.1.5.
Develop strategies for self-promotion in the hiring
process (e.g., filling out job applications, résumé writing, interviewing
skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability, and
responsibility and demonstrate associated behaviors in fulfilling
personal, community, and workplace roles.
1.1.7.
Apply problem-solving and critical-thinking skills to workrelated issues when making decisions and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior, and
appearance and manage those to establish and maintain
professionalism.
1.1.9.
Give and receive constructive feedback to improve work
habits.
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1.1.10.
demands.

Adapt personal coping skills to adjust to taxing workplace

1.1.11.
Recognize different cultural beliefs and practices in the
workplace and demonstrate respect for them.
1.1.12.
Identify healthy lifestyles that reduce the risk of chronic
disease, unsafe habits, and abusive behavior.

Outcome

1.2.
REQUIRED Leadership and Communications: TPO: Given
access to online resources and classroom resources the students will
process, maintain, evaluate, and disseminate information in a
business. Develop leadership and team building to promote
collaboration. Students will be assessed based on team based
projects and exercises to an 80% accuracy.
1.2.1.
Extract relevant, valid information from materials and
cite sources of information.
1.2.2.

Deliver formal and informal presentations.

1.2.3.
Identify and use verbal, nonverbal, and active listening
skills to communicate effectively.
1.2.4.
Use negotiation and conflict-resolution skills to reach
solutions.
1.2.5.
Communicate information (e.g., directions, ideas, vision,
workplace expectations) for an intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of
communication.
1.2.7.
Use problem-solving and consensus-building
techniques to draw conclusions and determine next steps.
Competencies

1.2.8.
Identify the strengths, weaknesses, and characteristics
of leadership styles that influence internal and external workplace
relationships.
1.2.9.
Identify advantages and disadvantages involving digital
and/or electronic communications (e.g., common content for large
audience, control of tone, speed, cost, lack of non-verbal cues,
potential for forwarding information, longevity).
1.2.10.
Use interpersonal skills to provide group leadership,
promote collaboration, and work in a team.
1.2.11.
Write professional correspondence, documents, job
applications, and résumés.
1.2.12.
reports.
1.2.13.
1.2.14.

Use technical writing skills to complete forms and create
Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.
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Outcome

1.3.
REQUIRED Business Ethics and Law: TPO: Given access to
online resources and classroom resources the students will analyze
how professional, ethical, and legal behavior contributes to continuous
improvement in organizational performance and regulatory compliance
as assessed by a test given on professionalism to an 80% accuracy.
1.3.1.
Analyze how regulatory compliance affects business
operations and organizational performance.
1.3.2.
Follow protocols and practices necessary to maintain a
clean, safe, and healthy work environment.
1.3.3.
Use ethical character traits consistent with workplace
standards (e.g., honesty, personal integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws
affect products and services.
1.3.5.
Access and implement safety compliance measures
(e.g., quality assurance information, safety data sheets [SDSs],
product safety data sheets [PSDSs], United States Environmental
Protection Agency [EPA], United States Occupational Safety and
Health Administration [OSHA]) that contribute to the continuous
improvement of the organization.

Competencies
1.3.6.
Identify deceptive practices (e.g., bait and switch,
identity theft, unlawful door-to-door sales, deceptive service estimates,
fraudulent misrepresentations) and their overall impact on
organizational performance.
1.3.7.
Identify the labor laws that affect employment and the
consequences of noncompliance for both employee and employer
(e.g., harassment, labor, employment, employment interview, testing,
minor labor laws, Americans with Disabilities Act, Fair Labor Standards
Acts, Equal Employment Opportunity Commission [EEOC]).
1.3.8.
Verify compliance with computer and intellectual
property laws and regulations.
1.3.9.
Identify potential conflicts of interest (e.g., personal gain,
project bidding) between personal, organizational, and professional
ethical standards.
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Outcome

1.4.
REQUIRED Knowledge Management and Information
Technology: TPO: Given access to online resources and classroom
resources the students will demonstrate current and emerging
strategies and technologies used to collect, analyze, record, and share
information in business operations as assessed through exams and
labs given throughout the course to an 80% accuracy.
1.4.1.
Use office equipment to communicate (e.g., phone,
radio equipment, fax machine, scanner, public address systems).
1.4.2.
Select and use software applications to locate, record,
analyze, and present information (e.g., word processing, e-mail,
spreadsheet, databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations, and
codes (e.g., property, privacy, access, accuracy issues, client and
patient record confidentiality) pertaining to technology specific to the
industry pathway.

Competencies

1.4.4.

Use system hardware to support software applications.

1.4.5.
Use information technology tools to maintain, secure,
and monitor business records.
1.4.6.
Use an electronic database to access and create
business and technical information.
1.4.7.
Use personal information management and productivity
applications to optimize assigned tasks (e.g., lists, calendars, address
books).
1.4.8.
Use electronic media to communicate and
follow network etiquette guidelines.
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Strand
Description

2. IT Fundamentals
Learners apply fundamental principles of IT, including the history of IT
and its impact on society, common industry terms, systems theory,
information storage and retrieval, database management, and
computer hardware, software, and peripheral device configuration and
installation. This base of knowledge and skills may be applied across
the career field.

2.1.
Security, Risks, and Safeguards: TPO: Given access to online
resources and classroom resources the students will describe the
Outcome
need for security and explain security risks and security safeguards. as
assessed through exams and labs given throughout the course to an
80% accuracy.
2.1.1. Explain the need for confidentiality, integrity, and availability
(CIA) of information.
2.1.2. Describe authentication, authorization, and auditing.
2.1.3. Describe multilevel security.
2.1.4. Identify security risks and describe associated safeguards and
methodologies (e.g., auditing).
2.1.5. Describe major threats to computer systems (e.g., internal
threats, viruses, worms, spyware, malware, ransomware, spoofing,
hacking).
2.1.6. Describe the components of the physical environment (e.g.,
wiring closets, server rooms) and physical security systems.
Competencies 2.1.7. Describe the need for security in networking.
2.1.8. Describe the need for security in application development.
2.1.9. Track and catalogue physical assets.
2.1.10. Describe computer forensics, its importance in information
security and cybersecurity, and its relevance to law enforcement.
2.1.11. Identify the need for personal security in digital information
and describe how personal information can be safeguarded.
2.1.12. Practice information security per job requirements.
2.1.13. Describe privacy security compliance on systems (e.g., Health
Insurance Portability and Accountability Act [HIPAA], Payment Card
Industry [PCI], Sarbanes-Oxley Act [SOX], Americans with Disabilities
Act [ADA]).
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2.2. Networking Fundamentals: TPO: Given access to online
resources and classroom resources the students will Apply networking
Outcome
fundamentals to infrastructure systems as assessed through exams
and labs given throughout the course to an 80% accuracy.
2.2.1. Differentiate between Local Area Networks (LANs), Wide Area
Networks (WANs), Wireless Local Area Networks (WLANs), and Near
Field Communication (NFC).
2.2.2. Select the basic point-to-point (PTP) and point-to-multipoint
(PTMP) network topologies (e.g., star, ring, tree, network, mesh,
irregular) and broadband and baseband transmission methods.
2.2.3. Select network storage techniques (e.g., fiber channel,
Internet Small Computer System Interface [iSCSI], Internet Protocol
[IP], Fiber Channel over Ethernet [FCoE], Serial Attached SCSI [SAS],
Network File Systems [NFS], Network Attached Storage /Server
Message Blocks [NAS/SMB], Redundant Array of Inexpensive Disks
[RAID]).
Competencies 2.2.4. Differentiate between the Internet, intranets, and extranets.
2.2.5. Identify and apply Transmission Control Protocol and Internet
Protocol (TCP/IP), Internet Protocol Version 4 (IPv4), Internet Protocol
Version 6 (IPv6) applications and services (e.g., rlogin, Simple Mail
Transfer Protocol [SMTP], Telecommunications Network [Telnet], File
Transfer Protocol [FTP], Domain Name System [DNS], Network File
System [NFS], Voice over Internet Protocol [VoIP], Internet Control
Message Protocol [ICMP]).
2.2.6. Differentiate between cable types (e.g., fiber optic, twisted
pair, coaxial) and interfaces.
2.2.7. Identify the top-level domains (e.g., .gov, .com, .edu).
2.2.8. Describe the characteristics and uses of networks, network
devices, and components (e.g., hubs, switches, routers, firewalls).
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2.4. Emerging Technologies: TPO: Given access to online resources
and classroom resources the students will identify trending
Outcome
technologies, their fundamental architecture, and their value in the
marketplace as assessed through research and development labs to
an 80% accuracy.
2.4.1. Investigate the scope and the impact of mobile computing
environments on society.
2.4.2. Describe the differences, advantages, and limitations of cloud
Competencies computing (e.g., public cloud, private cloud, hybrid cloud) and onpremises computing.
2.4.3. Utilize cloud computing applications (e.g. services,
applications, virtual environments).
2.6. Installation and Configuration: TPO: Given access to online
resources and classroom resources the students will Install and
Outcome
configure hardware and software as assessed through exams and labs
given throughout the course to an 80% accuracy.
2.6.1. Comply with license agreements for software and hardware
and describe the consequences of noncompliance.
2.6.2. Identify hardware requirements for software applications.
2.6.3. Verify software compatibility and troubleshoot any software
incompatibility.
2.6.4. Install and test new software and software upgrades on standCompetencies alone, mobile, and networked systems.
2.6.5. Preserve, convert, or migrate existing data files to new format.
2.6.6. Determine compatibility of software and hardware and resolve
any conflicts.
2.6.7. Install and test hardware peripherals.
2.6.8. Document the installation and configuration of hardware and
software.
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2.10. Equipment: TPO: Given access to online resources and
classroom resources the students will select, operate, and maintain
Outcome
equipment. as assessed through exams and labs given throughout the
course to an 80% accuracy.
2.10.1. Identify hardware platforms, configurations, and support
models.
2.10.2. Identify processor, memory, and storage requirements.
2.10.3. Identify architecture requirements.
2.10.4. Identify software application requirements.
2.10.5. Prepare and operate equipment per project design
Competencies
specifications.
2.10.6. Monitor equipment operation and troubleshoot issues and
problems.
2.10.7. Backup, archive, and manage data.
2.10.8. Prepare equipment for storage or decommissioning.
2.10.9. Perform routine maintenance per manufacturer specifications.

Outcome

2.11. Troubleshooting: TPO: Given access to online resources and
classroom resources the students will Select and apply
troubleshooting methodologies for problem solving as assessed
through exams and labs given throughout the course to an 80%
accuracy.
2.11.1. Identify the problem.

2.11.2. Select troubleshooting methodology (e.g., top down, bottom
up, follow the path, spot the differences).
2.11.3. Investigate symptoms based on the selected methodology.
Competencies 2.11.4. Gather and analyze data about the problem.
2.11.5. Design a solution.
2.11.6. Test a solution.
2.11.7. Implement a solution.
2.11.8. Document the problem and the verified solution.
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2.12. Performance Tests and Acceptance Plans: TPO: Given access
to online resources and classroom resources the students will develop
Outcome
performance tests and acceptance plans as assessed through exams
and labs given throughout the course to an 80% accuracy.
2.12.1. Create a written procedure agreed by the stakeholders and
project team for determining the acceptability of the project
deliverables.
2.12.2. Develop a test system that accurately mimics external
interfaces.
2.12.3. Develop test cases that are realistic, compare with expected
Competencies performance, and include targeted platforms and device types.
2.12.4. Develop, perform, and document usability and testing
integration.
2.12.5. Make corrections indicated by test results.
2.12.6. Seek stakeholder acceptance upon successful completion of
the test plan.
2.13. Rollout and Handoff: TPO: Given access to online resources
and classroom resources the students will plan rollout and facilitate
Outcome
handoff to customer as assessed through exams and labs given
throughout the course to an 80% accuracy.
2.13.1. Include overall project goals and timelines in the rollout plan.
2.13.2. Communicate rollout plans to key stakeholders in a timely
manner.
2.13.3. Conduct final review and approvals according to company
standards.
Competencies
2.13.4. Identify support staff, training needs, and contingency plans in
the rollout plan.
2.13.5. Test delivered application to assure that it is fully functional for
the customer or user and meets all requirements.
2.13.6. Deliver support and training materials.

15

Strand
Description

Outcome

Competencies

3. Information Security
Learners apply principles of information security to implement and
maintain security compliance and network security. Learners select
components and mechanisms required for a multilayer defense
structure and evaluate and minimize security risks to wired and
wireless networks and devices.
3.5. Wireless Security: TPO: Given access to online resources and
classroom resources the students will implement secure wireless
networks as assessed through exams and labs given to an 80%
accuracy.
3.5.1. Describe wireless security risks (e.g., unauthorized access)
and how to mitigate them.
3.5.2. Compare and contrast methods of increasing the security of
wireless networks and devices (e.g., Media Access Control [MAC]
address filtering, Wired Equivalent Privacy [WEP], Wi-Fi Protected
Access [WPA], 802.1x, Remote Authentication Dial In User Service
[RADIUS]).
3.5.3. Identify security enhancements provided by Institute of
Electrical and Electronics Engineers (IEEE) 802.11(x).
3.5.4. Describe practices and policies for preventing and detecting
installation of rogue networks.
3.5.5.

Describe security practices and policies for personal devices.

3.5.6.

Implement and test the security of a wireless network.
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Strand
Description

Outcome

4. Infrastructure
Systems
Learners apply principles of networking and infrastructure related to
the installation, administration, and maintenance of computer networks
and components. Knowledge and skills may be applied to network
connectivity, cabling, protocols, architecture, classification, topologies,
operating systems, Open Systems Interconnection (OSI) standards,
data encoding, Quality of Service (QoS), Internet Protocol (IP)
addressing, and wide area network (WAN) design.
4.3. Network Media: TPO: Given access to online resources and
classroom resources the students will select, assemble, terminate,
and test media as assessed through exams and labs given to an 80%
accuracy.
4.3.1. Identify the criteria used in selecting media (e.g., physical
properties, transmission technologies, transmission span, bandwidth,
topology, security, noise immunity, installation considerations, cost).
4.3.2. Differentiate between media types (e.g., coaxial, twisted pair,
fiber optic) and interfaces.

4.3.3. Compare and contrast media categories (e.g., single mode,
multimode, CAT5, CAT5E, CAT6+).
4.3.4. Describe types of media connectors (e.g., Bayonet NeillCompetencies Concelman [BNC], Registered Jack [RJ]-45, LC, ST) and grounding
techniques.
4.3.5. Identify media standards (e.g., American National Standards
Institute [ANSI], Electronic Industries Alliance/Telecommunications
Industry Association [EIA/TIA]-568, EIA/TIA-568A and 568B).
4.3.6. Identify the advantages and disadvantages of cabling
systems.
4.3.7. Describe typical problems associated with cable installation.
4.3.8. Assemble and test Ethernet cable (e.g., straight-through,
crossover, loopback).
4.13. Disaster Recovery: TPO: Given access to online resources and
classroom resources the students will recommend disaster recovery
Outcome
and business continuity plans as assessed through exams and labs
given to an 80% accuracy.
4.13.1. Differentiate between disaster recovery and business
continuity.
4.13.2. Identify common backup devices.
Competencies 4.13.3. Identify the criteria for selecting a backup system.
4.13.4. Establish a process for archiving files.
4.13.5. Develop a disaster recovery plan.
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Sequence/Curriculum Mapping
Computer Maintenance Hardware
Week
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18

Technical Content (# and/or Outcome)
1.1.
1.2.
1.3.
1.1
1.1.
1.2.

2.6.
2.10.
2.6.
2.10.
2.6.
2.10.
2.6.
2.10.
2.11.
2.12.
1.4
2.4.
2.11.
2.12.
2.13.
2.2.
4.3.
2.2.
4.3.
2.2.
4.3.
2.2.
4.3.
3.5.
2.1.
4.13.
2.1.
4.13.
2.1.
2.13.
2.13.

Employability Skills
Leadership and Communications
Business Ethics and Law
Employability Skills
Leadership and Communications
Business Ethics and Law

Installation and Configuration
Equipment:
Installation and Configuration
Equipment:
Installation and Configuration
Equipment:
Installation and Configuration
Equipment:
Troubleshooting:
Performance Tests and Acceptance Plans:
Knowledge Management and Information Technology
Emerging Technologies
Troubleshooting:
Performance Tests and Acceptance Plans:
Rollout and Handoff
Networking Fundamentals:
Network Media
Networking Fundamentals:
Network Media
Networking Fundamentals:
Network Media
Networking Fundamentals:
Network Media
Wireless Security
Security, Risks, and Safeguards:
Disaster Recovery
Security, Risks, and Safeguards:
Disaster Recovery
Security, Risks, and Safeguards:
Rollout and Handoff
Rollout and Handoff
Semester Exams
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Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the business
community. The standards set for these competencies are recommended by the advisory committee members
and local employers in the community and evaluated by the teacher following these guidelines. In order to
receive credit for the course, competencies to be mastered must be determined by the teacher as suggested by
the advisory team.
In order to measure the progress of each student in the program and to measure the effectiveness of the total
program, the following procedures will be used:









Pre and Post testing
Teacher observation and evaluation of projects and assignments
Notebooks and Portfolios
Class discussions
Skill testing
Project development
Daily grades
CTSO Projects

Measurement of learning will be an ongoing activity with emphasis on laboratory activities and competency
improvement. Evaluation will be accomplished through pre-assessment of student’s skills, frequent formative
assessment, both visual and written, and summative evaluation to determine the mastery of
competencies. Formative assessments that are conducted during instruction help the teacher make necessary
instructional adjustments. The instructor may decide to alter instructional materials and methods if students
are experiencing difficulties in learning what is being taught. All evaluations are in the form of points received
out of points possible. A percentage is then calculated and a letter grade is assigned. Progress reports on all
students are distributed to parents on the mid-term of each grading period.

Grading Procedures:
A 100-92

B 91-82

C 81-72

D 71-62

F Below 62
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Career Field Technical Content Standard

Information Technology: Career Field Technical Content Standards
https://education.ohio.gov/getattachment/Topics/Career-Tech/Information-TechnologyCareer-Field/InformationTechnology_StandardsDocument_September2013-pdf.pdf.aspx
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Section 2: Approval by Advisory Committee

After reviewing this document, we recommend that the Construction Skills and Technology
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Section 3: Approval by School Board Resolution
Findlay City School Board
WHEREAS, the Construction Skills and Technology Advisory Committee of the Millstream
Career Center has reviewed the Construction Skills and Technology Course of Study, and
WHEREAS, the course of study is based upon the Ohio Career Field Technical Content
Standards for Construction Skills and Technology and
WHEREAS, the Construction Skills and Technology Advisory Committee has reviewed these
competencies and has edited competencies to address local labor market needs, and to
acknowledge the school district’s ability to offer specialized programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Millstream Career Center adopt the Construction Skills and
Technology Course of Study.

Approval date:
Superintendent

Approval date:
Board President
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Section 4:
Mission Statement
Educating and empowering for life

Beliefs






All students and families have worth and are to be valued
Students need a safe and inclusive environment in order to fully express who they are.
All students can learn
In order for each student to thrive, students, families, staff and community must be vested
in their growth and development.
All students need opportunities in and out of the classroom.
FCS must be a reflection of our growing community and its needs.
The Seven Habits of Highly Effective People supports life and skills:









Habit 1: Be Proactive
Habit 2: Begin with end in mind
Habit 3: Put first things first
Habit 4: Think win-win
Habit 5: Seek first to understand, then to be understood
Habit 6: Synergize
Habit 7: Sharpen the saw

Section 5: Program Description
Construction Skills and Technology
Overview of Program
The Construction Skills and Technology at Millstream Career Center is a two-year program
designed for 11th and 12th grade students who are interested in pursuing post-secondary
education or enter their chosen career field upon graduation. The program curriculum is
based on the Ohio Career Field Technical Content Standards Document for Construction
Trades. This curriculum is the result of a comprehensive review and refinement of content
by a panel of representatives from secondary, post-secondary and business leaders.
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Students are encouraged to take the right classes so that they are prepared for their next
step in life. The following high school portion of the program of study is a recommended
sequence for students interested in this career field.
Sample Program of Study
9th Grade
English 9
Algebra 1
Physical Science

10th Grade
English 10
Geometry
Biology

11th Grade
English 11
Algebra 2
Global Science

12th Grade
English 12
Tech Math
Physics or Advanced
Physical Science
American
Government
Personal
Finance

Am History& World
Studies 1
Communications or
Business
Communications
Phys Ed

Am History& World
Studies 2
Health

Consumer
Economics
Life Planning

Phys Ed

Language Elective

Language
Elective

Encounters
w/Technology
1(CTE)

Blueprint Reading
(CTE)

Structural
Systems(CTE)

Industrial Arts 1
(CTE)

Industrial Arts 2
(CTE)

Construction
Technology – Core
and Sustainable
Construction (CTE)
Carpentry and
Masonry Technical
Skills (CTE)

Structural Coverings
And Finishes
(CTE)

3t
In the 11th and 12th grade component of the program, all students are part of a seamless
curriculum, which allows student to transition into post-secondary programs. Each
curriculum contains outcomes and competencies, which are required.
The basic instructional philosophy for the program encourages project-based learning. An
advisory committee comprised of representatives from business and industry, program
graduates and academic representatives from school meets twice each year to provide input
and guidance in this program.
Throughout the school year, students participate in a variety of work-based learning in order
to observe and interact with employees, employers and administrative personnel to learn
more about the industry as a whole. Early placement/ internships/ mentoring assignments/
job shadowing are all examples of work-based opportunities.
College credit opportunities have been developed between Millstream Career Center and
various institutions of higher learning. There is on-going dialogue following the established
process and procedures between our school and each participating institution of higher
learning to develop and maintain the college credit opportunities. Opportunities may include
college credit plus, articulated credit, CT2, waiver of classes or other formats providing timeshortened or advanced skill college degree paths.
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Statement of Expectation of Participation in a Career Technical Student Organization
SkillsUSA Participation
SkillsUSA is a partnership of students, teachers and industry working together to ensure
America has a skilled workforce. SkillsUSA helps each student excel. Students can
participate in a variety of activities; community service, leadership and employability training
and skill competitions. Participation in SkillsUSA is required.
Students enrolled in Construction Skills and Technology are required to be members of
SkillsUSA. Participation in SkillsUSA provides the student with experiences in competitive
events at local, regional and national levels. In addition to the competitive events, the
student learns citizenship, parliamentary procedures, democratic principles, social skills and
civic responsibility.
Population Served
The program is open to all 11th and 12th grade students.
Occupations Addressed
1. Carpenters
2. Construction and Building Inspectors
3. Drywall Installer and Drywall Finisher
4. Roofer
5. Construction Company Estimator
6. Construction Laborer
7. Building Material Manufacturer Representative
8. Estimator

High School Exit Careers
Construction Laborer
Framer
Lawn and Garden
Maintenance
Roofer
Drywaller
Driver

Associate Degree Exit
Careers
Designer
Material Supply
Associate
Lead Framer

Baccalaureate Degree Exit
Careers
Draftsman
Architect

Draftsman
Sales associate
Estimator

Material Field Representative
Account executive
Sales manager

Engineer
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Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state of
Ohio or member school district
 90% post program placement with 66% transition to post-secondary education
 95% participation in CTSO
 95% student attendance

Course Summaries
178000 Construction Technology – Core and Sustainable Construction
Students will learn principles in basic safety (10-hr OSHA), construction math, hand and
power tools and operation, blueprint reading, material handling, communication and
employability skills. An emphasis will be placed on safe and green construction practices.
178001

Carpentry and Masonry Technical Skills

This first course in the pathway will introduce to students the materials, methods, and
equipment used in carpentry and masonry. Students will organize a project work sequence
by interpreting plans and diagrams within a construction drawing set. They will layout and
install basic wall, floor and roof applications. Students will perform introductory concrete
applications including formwork, reinforcement, mixing, and finishing. Current
advancements in technology, safety, applicable code requirements and correct practices
are learned.
178003

Structural Systems

Students will learn procedures and techniques required for layout and framing of walls and
ceilings, including roughing-in door and window openings, constructing corners and
partitions; bracing walls and ceilings; and applying sheathing. Students will learn methods
of roof, cold formed steel, and wood stair framing. Students will learn site and personal
safety, material properties, design procedures, and code requirements for structural
systems.
178004 Structural Coverings and Finishes
This course will address applications of interior and exterior finish work. Students will
identify material properties and selection for appropriate application. Students will install
thermal and moisture protection including roofing, siding, fascia and soffits, gutters, and
louvers. Students will install drywall; trim-joinery and molding and apply wall, floor and
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ceiling coverings and finishes. Throughout the course, the safe handling of materials,
personal safety, prevention of accidents and the mitigation of hazards are emphasized.

Construction Technologies Career Field
178000 Construction Technology – Core and Sustainable Construction
Outcome and Competency Descriptions

Course Description:
Students will learn principles in basic safety (10-hr OSHA), construction math, hand and power tool are and
operation, blueprint reading, material handling, communication and employability skills. An emphasis will be
placed on safe and green construction practices.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in
an entrepreneur, manager and employee role to the leadership, planning, developing and
analyzing of business enterprises related to the career field.

Outcome 1.1.

Employability Skills
Student will Develop career awareness and employability skills (e.g., face‐to‐face, online)
needed for gaining and maintaining employment in diverse business settings. An 80% will be
needed.

Competencies
1.1.1.
Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2.
Identify the scope of career opportunities and the requirements for education, training,
Certification, licensure and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways and secondary and
Postsecondary options.
1.1.4.
Describe the role and function of professional organizations, industry associations and
organized labor and use networking techniques to develop and maintain professional
relationships.
1.1.5.
Develop strategies for self‐promotion in the hiring process (e.g., filling out job applications,
résumé writing, interviewing skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
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1.1.7.
1.1.8.
1.1.9.
1.1.10.
1.1.11.
1.1.12.

Apply problem‐solving and critical‐thinking skills to work‐related issues when making decisions
and formulating solutions.
Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
Give and receive constructive feedback to improve work habits.
Adapt personal coping skills to adjust to taxing workplace demands.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.2. Leadership and Communications
Given tools from the business setting students will Process, maintain, evaluate and disseminate
information in a business. Develop leadership and team building to promote collaboration with a
70% accuracy based on a rubric.
Competencies
1.2.1.
Extract relevant, valid information from materials and cite sources of information.
1.2.2.
Deliver formal and informal presentations.
1.2.3.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4.
Use negotiation and conflict‐resolution skills to reach solutions.
1.2.5.
Communicate information (e.g., directions, ideas, vision, workplace expectations) for an
intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of communication.
1.2.7.
Use problem‐solving and consensus‐building techniques to draw conclusions and determine
next steps.
1.2.8.
Identify the strengths, weaknesses and characteristics of leadership styles that influence
internal and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or electronic communications
(e.g., common content for large audience, control of tone, speed, cost, lack of non‐verbal
cues, potential for forwarding information, longevity).
1.2.10.
Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
1.2.11.
Write professional correspondence, documents, job applications and resumés.
1.2.12.
Use technical writing skills to complete forms and create reports.
1.2.13.
Identify stakeholders and solicit their opinions.
1.2.14.
Use motivational strategies to accomplish goals.

.
Pathways

X

Design

X

Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.3. Business Ethics and Law
Students will analyze how professional, ethical and legal behavior contributes to continuous
improvement in organizational performance and regulatory compliance with a 70% accuracy.
After instruction and use of videos.
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Competencies
1.3.1.
Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
1.3.3.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws affect products and services.
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety
data sheets [SDSs], product safety data sheets [PSDSs], United States Environmental
Protection Agency [EPA], United States Occupational Safety and Health Administration
[OSHA]) that contribute to the continuous improvement of the organization.
1.3.6.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door‐to‐door sales,
deceptive service estimates, fraudulent misrepresentations) and their overall impact on
organizational performance.
1.3.7.
Identify the labor laws that affect employment and the consequences of noncompliance for
both employee and employer (e.g., harassment, labor, employment, employment interview,
testing, minor labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC]).
1.3.8.
Verify compliance with computer and intellectual property laws and regulations.
1.3.9.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.4. Knowledge Management and Information Technology
Student will demonstrate current and emerging strategies and technologies used to collect,
analyze, record and share information in business operations that apply to the construction
industry with a 70% accuracy
Competencies
1.4.1.
Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner,
public address systems).
1.4.2.
Select and use software applications to locate, record, analyze and present information (e.g.,
word processing, e‐mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
1.4.4.
Use system hardware to support software applications.
1.4.5.
Use information technology tools to maintain, secure and monitor business records.
1.4.6.
Use an electronic database to access and create business and technical information.
1.4.7.
Use personal information management and productivity applications to optimize assigned
tasks (e.g., lists, calendars, address books).
1.4.8.
Use electronic media to communicate and follow network etiquette guidelines.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Outcome/tpo 1.5. Global Environment
After discussion, students will evaluate how beliefs, values, attitudes and behaviors presented,
influence organizational strategies and goals using current standard from online and classroom
resources with a 70%accuracy.
Competencies
1.5.1.
Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
1.5.2.
Describe how cultural intelligence skills influence the overall success and survival of an
organization.
1.5.3.
Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4.
Recognize barriers in cross‐cultural relationships and implement behavioral adjustments.
1.5.5.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
1.5.6.
Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7.
Use intercultural communication skills to exchange ideas and create meaning.
1.5.8.
Identify how multicultural teaming and globalization can foster development of new and
improved products and services and recognition of new opportunities.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.6. Business Literacy
Given studies and proper instruction student will develop foundational skills and knowledge in
entrepreneurship, financial literacy and business operations with a 70% accuracy. According to
project based learning rubrics.
Competencies
1.6.1.
Identify business opportunities.
1.6.2.
Assess the reality of becoming an entrepreneur, including advantages and disadvantages (e.g.,
risk versus reward, reasons for success and failure).
1.6.3.
Explain the importance of planning your business.
1.6.4.
Identify types of businesses, ownership and entities (i.e., individual proprietorships,
partnerships, corporations, cooperatives, public, private, profit, not‐for‐profit).
1.6.5.
Describe organizational structure, chain of command, the roles and responsibilities of the
organizational departments and interdepartmental interactions.
1.6.6.
Identify the target market served by the organization, the niche that the organization fills and
an outlook of the industry.
1.6.7.
Identify the effect of supply and demand on products and services.
1.6.8.
Identify the features and benefits that make an organization’s product or service competitive.
1.6.9.
Explain how the performance of an employee, a department and an organization is assessed.
1.6.10.
Describe the impact of globalization on an enterprise or organization.
1.6.11.
Describe how all business activities of an organization work within the parameters of a
budget.
1.6.12.
Describe classifications of employee benefits, rights, deductions and compensations.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.9. Financial Management
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Student will use financial tools, strategies and systems to develop, monitor and control the use
of financial resources to ensure personal and business financial well‐being at a 90% accuracy on
tests and quizzes.
Competencies
1.9.1.
Create, analyze and interpret financial documents (e.g., budgets, income statements).
1.9.2.
Identify tax obligations.
1.9.3.
Review and summarize savings, investment strategies and purchasing options (e.g., cash,
lease, finance, stocks, bonds).
1.9.4.
Identify credit types and their uses in order to establish credit.
1.9.5.
Identify ways to avoid or correct debt problems.
1.9.6.
Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect
access to loans.
1.9.7.
Review and summarize categories (types) of insurance and identify how insurances can reduce
financial risk.
1.9.8.
Identify income sources and expenditures.
1.9.9.
Compare and contrast different banking services available through financial institutions.
1.9.10.
Identify the role of depreciation in tax planning and liability.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Strand 2.

X

Structural

Safety, Tools, and Equipment
Learners apply principles of protection, prevention and mitigation to create and maintain safe
working conditions at construction sites. Knowledge and skills may be applied in all aspects of
personal and site safety, including handling materials, using tools and equipment, working with
and around electricity, using personal protective equipment and operating heavy equipment.

Outcome/tpo 2.1. Site Safety
With proper instruction and industry standards presented student will handle materials, prevent
accidents and mitigate hazards with a 100% accuracy according to OSHA regulations
Competencies
2.1.1.
Use Occupational Safety and Health Administration (OSHA)‐defined procedures for identifying
employer and employee responsibilities, working in confined spaces, managing worker safety
programs, using ground fault circuit interrupters (GFCIs), maintaining clearance and
boundaries and labeling.
2.1.2.
Identify and rectify or mitigate construction hazards associated with thresholds, slippery
surfaces and lighting.
2.1.3.
Calculate an example of load factors for constructing scaffolding, railings, ladders and
temporary structures.
2.1.4.
2.1.5.
2.1.6.
2.1.7.
2.1.8.
2.1.9.
2.1.10.
2.1.11.
2.1.12.
2.1.13.
2.1.14.

Apply inspection, rejection criteria, hitch configurations and load‐handling practices to slings
and rigging hardware.
Demonstrate the proper use of American National Standards Institute (ANSI) hand signals.
Identify the source of electrical hazards and use shutdown and established lock‐out/tag‐out
procedures.
Identify and eliminate worksite clutter in accordance with standards for cleanliness and safety.
Identify procedures for the handling, storage and disposal of hazardous materials.
Identify the location of emergency flush showers, eyewash fountains, Safety Data Sheets
(SDSs), fire alarms and exits.
Select and operate fire extinguishers based on the class of fire.
Identify the components of a hazardous materials safety plan.
Create a hazardous materials safety plan.
Set up for ergonomic workflow.
Describe the interactions of incompatible substances when measuring and mixing chemicals.

14

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 2.2. Personal Safety
Given the proper PPE equipment and knowledge of how to use it practice personal safety in
construction students will demonstrate understanding with 100% accuracy
Competencies
2.2.1.
Interpret personal safety rights according to the employee Right‐to‐Know plan.
2.2.2.
Describe how working under the influence of drugs and alcohol increases the risk of accident,
lowers productivity, raises insurance costs, and reduces profits.
2.2.3.
Select, use, store, maintain and dispose of personal protective equipment (PPE) appropriate
to job tasks, conditions and materials.
2.2.4.
Identify workplace risk factors associated with lifting, operating and moving heavy objects
and establish an ergonomics process.
2.2.5.
Identify, inspect and use safety equipment appropriate for the task.
2.2.6.
Demonstrate first aid and cardiopulmonary resuscitation (CPR).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Strand 6.

X

Structural

Planning and Design
Learners apply principles of architectural and civil engineering, drawing and construction with
current technology to develop, present and use construction proposals, plans and schematics.
Knowledge and skill may be applied throughout the project from preconstruction design through
all stages of building in residential, commercial and industrial applications.

Outcome/tpo 6.4. Construction Drawings
Given instruction and examples student will read and interpret plans and diagrams within a
construction drawing set (i.e., topographical, grading and drainage, architectural, structural,
plumbing, mechanical, and electrical) to organize a project work sequence with a 70 % accuracy
rate based on observations during a project demonstaration.

Competencies
6.4.2.
Read and interpret a site plan.
6.4.3.
Use architect’s and engineer’s scales to read and interpret construction drawings for material
calculations and installation at the jobsite.
6.4.4.
Read, interpret, and organize construction drawings, specifications and other contractual
documents.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Outcome 6.5.

X

Structural

Construction Math
Calculate materials needed to complete construction projects.

Competencies
6.5.1.
Find surface area and volume for three‐dimensional objects, accurate to a specified level of
precision.
6.5.2.
Apply measurement scales to layout length, width, and angle measurements.
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6.5.3.
6.5.4.

Apply algebraic procedures and geometric concepts to reading construction documents.
Use proportional reasoning and apply indirect measurement techniques (e.g., right triangle
trigonometry, properties of similar triangles).

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Strand 7.

X

Structural

Construction and Facility Management
Learners apply principles of business, facility and site operations and project management to
build and operate residential, commercial and industrial facilities. Knowledge and skill may be
applied in managing and supervising site operations; developing work sequences for tasks and
units of work; coordinating material and equipment delivery; planning building stages and the
build environment; and providing facility management, maintenance and custodial services.

Outcome/tpo 7.1. Construction Scheduling
After shown examples of how to organize student will organize material and equipment delivery
to maximize productivity with a 100% accuracy.

Competencies
7.1.1.
Describe the delivery schedule of materials and equipment and its effect on employer cash
flow and construction economics.
7.1.2.
Prescribe material and equipment storage needs and location on different types of job sites
(e.g., access, delivery, protection from the elements, security).
7.1.3.
Describe the importance of a synchronized delivery schedule with multiple vendors.
7.1.4.
Describe the impact of expediting the delivery of materials according to scheduled work
assignments.
7.1.5.
Prepare and process unused material inventory for return credit.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 7.2. Field Organization
Given the proper order and instruction students will investigate and understand the sequence of
building stages, systems and inspection processes within a build environment with a 80%
accuracy through a scenario presented to them.
Competencies
7.2.7.
Identify the roles and goals of construction professionals within a given delivery system (e.g.,
owners, architects, engineers, suppliers, general and trade contractors, consultants,
regulators).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Outcome/tpo7.5.

X

Structural

Maintenance Operations
Given instruction student will provide maintenance, repair and renovations to maintain the long‐
term conservation and protection of facility buildings and grounds with 70% accuracy.

Competencies
7.5.5.
Compare and contrast green and traditional practices in the selection of materials, chemicals
and equipment.

16

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Construction Technologies Career Field
178001 Carpentry and Masonry Technical Skills
Outcome and Competency Descriptions

Course Description:
This first course in the pathway will introduce to students the materials, methods, and equipment used in
carpentry and masonry. Students will organize a project work sequence by interpreting plans and diagrams within
a construction drawing set. They will layout and install basic wall, floor and roof applications. Students will perform
introductory concrete applications including formwork, reinforcement, mixing, and finishing. Current
advancements in technology, safety, applicable code requirements and correct practices are learned.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in
an entrepreneur, manager and employee role to the leadership, planning, developing and
analyzing of business enterprises related to the career field.

Outcome/tpo 1.1. Employability Skills
Given instruction and industry standards students will develop career awareness and
employability skills (e.g., face‐to‐face, online) needed for gaining and maintaining employment
in diverse business settings with a 70% accuracy as seen in a portfolio and through a mock
interview.
Competencies
1.1.1.
Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2.
Identify the scope of career opportunities and the requirements for education, training,
certification, licensure and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.
1.1.4.
Describe the role and function of professional organizations, industry associations and
organized labor and use networking techniques to develop and maintain professional
relationships.
1.1.5.
Develop strategies for self‐promotion in the hiring process (e.g., filling out job applications,
résumé writing, interviewing skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
1.1.7.
Apply problem‐solving and critical‐thinking skills to work‐related issues when making decisions
and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1.9.
Give and receive constructive feedback to improve work habits.
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1.1.10.
1.1.11.
1.1.12.

Adapt personal coping skills to adjust to taxing workplace demands.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Outcome 1.2/TPO.

X

Structural

Leadership and Communications
Given student activities. students will process, maintain, evaluate and disseminate information
in a business and develop leadership and team building to promote collaboration while being
observed with a 70% accuracy.

Competencies
1.2.1.
Extract relevant, valid information from materials and cite sources of information.
1.2.2.
Deliver formal and informal presentations.
1.2.3.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4.
Use negotiation and conflict‐resolution skills to reach solutions.
1.2.5.
Communicate information (e.g., directions, ideas, vision, workplace expectations) for an
intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of communication.
1.2.7.
Use problem‐solving and consensus‐building techniques to draw conclusions and determine
next steps.
1.2.8.
Identify the strengths, weaknesses and characteristics of leadership styles that influence
internal and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or electronic communications
(e.g., common content for large audience, control of tone, speed, cost, lack of non‐verbal
cues, potential for forwarding information, longevity).
1.2.10.
Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
1.2.11.
Write professional correspondence, documents, job applications and resumés.
1.2.12.
Use technical writing skills to complete forms and create reports.
1.2.13.
Identify stakeholders and solicit their opinions.
1.2.14.
Use motivational strategies to accomplish goals.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.3. Business Ethics and Law
Given case studies, discussion, and instruction students will analyze how professional, ethical
and legal behavior contributes to continuous improvement in organizational performance and
regulatory compliance with a 90% accuracy through classroom observation.
Competencies
1.3.1.
Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
1.3.3.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws affect products and services.
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety
data sheets [SDSs], product safety data sheets [PSDSs], United States Environmental
Protection Agency [EPA], United States Occupational Safety and Health Administration
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1.3.6.

1.3.7.

1.3.8.
1.3.9.

[OSHA]) that contribute to the continuous improvement of the organization.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door‐to‐door sales,
deceptive service estimates, fraudulent misrepresentations) and their overall impact on
organizational performance.
Identify the labor laws that affect employment and the consequences of noncompliance for
both employee and employer (e.g., harassment, labor, employment, employment interview,
testing, minor labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC]).
Verify compliance with computer and intellectual property laws and regulations.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.4. Knowledge Management and Information Technology
Given demonstrations, students will demonstrate current and emerging strategies and
technologies used to collect, analyze, record and share information in business operations with a
70% accuracy.
Competencies
1.4.1.
Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner,
public address systems).
1.4.2.
Select and use software applications to locate, record, analyze and present information (e.g.,
word processing, e‐mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
1.4.4.
Use system hardware to support software applications.
1.4.5.
Use information technology tools to maintain, secure and monitor business records.
1.4.6.
Use an electronic database to access and create business and technical information.
1.4.7.
Use personal information management and productivity applications to optimize assigned
tasks (e.g., lists, calendars, address books).
1.4.8.
Use electronic media to communicate and follow network etiquette guidelines.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.5. Global Environment
Given information and much discussion in a social setting students will evaluate how beliefs,
values, attitudes and behaviors influence organizational strategies and goals with 100 %
accuracy.
Competencies
1.5.1.
Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
1.5.2.
Describe how cultural intelligence skills influence the overall success and survival of an
organization.
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1.5.3.
1.5.4.
1.5.5.
1.5.6.
1.5.7.
1.5.8.

Use cultural intelligence to interact with individuals from diverse cultural settings.
Recognize barriers in cross‐cultural relationships and implement behavioral adjustments.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
Analyze work tasks for understanding and interpretation from a different cultural perspective.
Use intercultural communication skills to exchange ideas and create meaning.
Identify how multicultural teaming and globalization can foster development of new and
improved products and services and recognition of new opportunities.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Strand 2.

X

Structural

Safety, Tools, and Equipment
Learners apply principles of protection, prevention and mitigation to create and maintain safe
working conditions at construction sites. Knowledge and skills may be applied in all aspects of
personal and site safety, including handling materials, using tools and equipment, working with
and around electricity, using personal protective equipment and operating heavy equipment.

Outcome/tpo 2.1. Site Safety
Given examples, student will handle materials, prevent accidents and mitigate hazards with an
100% efficiency.

Competencies
2.1.1.
Use Occupational Safety and Health Administration (OSHA)‐defined procedures for identifying
employer and employee responsibilities, working in confined spaces, managing worker safety
programs, using ground fault circuit interrupters (GFCIs), maintaining clearance and
boundaries and labeling.
2.1.2.
Identify and rectify or mitigate construction hazards associated with thresholds, slippery
surfaces and lighting.
2.1.3.
Calculate an example of load factors for constructing scaffolding, railings, ladders and
temporary structures.
2.1.6.
Identify the source of electrical hazards and use shutdown and established lock‐out/tag‐out
procedures.
2.1.7.
Identify and eliminate worksite clutter in accordance with standards for cleanliness and safety.
2.1.8.
Identify procedures for the handling, storage and disposal of hazardous materials.
2.1.9.
2.1.10.
2.1.11.
2.1.14.

Identify the location of emergency flush showers, eyewash fountains, Safety Data Sheets
(SDSs), fire alarms and exits.
Select and operate fire extinguishers based on the class of fire.
Identify the components of a hazardous materials safety plan.
Describe the interactions of incompatible substances when measuring and mixing chemicals.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 2.2. Personal Safety
Given the proper PPE, students will practice personal safety in construction with 100%
efficiency.

Competencies
2.2.1.
Interpret personal safety rights according to the employee Right‐to‐Know plan.
2.2.2.
Describe how working under the influence of drugs and alcohol increases the risk of accident,
lowers productivity, raises insurance costs, and reduces profits.
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2.2.3.
2.2.4.
2.2.5.
2.2.6.

Select, use, store, maintain and dispose of personal protective equipment (PPE) appropriate
to job tasks, conditions and materials.
Identify workplace risk factors associated with lifting, operating and moving heavy objects
and establish an ergonomics process.
Identify, inspect and use safety equipment appropriate for the task.
Demonstrate first aid and cardiopulmonary resuscitation (CPR).

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Strand 3.

X

Structural

Structural Construction
Learners apply principles of architectural engineering to erect residential, commercial and
industrial buildings. Knowledge and skills may be applied in constructing footings and
foundations; framing floors, walls, ceilings, roofs and stairs; completing exterior and interior
finishes; and repairing, restoring or remodeling existing structures.

Outcome 3.1/tpo. Brick, Block, and Concrete
Given instruction and examples, students will mix and pour concrete and lay brick and block
with an 80% efficiency.
Competencies
3.1.1.
Complete layout calculations.
3.1.3.
Construct foundations, footings and retaining walls.
3.1.4.
Lay brick and block with mortar.
3.1.8.
Install concrete masonry units (CMUs).
3.1.9.
Cast and finish concrete.
3.1.11.
Level base material.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.2. Site Management
Given instruction, students will analyze site management operations with an 85% efficiency.
Competencies
3.2.1.
Identify topographical and existing features of areas (i.e., property lines, utilities, streets,
setbacks) on survey maps (parcel map, survey plat).
3.2.2.
Interpret features of a site plan.
3.2.3.
Apply conventional engineering and field measurement processes to survey for site
development.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.4. Floor Framing
Given examples and instruction, students will install floor framing systems with 85% efficiency.
Competencies
3.4.1.
Identify, describe, and assemble materials for floor framing.
3.4.4.
Lay out, cut and install floor joists.
3.4.5.
Frame floor openings.
3.4.6.
Install bridging (e.g., wood, metal).
3.4.7.
Install subflooring using adhesives and fasteners.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Outcome 3.5/tpo. Wall Framing
Given examples and instruction, students will construct wall and ceiling framing with 100%
efficiency.
Competencies
3.5.2.
Lay out walls and rough openings.
3.5.3.
Compare and contrast metal and wood framing.
3.5.4.
Locate partitions, determine stud layout and strike wall lines.
3.5.5.
Describe wall framing techniques used in masonry construction.
3.5.6.
Cut and assemble wood and metal wall framing components (e.g., corner posts, T‐posts, door
openings, window openings, headers, cripples, king studs, trimmers, common studs).
3.5.7.
Erect and plumb partitions and walls with top and bottom plates.
3.5.8.
Brace exterior walls and install wind bracing.
3.5.10.
Lay out, cut, and install ceiling joists and bracing.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.6. Roof Framing
Given examples and instruction, students will construct roof framing with 100% correct
completion.
Competencies
3.6.1.
Compare and contrast roof types and materials.
3.6.2.
Identify, describe and assemble materials for roof framing.
3.6.3.
Lay out, cut and install ridge boards and common rafters.
3.6.4.
Lay out, cut and install hip rafters and install valley rafters and jack rafters.
3.6.5.
Lay out, cut and install gable‐end studs and lookouts.
3.6.6.
Frame roof openings, dormers and chimney saddles.
3.6.7.
Install roof sheathing.
3.6.8.
Install prefabricated roof trusses with required hardware.
3.6.10.
Install underlayment (ice and water barriers) and shingles.
3.6.11.
Lay out and install shingles and other roof finishes (e.g., fiberglass, asphalt, wood, valley
material, felt paper, starter strip, hip and ridge caps).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.7. Exterior Finish Work
Given examples and instruction, student will complete exterior finish with 100% completion.

Competencies
3.7.2.
Identify, describe, and assemble materials for exterior finishing.
3.7.8.
Install exterior siding or covering.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.8. Stairs
Given examples and instruction, students will construct open riser, utility, circular and
geometric stairs with 100% efficiency.
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Competencies
3.8.1.
Describe stairway types and their components.
3.8.2.
Calculate rise and run and design stairway risers, treads, stringers and clearances.
3.8.3.
Lay out, cut, and install stair components.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

Strand 6.

X

Structural

Planning and Design
Learners apply principles of architectural and civil engineering, drawing and construction with
current technology to develop, present and use construction proposals, plans and schematics.
Knowledge and skill may be applied throughout the project from preconstruction design through
all stages of building in residential, commercial and industrial applications.

Outcome/tpo 6.4. Construction Drawings
Given instruction, students will read and interpret plans and diagrams within a construction
drawing set (i.e., topographical, grading and drainage, architectural, structural, plumbing,
mechanical, electrical) to organize a project work sequence with 85% efficiency.
Competencies
6.4.1.
Collect and analyze project information to determine resources and tasks required to
complete a project.
6.4.2.
Read and interpret a site plan.
6.4.3.
Use architect’s and engineer’s scales to read and interpret construction drawings for material
calculations and installation at the jobsite.
6.4.4.
Read, interpret, and organize construction drawings, specifications and other contractual
documents.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 6.5. Construction Math
Given instruction and examples, students will calculate materials needed to complete
construction projects with 85% efficiency.
Competencies
6.5.1.
Find surface area and volume for three‐dimensional objects, accurate to a specified level of
precision.
6.5.2.
Apply measurement scales to layout length, width, and angle measurements.
6.5.3.
Apply algebraic procedures and geometric concepts to reading construction documents.
6.5.4.
Use proportional reasoning and apply indirect measurement techniques (e.g., right triangle
trigonometry, properties of similar triangles).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Construction Technologies Career Field
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178003 Structural Systems
Outcome and Competency Descriptions

Course Description:
Students will learn procedures and techniques required for layout and framing of walls and ceilings, including
roughing-in door and window openings, constructing corners and partitions; bracing walls and ceilings; and
applying sheathing. Students will learn methods of roof, cold formed steel, and wood stair framing. Students will
learn site and personal safety, material properties, design procedures, and code requirements for structural
systems.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in
an entrepreneur, manager and employee role to the leadership, planning, developing and
analyzing of business enterprises related to the career field.

Outcome 1.1/tpo . Employability Skills
Students will develop career awareness and employability skills (e.g., face‐to‐face, online)
needed for gaining and maintaining employment in diverse business settings with 70%
efficiency.
Competencies
1.1.1.
Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2.
Identify the scope of career opportunities and the requirements for education, training,
certification, licensure and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.
1.1.4.
Describe the role and function of professional organizations, industry associations and
organized labor and use networking techniques to develop and maintain professional
relationships.
1.1.5.
Develop strategies for self‐promotion in the hiring process (e.g., filling out job applications,
résumé writing, interviewing skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
1.1.7.
Apply problem‐solving and critical‐thinking skills to work‐related issues when making decisions
and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1.9.
Give and receive constructive feedback to improve work habits.
1.1.10.
Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
1.1.12.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Outcome/tpo 1.2. Leadership and Communications
Given instructions students will process, maintain, evaluate and disseminate information in a
business. Develop leadership and team building to promote collaboration with70% efficiency.
Competencies
1.2.1.
Extract relevant, valid information from materials and cite sources of information.
1.2.2.
Deliver formal and informal presentations.
1.2.3.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4.
Use negotiation and conflict‐resolution skills to reach solutions.
1.2.5.
Communicate information (e.g., directions, ideas, vision, workplace expectations) for an
intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of communication.
1.2.7.
Use problem‐solving and consensus‐building techniques to draw conclusions and determine
next steps.
1.2.8.
Identify the strengths, weaknesses and characteristics of leadership styles that influence
internal and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or electronic communications
(e.g., common content for large audience, control of tone, speed, cost, lack of non‐verbal
cues, potential for forwarding information, longevity).
1.2.10.
Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
1.2.11.
Write professional correspondence, documents, job applications and resumés.
1.2.12.
Use technical writing skills to complete forms and create reports.
1.2.13.
Identify stakeholders and solicit their opinions.
1.2.14.
Use motivational strategies to accomplish goals.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.3. Business Ethics and Law
Given instructions student will analyze how professional, ethical and legal behavior contributes
to continuous improvement in organizational performance and regulatory compliance with
100% efficiency.
Competencies
1.3.1.
Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
1.3.3.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws affect products and services.
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety
data sheets [SDSs], product safety data sheets [PSDSs], United States Environmental
Protection Agency [EPA], United States Occupational Safety and Health Administration
[OSHA]) that contribute to the continuous improvement of the organization.
1.3.6.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door‐to‐door sales,
deceptive service estimates, fraudulent misrepresentations) and their overall impact on
organizational performance.
1.3.7.
Identify the labor laws that affect employment and the consequences of noncompliance for
both employee and employer (e.g., harassment, labor, employment, employment interview,
testing, minor labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC]).
1.3.8.
Verify compliance with computer and intellectual property laws and regulations.
1.3.9.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.
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An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome /tpo 1.4. Knowledge Management and Information Technology
Given the skills,Students will demonstrate current and emerging strategies and technologies
used to collect, analyze, record and share information in business operations with 85%
efficiency.
Competencies
1.4.1.
Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner,
public address systems).
1.4.2.
Select and use software applications to locate, record, analyze and present information (e.g.,
word processing, e‐mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
1.4.4.
Use system hardware to support software applications.
1.4.5.
Use information technology tools to maintain, secure and monitor business records.
1.4.6.
Use an electronic database to access and create business and technical information.
1.4.7.
Use personal information management and productivity applications to optimize assigned
tasks (e.g., lists, calendars, address books).
1.4.8.
Use electronic media to communicate and follow network etiquette guidelines.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

Outcome/tpo1.5.

X

Structural

Global Environment
Given instruction students will evaluate how beliefs, values, attitudes and behaviors influence
organizational strategies and goals with 85% efficiency.

Competencies
1.5.1.
Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
1.5.2.
Describe how cultural intelligence skills influence the overall success and survival of an
organization.
1.5.3.
Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4.
Recognize barriers in cross‐cultural relationships and implement behavioral adjustments.
1.5.5.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
1.5.6.
Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7.
Use intercultural communication skills to exchange ideas and create meaning.
1.5.8.
Identify how multicultural teaming and globalization can foster development of new and
improved products and services and recognition of new opportunities.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Strand 2.

Safety, Tools, and Equipment
Learners apply principles of protection, prevention and mitigation to create and maintain safe
working conditions at construction sites. Knowledge and skills may be applied in all aspects of
personal and site safety, including handling materials, using tools and equipment, working with
and around electricity, using personal protective equipment and operating heavy equipment.

Outcome/tpo 2.1. Site Safety
Given examples and instruction students will handle materials, prevent accidents and mitigate
hazards with 100% efficiency.
Competencies
2.1.1.
Use Occupational Safety and Health Administration (OSHA)‐defined procedures for identifying
employer and employee responsibilities, working in confined spaces, managing worker safety
programs, using ground fault circuit interrupters (GFCIs), maintaining clearance and
boundaries and labeling.
2.1.2.
Identify and rectify or mitigate construction hazards associated with thresholds, slippery
surfaces and lighting.
2.1.3.
Calculate an example of load factors for constructing scaffolding, railings, ladders and
temporary structures.
2.1.4.
Apply inspection, rejection criteria, hitch configurations and load‐handling practices to slings
and rigging hardware.
2.1.5.
Demonstrate the proper use of American National Standards Institute (ANSI) hand signals.
2.1.6.
Identify the source of electrical hazards and use shutdown and established lock‐out/tag‐out
procedures.
2.1.7.
Identify and eliminate worksite clutter in accordance with standards for cleanliness and safety.
2.1.8.
Identify procedures for the handling, storage and disposal of hazardous materials.
2.1.9.
Identify the location of emergency flush showers, eyewash fountains, Safety Data Sheets
(SDSs), fire alarms and exits.
2.1.10.
Select and operate fire extinguishers based on the class of fire.
2.1.11.
Identify the components of a hazardous materials safety plan.
2.1.12.
Create a hazardous materials safety plan.
2.1.13.
Set up for ergonomic workflow.
2.1.14.
Describe the interactions of incompatible substances when measuring and mixing chemicals.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 2.2. Personal Safety
Given proper PPE students will practice personal safety in construction with 100% efficiency.
Competencies
2.2.1.
Interpret personal safety rights according to the employee Right‐to‐Know plan.
2.2.2.
Describe how working under the influence of drugs and alcohol increases the risk of accident,
lowers productivity, raises insurance costs, and reduces profits.
2.2.3.
Select, use, store, maintain and dispose of personal protective equipment (PPE) appropriate
to job tasks, conditions and materials.
2.2.4.
Identify workplace risk factors associated with lifting, operating and moving heavy objects
and establish an ergonomics process.
2.2.5.
Identify, inspect and use safety equipment appropriate for the task.
2.2.6.
Demonstrate first aid and cardiopulmonary resuscitation (CPR).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Strand 3.

Structural Construction
Learners apply principles of architectural engineering to erect residential, commercial and
industrial buildings. Knowledge and skills may be applied in constructing footings and
foundations; framing floors, walls, ceilings, roofs and stairs; completing exterior and interior
finishes; and repairing, restoring or remodeling existing structures.

Outcome/tpo 3.3. Excavation
Given proper codes and accurate and up to date information students will perform excavation
activities from clearing and grubbing to finish grading in accordance with excavation
specifications on prints and in local building codes with 85% efficiency.
Competencies
3.3.1.
Describe excavation, trenching, and shoring designs.
3.3.2.
Compare and contrast how soil properties, profiles and types affect construction and describe
fill placement processes (e.g., lifts, geomat fabrics, compaction, density, moisture content).
3.3.5.
Describe procedures to control water runoff and drainage.
3.3.6.
Identify the actual location and elevation and determine variance.
3.3.7.
Check alignment and elevations.
3.3.10.
Identify the types of stakes and describe their functions.
3.3.11.
Describe fill materials, their appropriateness and their functions.
3.3.12.
Lay out stakes in sequence and set grade.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Outcome 3.4/tpo

X

Structural

Floor Framing
Given examples and instruction, students will install floor framing systems with 85% efficiency.

Competencies
3.4.1.
Identify, describe, and assemble materials for floor framing.
3.4.2.
Construct and install sills and sill sealer.
3.4.3.
Erect girders, beams and columns.
3.4.4.
Lay out, cut and install floor joists.
3.4.5.
Frame floor openings.
3.4.6.
Install bridging (e.g., wood, metal).
3.4.7.
Install subflooring using adhesives and fasteners.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Outcome/tpo 3.5. Wall Framing
Given examples and instruction, students will construct wall and ceiling framing with 85%
efficiency.
Competencies
3.5.1.
Identify platform and balloon framing.
3.5.2.
Lay out walls and rough openings.
3.5.3.
Compare and contrast metal and wood framing.
3.5.4.
Locate partitions, determine stud layout and strike wall lines.
3.5.5.
Describe wall framing techniques used in masonry construction.
3.5.6.
Cut and assemble wood and metal wall framing components (e.g., corner posts, T‐posts, door
openings, window openings, headers, cripples, king studs, trimmers, common studs).
3.5.7.
Erect and plumb partitions and walls with top and bottom plates.
3.5.8.
Brace exterior walls and install wind bracing.
3.5.9.
Install exterior wall sheathing and house wrap.
3.5.10.
Lay out, cut, and install ceiling joists and bracing.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.6. Roof Framing
Given examples and instruction, students will construct roof framingwith 85% accuracy.
Competencies
3.6.1.
Compare and contrast roof types and materials.
3.6.2.
Identify, describe and assemble materials for roof framing.
3.6.3.
Lay out, cut and install ridge boards and common rafters.
3.6.4.
Lay out, cut and install hip rafters and install valley rafters and jack rafters.
3.6.5.
Lay out, cut and install gable‐end studs and lookouts.
3.6.6.
Frame roof openings, dormers and chimney saddles.
3.6.7.
Install roof sheathing.
3.6.8.
Install prefabricated roof trusses with required hardware.
3.6.9.
Install drip edges, eaves flashing and roof vents.
3.6.10.
Install underlayment (ice and water barriers) and shingles.
3.6.11.
Lay out and install shingles and other roof finishes (e.g., fiberglass, asphalt, wood, valley
material, felt paper, starter strip, hip and ridge caps).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.8. Stairs
Given examples and instruction students will construct open riser, utility, circular and geometric
stairs. Students will be assessed on quality and acceptable building practices with a 85%
accuracy.
Competencies
3.8.1.
Describe stairway types and their components.
3.8.2.
Calculate rise and run and design stairway risers, treads, stringers and clearances.
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3.8.3.
3.8.4.
3.8.5.

Lay out, cut, and install stair components.
Install stair finish trim components (e.g., skirt boards, handrails, balusters, newels, volutes,
balustrade systems).
Install prefabricated stairs and drop‐down stair units (e.g., attic stairs).

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Strand 6.

X

Structural

Planning and Design
Learners apply principles of architectural and civil engineering, drawing and construction with
current technology to develop, present and use construction proposals, plans and schematics.
Knowledge and skill may be applied throughout the project from preconstruction design through
all stages of building in residential, commercial and industrial applications.

Outcome/tpo 6.4. Construction Drawings
Given resources students will read and interpret plans and diagrams within a construction
drawing set (i.e., topographical, grading and drainage, architectural, structural, plumbing,
mechanical, electrical) to organize a project work sequence with a 100% accuracy.

Competencies
6.4.1.
Collect and analyze project information to determine resources and tasks required to
complete a project.
6.4.2.
Read and interpret a site plan.
6.4.3.
Use architect’s and engineer’s scales to read and interpret construction drawings for material
calculations and installation at the jobsite.
6.4.4.
Read, interpret, and organize construction drawings, specifications and other contractual
documents.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 6.5. Construction Math
Given instruction and examples students will calculate materials needed to complete
construction projects with 70% accuracy.
Competencies
6.5.1.
Find surface area and volume for three‐dimensional objects, accurate to a specified level of
precision.
6.5.2.
Apply measurement scales to layout length, width, and angle measurements.
6.5.3.
Apply algebraic procedures and geometric concepts to reading construction documents.
6.5.4.
Use proportional reasoning and apply indirect measurement techniques (e.g., right triangle
trigonometry, properties of similar triangles).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Construction Technologies Career Field
178004 Structural Coverings and Finishes
Outcome and Competency Descriptions

Course Description:
This course will address applications of interior and exterior finish work. Students will identify material properties
and select for appropriate application. Students will install thermal and moisture protection including roofing,
siding, fascia and soffits, gutters, and louvers. Students will install drywall; trim-joinery and molding and apply wall,
floor and ceiling coverings and finishes. Throughout the course, the safe handling of materials, personal safety,
prevention of accidents and the mitigation of hazards are emphasized.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in
an entrepreneur, manager and employee role to the leadership, planning, developing and
analyzing of business enterprises related to the career field.

Outcome/tpo 1.1. Employability Skills
Given instruction, students will develop career awareness and employability skills (e.g., face‐to‐
face, online) needed for gaining and maintaining employment in diverse business settings with a
70% accuracy.
Competencies
1.1.1.
Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2.
Identify the scope of career opportunities and the requirements for education, training,
certification, licensure and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.
1.1.4.
Describe the role and function of professional organizations, industry associations and
organized labor and use networking techniques to develop and maintain professional
relationships.
1.1.5.
Develop strategies for self‐promotion in the hiring process (e.g., filling out job applications,
résumé writing, interviewing skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
1.1.7.
Apply problem‐solving and critical‐thinking skills to work‐related issues when making decisions
and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1.9.
Give and receive constructive feedback to improve work habits.
1.1.10.
Adapt personal coping skills to adjust to taxing workplace demands.
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1.1.11.
1.1.12.

Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.2. Leadership and Communications
Given examples and instruction, students will process, maintain, evaluate and disseminate
information in a business and develop leadership and team building to promote collaboration.
Competencies
1.2.1.
Extract relevant, valid information from materials and cite sources of information.
1.2.2.
Deliver formal and informal presentations.
1.2.3.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4.
Use negotiation and conflict‐resolution skills to reach solutions.
1.2.5.
Communicate information (e.g., directions, ideas, vision, workplace expectations) for an
intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of communication.
1.2.7.
Use problem‐solving and consensus‐building techniques to draw conclusions and determine
next steps.
1.2.8.
Identify the strengths, weaknesses and characteristics of leadership styles that influence
internal and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or electronic communications
(e.g., common content for large audience, control of tone, speed, cost, lack of non‐verbal
cues, potential for forwarding information, longevity).
1.2.10.
Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
1.2.11.
Write professional correspondence, documents, job applications and resumés.
1.2.12.
Use technical writing skills to complete forms and create reports.
1.2.13.
Identify stakeholders and solicit their opinions.
1.2.14.
Use motivational strategies to accomplish goals.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.3. Business Ethics and Law
Given directions, students will analyze how professional, ethical and legal behavior contributes
to continuous improvement in organizational performance and regulatory compliance using a
standard rubric.
Competencies
1.3.1.
Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
1.3.3.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws affect products and services.
1.3.5.

Access and implement safety compliance measures (e.g., quality assurance information, safety
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1.3.6.

1.3.7.

1.3.8.
1.3.9.

data sheets [SDSs], product safety data sheets [PSDSs], United States Environmental
Protection Agency [EPA], United States Occupational Safety and Health Administration
[OSHA]) that contribute to the continuous improvement of the organization.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door‐to‐door sales,
deceptive service estimates, fraudulent misrepresentations) and their overall impact on
organizational performance.
Identify the labor laws that affect employment and the consequences of noncompliance for
both employee and employer (e.g., harassment, labor, employment, employment interview,
testing, minor labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC]).
Verify compliance with computer and intellectual property laws and regulations.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.4. Knowledge Management and Information Technology
Given instruction and samples, students will demonstrate current and emerging strategies and
technologies used to collect, analyze, record and share information in business operations with a
85% accuracy.
Competencies
1.4.1.
Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner,
public address systems).
1.4.2.
Select and use software applications to locate, record, analyze and present information (e.g.,
word processing, e‐mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
1.4.4.
Use system hardware to support software applications.
1.4.5.
Use information technology tools to maintain, secure and monitor business records.
1.4.6.
Use an electronic database to access and create business and technical information.
1.4.7.
Use personal information management and productivity applications to optimize assigned
tasks (e.g., lists, calendars, address books).
1.4.8.
Use electronic media to communicate and follow network etiquette guidelines.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 1.5. Global Environment
With much discussion, students will evaluate how beliefs, values, attitudes and behaviors
influence organizational strategies and goals.
Competencies
1.5.1.
Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
1.5.2.
Describe how cultural intelligence skills influence the overall success and survival of an
organization.
1.5.3.
Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4.
Recognize barriers in cross‐cultural relationships and implement behavioral adjustments.
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1.5.5.
1.5.6.
1.5.7.
1.5.8.

Recognize the ways in which bias and discrimination may influence productivity and
profitability.
Analyze work tasks for understanding and interpretation from a different cultural perspective.
Use intercultural communication skills to exchange ideas and create meaning.
Identify how multicultural teaming and globalization can foster development of new and
improved products and services and recognition of new opportunities.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Strand 2.

Safety, Tools, and Equipment
Learners apply principles of protection, prevention and mitigation to create and maintain safe
working conditions at construction sites. Knowledge and skills may be applied in all aspects of
personal and site safety, including handling materials, using tools and equipment, working with
and around electricity, using personal protective equipment and operating heavy equipment.

Outcome/tpo

2.1. Site Safety
Given instrucitona and examples, students will handle materials, prevent accidents and mitigate
hazards with 100% accuracy.

Competencies
2.1.1.
Use Occupational Safety and Health Administration (OSHA)‐defined procedures for identifying
employer and employee responsibilities, working in confined spaces, managing worker safety
programs, using ground fault circuit interrupters (GFCIs), maintaining clearance and
boundaries and labeling.
2.1.2.
Identify and rectify or mitigate construction hazards associated with thresholds, slippery
surfaces and lighting.
2.1.3.
Calculate an example of load factors for constructing scaffolding, railings, ladders and
temporary structures.
2.1.6.
Identify the source of electrical hazards and use shutdown and established lock‐out/tag‐out
procedures.
2.1.7.
Identify and eliminate worksite clutter in accordance with standards for cleanliness and safety.
2.1.8.
Identify procedures for the handling, storage and disposal of hazardous materials.
2.1.9.
2.1.10.
2.1.11.
2.1.14.

Identify the location of emergency flush showers, eyewash fountains, Safety Data Sheets
(SDSs), fire alarms and exits.
Select and operate fire extinguishers based on the class of fire.
Identify the components of a hazardous materials safety plan.
Describe the interactions of incompatible substances when measuring and mixing chemicals.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Outcome/tpo2.2.

X

Structural

Personal Safety
Given proper PPE, students will practice personal safety in construction with 100% accuracy.

Competencies
2.2.1.
Interpret personal safety rights according to the employee Right‐to‐Know plan.
2.2.2.
Describe how working under the influence of drugs and alcohol increases the risk of accident,
lowers productivity, raises insurance costs, and reduces profits.
2.2.3.
Select, use, store, maintain and dispose of personal protective equipment (PPE) appropriate
to job tasks, conditions and materials.
2.2.4.
Identify workplace risk factors associated with lifting, operating and moving heavy objects
and establish an ergonomics process.
2.2.5.
Identify, inspect and use safety equipment appropriate for the task.
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2.2.6.

Demonstrate first aid and cardiopulmonary resuscitation (CPR).

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Strand 3.

X

Structural

Structural Construction
Learners apply principles of architectural engineering to erect residential, commercial and
industrial buildings. Knowledge and skills may be applied in constructing footings and
foundations; framing floors, walls, ceilings, roofs and stairs; completing exterior and interior
finishes; and repairing, restoring or remodeling existing structures.

Outcome/tpo 3.6. Roof Framing
Given examples and instruction students will construct roof framing with 85% accuracy.
Competencies
3.6.10.
Install underlayment (ice and water barriers) and shingles.
3.6.11.
Lay out and install shingles and other roof finishes (e.g., fiberglass, asphalt, wood, valley
material, felt paper, starter strip, hip and ridge caps).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.7. Exterior Finish Work
Given examples and instruction,s students will complete exterior finish with 85% accuracy.
Competencies
3.7.1.
Compare and contrast types and characteristics of doors and windows.
3.7.2.
Identify, describe, and assemble materials for exterior finishing.
3.7.3.
Install exterior door and window units and hardware.
3.7.4.
Install weather stripping and apply caulking and sealant.
3.7.5.
Install fascia and soffits with backing.
3.7.6.
Cut and install molding and frieze board.
3.7.7.
Case exterior openings.
3.7.8.
Install exterior siding or covering.
3.7.9.
Install exterior trim accessories (e.g., gutters, downspouts, louvers, shutters, posts, railings,
decorative moldings).
3.7.10.
Install draft stopping.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 3.9. Interior Finish Work
Given examples and instruction students will complete interior finish for residential, industrial
and commercial facilities with 85% accuracy.
Competencies
3.9.1.
Describe the different types and characteristics of drywall and finishing materials.
3.9.2.
Lay out the drywall installation and nail or screw pattern and install drywall and corner
accessories.
3.9.3.
Describe the effects insulation, vapor barriers and ventilation can have on controlling
moisture.
3.9.4.
Install insulation and vapor barriers for wall and ceiling finishes.
3.9.5.
Install drywall board.
3.9.6.
Finish drywall board.
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3.9.7.
3.9.8.
3.9.9.
3.9.10.
3.9.11.
3.9.12.
3.9.13.
3.9.15.

Lay out and install a suspended ceiling.
Prepare subfloor, install building paper and cut and install underlayment.
Lay out and install finished flooring (e.g., vinyl, carpet, wood, ceramic).
Install door units (e.g., prehung, double hung, folding, sliding) and door and builder’s
hardware.
Install interior door and window trim (e.g., stools, sills, jamb extensions, casing, mullions,
aprons).
Apply common drywall finishing compounds.
Apply finish coatings (e.g., paint, stains, varnishes, texturing, wallpaper).
Install cabinetry, shelving and related hardware.

An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Strand 6.

X

Structural

Planning and Design
Learners apply principles of architectural and civil engineering, drawing and construction with
current technology to develop, present and use construction proposals, plans and schematics.
Knowledge and skill may be applied throughout the project from preconstruction design through
all stages of building in residential, commercial and industrial applications.

Outcome/tpo 6.1. Proposals
Given instruction and example,s students will develop and present a design, proposal, or
concept with 70% accuracy.
Competencies
6.1.1.
Collect and analyze data to identify required deliverables (e.g., reports, studies, building
designs, drawings) based on client specifications.
6.1.2.
Create a visualization of a proposed project using data from relevant materials according to
client specifications and in compliance with building codes.
6.1.3.
Incorporate building structural systems, environmental systems, safety systems, building
envelope systems and building service systems into the design.
6.1.4.
Incorporate the Americans with Disabilities Act (ADA) Standards for Accessible Design.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Outcome/tpo 6.5. Construction Math
Given instruction and examples, students will calculate materials needed to complete
construction projects with a 70% accuracy.
Competencies
6.5.1.
Find surface area and volume for three‐dimensional objects, accurate to a specified level of
precision.
6.5.2.
Apply measurement scales to layout length, width, and angle measurements.
6.5.3.
Apply algebraic procedures and geometric concepts to reading construction documents.
6.5.4.
Use proportional reasoning and apply indirect measurement techniques (e.g., right triangle
trigonometry, properties of similar triangles).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Curriculum Mapping
Junior Level Program
Week
1
2
3
4

Technical Content (# and/or Outcome)
Career Expoloration
Safety
Safety
Tools and equipment safety

Course Name
Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction

Course #
178000
178000
178000
178000

5
6
7
8
9
10

Tools and equipment safety
Employbility Skills
Leadership and Communication Skills
Business Ethics and Law
Global Environment
Business Literacy

Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction

178000
178000
178000
178000
178000
178000

11
12
13
14
15
16

Financial Managemnet
Site Safety
Personal safety
Planning and design
Construction drawings
Construction Math

Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction
Core and Sustainable Construction

178000
178000
178000
178000
178000
178000

17
18

Core and Sustainable Construction
Core and Sustainable Construction

178000
178000

19
20
21

Construction and Facility Management
Maintanence operations
Semester Exams
Brick , Block , and Concrete
Brick , Block , and Concrete
Brick , Block , and Concrete

Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills

178001
178001
178001

22
23
24
25
26
27

Floor Framing
Floor Framing
Floor Framing
Wall Framing
Wall Framing
Wall Framing

Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills

178001
178001
178001
178001
178001
178001

28
29
30
31
32
33

Roof Framing
Roof Framing
Roof Framing
Exterior finishing
Stairs
Planning and Design

Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills

178001
178001
178001
178001
178001
178001

34
35
36

Construction Drawings
Constrcution Math
Math and Drawings
Final Exams

Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills
Carpentry and Masonry Tech Skills

178001
178001
178001
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Curriculum Mapping
Senior Level Program
Week
1
2
3
4

Technical Content (# and/or Outcome)
Safety
Safety
Employability
Environment

Course Name
Structural Systems
Structural Systems
Structural Systems
Structural Systems

Course #
178003
178003
178003
178003

5
6
7
8
9
10

Excavation
Site Preparation
Floor framing
Floor framing
Floor framing
Wall Framing

Structural Systems
Structural Systems
Structural Systems
Structural Systems
Structural Systems
Structural Systems

178003
178003
178003
178003
178003
178003

11
12
13
14
15
16

Wall Framing
Wall Framing
Roof Framing
Roof Framing
Roof Framing
Stairs

Structural Systems
Structural Systems
Structural Systems
Structural Systems
Structural Systems
Structural Systems

178003
178003
178003
178003
178003
178003

17
18

Structural Systems
Structural Systems

178003
178003

19
20
21

Stairs
Construction Math
Semester Exams
Exterior Finish
Roofing Finish
Windows

Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish

178004
178004
178004

22
23
24
25
26
27

Doors
Fascia, Soffit, and Siding
Fascia, Soffit, and Siding
Downspout and Gutters
Insulation
Vapor Barrier

Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish

178004
178004
178004
178004
178004
178004

28
29
30
31
32
33

Drywall
Drywall
Drywall
Suspended Ceiling
Interior Trim
Interior Trim

Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish

178004
178004
178004
178004
178004
178004

34
35
36

Vinyl Floor
Carpeting
Wood floor

Structural Coverings&Finish
Structural Coverings&Finish
Structural Coverings&Finish

178004
178004
178004

Final Exams
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Section 7: Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the
business community. The standards set for these competencies are recommended by the
advisory committee members and local employers in the community and evaluated by the
teacher following these guidelines. In order to receive credit for the course, competencies to
be mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the
effectiveness of the total program, the following procedures will be used:
•
•
•
•
•
•
•
•
•
•
•

Pretests
Post tests
Teacher observation and evaluation
Notebooks
Portfolio
Class discussions
Skill testing
Project development
Daily grades
Lab performance
Work-based learning experiences

Measurement of learning will be an ongoing activity with emphasis on laboratory activities
and competency improvement. Evaluation will be accomplished through pre-assessment of
student’s skills, frequent formative assessment, both visual and written, and summative
evaluation to determine the mastery of competencies. Formative assessments that are
conducted during instruction help the teacher make necessary instructional adjustments.
The instructor may decide to alter instructional materials and methods if students are
experiencing difficulties in learning what is being taught. All evaluations are in the form of
points received out of points possible. A percentage is then calculated and a letter grade is
assigned. Progress reports on all students are distributed to parents on the mid-term of
each grading period.
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Employability Skills:
Employability is a major part of a student’s grade. It is considered in all areas of evaluation including
participation, staying on task, behavior, and being prepared.

Grading Scale:
92% - 100% A
82% - 91% B
72% - 81% C
62% - 71% D
0% - 61% F

Reference and Resource Materials:
Textbook(s):
Modern Carpentry
NCCER Building Trades Modules
Residential Wiring
Residential Plumbing
House Wiring Simplified
Workbook(s):
Modern Carpentry
NCCER Hand-outs
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Approval by School Board Resolution
Findlay City Schools
WHEREAS, the Cosmetology Advisory Committee of the Findlay City Schools has reviewed
the Cosmetology Course of Study, and WHEREAS, the course of study is based upon the
Ohio Career Field Technical Content Standards for Cosmetology and
WHEREAS, the Cosmetology Advisory Committee has reviewed these competencies and has
edited competencies to address local labor market needs, and to acknowledge the school
district’s ability to offer specialized programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Findlay City Schools adopt the Cosmetology Course of Study.

Approval date:
Superintendent

Approval date:
Board President
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Findlay City Schools

Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.

We believe…







All students and families have worth and are to be valued.
Students need a safe and inclusive environment, in order to fully express who they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must be vested in their
growth and development.
All students need opportunities in and out of the classroom.
The Seven Habits of Highly Effective People:
o Habit 1: Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Understand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw
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Overview of Program
Cosmetology at Millstream Career Center is a two-year program designed for 11th and 12th
grade students who are interested in pursuing post-secondary education or enter their
chosen career field upon graduation. The program curriculum is based on the Ohio Career
Field Technical Content Standards Document for Cosmetology. This curriculum is the
result of a comprehensive review and refinement of content by a panel of representatives
from secondary, post-secondary and business leaders.
Students are encouraged to take the right classes so that they are prepared for their next
step in life. The following middle/high school portion of the program of study is a
recommended sequence for students interested in this career field.
Program of Study
7

8

9

10

11

Language
Arts

Language
Arts

English 1

English 2

English 3

Math

Math

Algebra 1

Geometry

Algebra II

Science

Science

Biology

Biology/Anatomy or
Chemistry

Social
Studies

Social
Studies

9th Grade
Science
Social
Studies

Social
Studies

Cos I Related

PE

PE

Health/PE

PE

Pathway
Intro Course

Pathway
Intro
Course

Foreign
Language

Elective

Computer
Applications

Art

Cos I Lab

12
English IV
Math
US Govt/History
Cos II Related
Cos II Lab

Summer Cosmetology is required for all students enrolled in the cosmetology program.
Internships are started the summer between the 11th & 12th grade year.
In the 11th and 12th grade component of the program, all students are part of a seamless
curriculum, which allows student to transition into post-secondary programs or enter their
chosen career field upon graduation. Each curriculum contains outcomes and competencies
which are required.
The basic instructional philosophy for the program encourages project-based learning. An
advisory committee comprised of representatives from business and industry, program
graduates and academic representatives from school meets twice each year to provide input
and guidance in this program.
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Throughout the school year, students participate in a variety of work-based learning in order
to observe and interact with employees, employers and administrative personnel to learn
more about the industry as a whole. Early placement/ internships/ mentoring assignments/
job shadowing are all examples of work-based opportunities.
College credit opportunities for have been developed between Millstream Career Center and
various institutions of higher learning. There is on-going dialogue following the established
process and procedures between our school and each participating institutions of higher
learning to develop and maintain the college credit opportunities. Opportunities may include
college credit plus, articulated (bilateral) credit, CT2, waiver of classes or other formats
providing time-shortened or advanced skill college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization
SkillsUSA participation
SkillsUSA is a partnership of students, teachers and industry working together to ensure
America has a skilled workforce. SkillsUSA helps each student excel. Students can
participate in a variety of activities; community service, leadership and employability training
and skill competitions. Participation in Skills USA is required.
Students enrolled in Cosmetology are required to be members of SkillsUSA Participation in
SkillsUSA provides the student with experiences in competitive events at local, regional and
national levels. In addition to the competitive events, the student learns citizenship,
parliamentary procedures, democratic principles, social skills and civic responsibility.
Population Served
The program is open to all 11th and 12th grade students interested in employment the
Cosmetology occupations, regardless of educational and economic and/or physical
disadvantage. It is recommended for students to achieve at least a 2.0 grade point average,
2 credits of science (1 credit biology) with a passing grade and be on track for graduation.
Students must show proof of legal residency in the United States (Social Security Card,
green Card, Visa.)
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Occupations Addressed
High School Exit Careers
Salon Stylist
Haircolor Specialist
Nail Technician

Associate Degree Exit
Careers
Cosmetology Instructor

Baccalaureate Degree Exit
Careers
Cosmetology Instructor

Advanced Practice
Licensure
Business Degree

Business Degree

Esthetician

Performance Measures
Grading Procedures:
Related Grades for a 9-week period:
Tests
In Class Assignments / Quizzes
Employability

Grading Scale:








92 - 100
82 – 91

A
B

Lab Grade for a 9-week period
Employability
50%
Hands-on / Tasks
50%
100%

40%
10%
50%
100%
72 – 81
62 – 71

C
D

0 –61

F

Complete minimum of 20 required credits and meet one of the three Ohio
graduation requirements
90% of students will obtain program hours and pass cosmetology test with a
minimum of 75%
100% fulfillment of academic graduation requirements as outlined by the state of
Ohio or member school district
90% post program placement with 66% transition to post-secondary education
100% participation in CTSO
95% student attendance
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Course Summaries

Microbiology and Infection Control
Subject Code: 174115
Students will learn basic bacteriology, infection control, and salon safety practices. Students
will be able to recognize infectious disorders and contagious diseases learn the dispensary
requirements, product storage, and requirements of the laws and rules, which regulate the
cosmetology industry in Ohio.
Trichology
Subject Code: 174120
Students will learn the anatomy of the head and scalp, structure of the hair and various
techniques and procedures for analyzing hair, scalp disorders and diseases. Students will be
able to determine hair porosity, elasticity, density, texture and growth patterns as well as
conduct chemical tests for treated hair and ability to recommend corrective scalp treatment.
Fundamentals of Hair Cutting and Styling
Subject Code: 174125
Students will learn basic shampooing, conditioning and haircutting including trimming, wet
styling and thermal styling techniques when working with natural and synthetic hair.
Students will also learn infection control and safety along with the science of ergonomics.
Advanced Hair Cutting and Styling
Subject Code: 174130
Students will learn advanced cutting and formal styling using specialized equipment and
techniques. This course offers enhanced training in current trends and razor techniques.
Fundamentals of Chemical Services
Subject Code: 174135
Students will apply basic skills, knowledge, and safety practices when giving
permanent/chemical waves, curl re-forming, chemical relaxers and hair color techniques to
include tinting, highlighting, bleaching, and foiling.
Advanced Chemical Services
Subject Code: 174140
Students will learn advanced chemical services using specialized products and techniques.
Students will do advanced coloring, dimensional coloring, corrective techniques, texturizing,
and advanced chemical wave wrapping techniques.
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Hand & Foot Treatment Fundamentals and Enhancements
Subject Code: 174145
Students will learn the knowledge and skills to perform both manicures and pedicures. They
will learn how to maintain personal hygiene and infection control. Students will give plain/oil
manicures, pedicures, and hand/arm & foot/leg massages. Enhanced hand and foot
treatments using specialized products and techniques will be performed.
Skin Care Fundamentals and Enhancements
Subject Code: 174150
Students will apply the principles of anatomy, skin analysis, infection control and safety to
safe hair removal, skincare treatments, and facial massage. Students will use electrical and
manipulative facial treatments including masks, packs, make-up techniques. Students will
also learn advanced skin care treatments, targeted massage, and enhancement
applications using specialized products and techniques.
Salon Operations and Communications
Subject Code: 174155
Students will learn the fundamentals of managing a cosmetology salon. Students will learn
about employment and customer liability, insurance, leases, record keeping,
communication, and sales.
Human Services Capstone
Subject Code: 174010
The capstone course provides opportunities for students to apply knowledge, attitudes and
skills that were learned in Human Resources program in a more comprehensive and
authentic way. Capstones often include project/problem based learning opportunities that
occur both in and away from school. Under supervision of the school and through
community partnerships, students may combine classroom learning with work experience.
This course can be delivered through a variety of delivery methods including cooperative
education or apprenticeship.
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Human Services Career Field
Microbiology and Infection Control
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and
employability in an entrepreneur, manager and employee role to the leadership, planning,
developing and analyzing of business enterprises related to the career field.

Outcome: 1.1.

Employability Skills
Given role playing scenario, with a mock job interview, guest service experience, and theory
applications students will develop career awareness and employability skills (e.g., face‐to‐
face, online) needed for gaining and maintaining employment in diverse business settings
assessed by teacher evaluation at 75% passing.

Competencies
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.
Outcome: 1.3.

Business Ethics and Law
Through advanced application of ORC 4713 and OAC 4713, and theory applications
students will analyze how professional, ethical and legal behavior contributes to continuous
improvement in organizational performance and regulatory compliance assessed by
teacher evaluation at 75% passing.

Competencies
1.3.1.
Analyze how regulatory compliance affects business operations and organizational performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work environment.
1.3.4.
Identify how federal and state consumer protection laws affect products and services.
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], United States Environmental Protection Agency
[EPA], United States Occupational Safety and Health Administration [OSHA]) that contribute to the
continuous improvement of the organization.
Outcome: 1.8.

Operations Management
Given role playing scenario, guest service experience, and theory applications students will
plan, organize and monitor an organization or department to maximize contribution to
organizational goals and objectives assessed by teacher evaluation at 75% passing.

Competencies
1.8.10. Analyze how business management and environmental management systems (e.g., health, safety)
contribute to continuous improvement and sustainability.
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Strand 2.

Human Body System
Learners will analyze and explain the various forms, and functions associated with body
systems and alterations from a normal state. Particular emphasis is given to disorders of
the hair, skin, and scalp.

Outcome: 2.2.

Disorders of the Skin, Glands, Hair and Scalp
Students are provided with textbooks and are expected to read, do assignments, etc. They
are assessed using tests, check lists, etc., guest service experience, and theory applications
students will explain the various disorders and treatments associated with the skin, hair,
glands, and scalp assessed by teacher evaluation at 75% passing.

Competencies
2.2.1.
Identify and describe diseases, and disorders of the skin and glands.
2.2.5.
Describe the various contagious and non-contagious disorders of the hair and scalp.
Strand 3.

Outcome: 3.1.

Health and Safety Interventions
Students analyze the impact of hygiene and bacteriology on personal care services and how
to demonstrate safe practices in accordance with federal, state and local regulations.
Students gain general knowledge in infection control, prevention, and reducing risk of
injury.
Environmental Interventions
Given role-playing scenario, guest service experience, and theory applications students will
create and maintain a safe and sanitary environment assessed by teacher evaluation at
75% passing.

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention.
3.1.2.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
3.1.3.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.4.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
3.1.5.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult and
loss of power.
3.1.6.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial) and
provide safety precautions.
3.1.7.
Account for all instruments, supplies and equipment.
3.1.8.
Perform the safe operation, packing and cleaning of equipment.
3.1.9.
Prepare and dispense solutions made from concentrates according to manufacturers’ directions.
3.1.10. Explain the need for appropriate working heights of chairs, stools, footrests, work areas and
equipment.
3.1.11. Properly position clients to safely deliver service.

Outcome: 3.2.

Principles of Infection Control
Given role-playing scenario, guest service experience, lab skill applications and theory
applications. Students are provided with textbooks and are expected to read, do
assignments, etc. They are also assessed using tests; check lists, rubrics, etc. Students will
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use principles of infection control to prevent the growth and spread of pathogenic
microorganisms, infection, and ensure client safety assessed by teacher evaluation at 75%
passing.
Competencies
3.2.1.
Identify the different types and classifications of bacteria.
3.2.2.
Explain bacteria growth and its relationship to diseases and infection.
3.2.3.
Describe the chain of infection and mechanisms for the spread of infection.
3.2.4.
Implement methods of controlling or eliminating microorganisms and the importance of practices
that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
3.2.5.
Use personal protective equipment (PPE) when encountering body fluids, potential of splashing, or
respiratory droplets. (e.g., sneezing, coughing)
3.2.6.
Perform various decontamination techniques and procedures.
3.2.7.
Dispose of refuse and biodegradable materials, according to manufacturers’ directions and state
and federal requirements.
3.2.8.
Implement effective draping and client protection techniques.
3.2.9
Apply principles of decontamination (e.g. sanitize, disinfect, and sterilize.)
Strand 4.

Hair and Skin Services
Students will learn to apply and analyze shampoo, rinse and conditioning services to
clients. Students will perform hair analysis, cutting and styling services. Concepts and
application of chemical waving, lightening, and coloring will be performed on clients.

Outcome: 4.2.

Chemical Texturing
Students are provided with textbooks and are expected to read, do assignments, etc. They
are also assessed using tests; check lists, rubrics,
given role playing scenarios, guest service experience, lab skill applications and theory
applications students will explain and demonstrate the procedures and techniques used in
permanent waving, chemical relaxing, and curl reforming services assessed by teacher
evaluation at 75% passing.

Competencies
4.2.2.
Based on the composition and current state of hair and scalp, evaluate possible reactions to various
chemical treatments (e.g., permanent wave, relax).
4.2.5.
Describe special problems associated with chemical waving or chemical hair relaxing procedures.
4.2.9.
Apply knowledge of possible adverse chemical reactions to the skin.
4.2.10. Apply the proper chemicals required for a permanent wave or chemical relaxer.
Outcome: 4.3.

Hair Coloring
Students are provided with textbooks and are expected to read, do assignments, etc. They
are also assessed using tests; check lists, rubrics,
role playing scenarios, guest service experience, lab skill applications and theory
applications students will students will define the law of color and identify the natural and
artificial tone and level to perform a hair color technique assessed by teacher evaluation at
75% passing.

Competencies
4.3.5.
Identify potential problems that may be encountered during a hair coloring procedure and explain
corrective measures.
4.3.8.
Perform an FDA mandated skin test.
4.3.9
Select and assemble all needed materials.
4.3.13. Perform a strand test.
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Outcome: 4.5.

Haircutting
Students are provided with textbooks and are expected to read, do assignments, etc. They
are also assessed using tests; check lists, rubrics, etc.
Given role playing scenario, guest service experience, lab skill applications and theory
applications students will cut hair to create various forms and shapes while demonstrating
the proper use of equipment assessed by teacher evaluation at 75% passing.

Competencies
4.5.4.
Apply the use of razors, shears and clippers to achieve the desired results.
Strand 5.

Nail and Facial Services
Students will examine the nails and recognize common disorders and diseases. Students
will apply techniques for various facial services for clients. Students will also apply face,
arm, and hand massage techniques for clients.

Outcome: 5.1.

Nail Care
Students are provided with textbooks and are expected to read, do assignments, etc. They
are also assessed using tests, check lists, rubrics, role playing scenario, guest service
experience, lab skill applications and theory applications students will perform basic and
advanced nail care services for clients assessed by teacher evaluation at 75% passing.

Competencies
5.1.4.
Identify health conditions that prohibit the safe use of massage.
5.1.8.
Perform proper techniques for foot care, including sanitizing and soaking.
5.1.13. Correctly apply artificial material to the natural nail following safety protocol.

Human Services Career Field
Trichology
Strand 1.

Outcome: 1.3.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability
in an entrepreneur, manager and employee role to the leadership, planning, developing and
analyzing of business enterprises related to the career field.
Business Ethics and Law
Given role playing scenario, guest service experience, lab skill applications and theory
applications students will analyze how professional, ethical and legal behavior contributes
to continuous improvement in organizational performance and regulatory compliance
assessed by teacher evaluation at 75% passing.

Competencies
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work environment.
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], United States Environmental Protection Agency
[EPA], United States Occupational Safety and Health Administration [OSHA]) that contribute to the
continuous improvement of the organization.
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Outcome: 1.10.

Sales and Marketing
Given role playing scenario, guest service experience, lab skill applications and theory
applications students will manage pricing, place, promotion, packaging, positioning and
public relations to improve quality customer service assessed by teacher evaluation at 75%
passing.

Competencies
1.10.2. Determine the customer's/client’s needs and identify solutions and potential community resources.
1.10.9. Describe how product mix (e.g., product line, product items) maximizes sales revenues, market,
share and profit margin.

Strand 2.

Outcome: 2.1.

Human Body System
Learners will analyze and explain the various forms, and functions associated with body
systems and alterations from a normal state. Particular emphasis is given to disorders of
the hair, skin, and scalp.
The Human Body
Students are provided with textbooks and are expected to read, do assignments, etc. They are also
assessed using tests; check lists, rubrics,
lab skill applications and theory applications students will describe the
various human body systems and their functions assessed by teacher
evaluation at 75% passing.

Competencies
2.1.1.
Describe the function and components of the respiratory system and pulmonary ventilation and
factors influencing respiratory rates.
2.1.2.
Describe nerve tissue and the nervous system, including regions of the brain and their function.
2.1.3.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, and various
bone structures.
2.1.4.
Describe the immune system and the lymphatic system's role in immunity.
2.1.5.
Describe the sensory system, related structures and functions.
2.1.6.
Describe the endocrine system, its structures and the role of hormones.
2.1.7.
Describe the integumentary system, related structures and functions.
2.1.8.
Describe the difference between pathology and physiology.

Outcome: 2.2.

Disorders of the Skin, Glands, Hair and Scalp
Students are provided with textbooks and are expected to read, do assignments, lab skill applications
and theory applications students will Identify and explain the various disorders and procedures
associated with the skin, hair, glands, and scalp assessed by using tests; check lists, rubrics, etc. with
the teacher evaluation at 75% passing.

Competencies
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2.2.1.
2.2.2.
2.2.3.
2.2.4.
2.2.5.
2.2.6.
2.2.7.

Identify and describe diseases, and disorders of the skin and glands.
Describe procedures for skin disorders.
Explain the composition and structure of the hair follicle.(e.g., structure, shape, distribution and
growth).
Complete a hair analysis and describe the qualities of hair.
Describe the various contagious and non-contagious disorders of the hair and scalp.
Explain corrective hair and scalp procedures.
Describe appropriate scalp manipulations and their respective functions.

Strand 3.

Outcome: 3.1.

Health and Safety Interventions
Students analyze the impact of hygiene and bacteriology on personal care services and how
to demonstrate safe practices in accordance with federal, state and local regulations.
Students gain general knowledge in infection control, prevention, and reducing risk of
injury.
Environmental Interventions
Given lab skill applications and theory applications students will create and maintain a safe
and sanitary environment assessed by teacher evaluation at 75% passing.

Competencies
3.1.1. Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention.
Outcome: 3.2.

Principles of Infection Control
Given lab skill applications and theory applications students will use principles of infection control to
prevent the growth and spread of pathogenic microorganism’s, infection, and ensure client safety.
They are also assessed using tests; check lists, rubrics, by teacher evaluation at 75% passing.

Competencies
3.2.1.
Identify the different types and classifications of bacteria.
3.2.2.
Explain bacteria growth and its relationship to diseases and infection.
3.2.3.
Describe the chain of infection and mechanisms for the spread of infection.
3.2.4.
Implement methods of controlling or eliminating microorganisms and the importance of practices
that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
3.2.5.
Use personal protective equipment (PPE) when encountering body fluids, potential of splashing, or
respiratory droplets. (e.g., sneezing, coughing)
3.2.6.
Perform various decontamination techniques and procedures.
3.2.7.
Dispose of refuse and biodegradable materials, according to manufacturers’ directions and state
and federal requirements.
3.2.8.
Implement effective draping and client protection techniques.
3.2.9
Apply principles of decontamination (e.g. sanitize, disinfect, and sterilize.)

Strand 4.

Outcome: 4.1.

Hair and Skin Services
Students will learn to apply and analyze shampoo, rinse and conditioning services to
clients. Students will perform hair analysis, cutting and styling services. Concepts and
application of chemical waving, lightening, and coloring will be performed on clients.
Perform Shampooing and Conditioning Services.
Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, etc. Given lab skill applications and
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theory applications students will describe and perform various hair services including
shampooing, conditioning and treatments of the scalp assessed by teacher evaluation at
75% passing
Competencies
4.1.1.
Explain the function of shampoo, rinse and conditioning services.
4.1.2.
Compare and contrast product composition and product features and select for each service.
4.1.3.
Evaluate the hair’s chemical composition and structure
4.1.4.
Apply and rinse shampoo thoroughly through the clients scalp.
4.1.5.
Apply and rinse treatment or conditioner based on manufacturer’s guidelines.
4.1.6.
Perform necessary procedural adjustments to accommodate different types and textures of hair.
4.1.7.
Complete the proper manipulation based on scalp analysis and client assessment.
Outcome: 4.4.

Hair Styling Services
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists. Given lab skill applications and theory
applications students will use form and texture, combined with direction and movement to
create a hair style for natural and artificial hair assessed by teacher evaluation at 75%
passing.

Competencies
4.4.4.
Clean and store wigs and hairpieces care procedures (e.g., styling, cleaning, storing).

Human Services Career Field
Fundamentals of Hair Cutting and Styling
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and
employability in an entrepreneur, manager and employee role to the leadership, planning,
developing and analyzing of business enterprises related to the career field.

Outcome: 1.2.

Leadership and Communications
Given lab skill applications and theory applications students will process, maintain,
evaluate and disseminate information in a business. Develop leadership and team building
to promote collaboration assessed by teacher evaluation at 75% passing.

Competencies
1.2.3.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4.
Use negotiation and conflict‐resolution skills to reach solutions.
1.2.5.
Communicate information for an intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of communication.
1.2.7.
Use problem‐solving and consensus‐building techniques to draw conclusions and determine next
steps.
1.2.8.
Identify the strengths, weaknesses and characteristics of leadership styles that influence internal
and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or electronic communications.
1.2.14. Use motivational strategies to accomplish goals.
Outcome: 1.3.

Business Ethics and Law
Given lab skill applications and theory applications students will analyze how professional,
ethical and legal behavior contributes to continuous improvement in organizational
performance and regulatory compliance assessed by teacher evaluation at 75% passing.
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Competencies
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work environment.
1.3.3.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity,
compassion, justice).
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], United States Environmental Protection Agency
[EPA], United States Occupational Safety and Health Administration [OSHA]) that contribute to the
continuous improvement of the organization. Protection Agency [EPA], United States Occupational
Safety and Health Administration [OSHA]) that contribute to the continuous improvement of the
organization.

Outcome: 1.10.

Sales and Marketing
Given lab skill applications, theory applications and scenario role playing students will
manage pricing, place, promotion, packaging, positioning and public relations to improve
quality customer service assessed by teacher evaluation at 75% passing.

Competencies
1.10.2. Determine the customer's/client’s needs and identify solutions and potential community resources.
1.10.3. Communicate features, benefits and warranties of a product or service to the customer/client.
1.10.4. Identify the company policies and procedures for initiating product and service improvements.

Strand 2.

Human Body System
Learners will analyze and explain the various forms, and functions associated with body
systems and alterations from a normal state. Particular emphasis is given to disorders of
the hair, skin, and scalp.

Outcome: 2.1.

The Human Body
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will describe the various human body systems and their functions
assessed by teacher evaluation at 75% passing.

Competencies
2.1.2.
Describe nerve tissue and the nervous system, including regions of the brain and their function.
2.1.3.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, and various
bone structures.
Outcome: 2.2.

Disorders of the Skin, Glands, Hair and Scalp
Given lab skill applications and theory applications students will Identify and explain the
various disorders and procedures associated with the skin, hair, glands, and scalp
assessed by teacher evaluation at 75% passing.

Competencies
2.2.1.
Identify and describe diseases, and disorders of the skin and glands.
2.2.2.
Describe procedures for skin disorders.
2.2.3.
Explain the composition and structure of the hair follicle.(e.g., structure, shape, distribution and
growth).
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2.2.4.
2.2.5.
2.2.6.
2.2.7.

Complete a hair analysis and describe the qualities of hair.
Describe the various contagious and non-contagious disorders of the hair and scalp.
Explain corrective hair and scalp procedures.
Describe appropriate scalp manipulations and their respective functions.

Strand 3.

Outcome: 3.1.

Health and Safety Interventions
Students analyze the impact of hygiene and bacteriology on personal care services and how
to demonstrate safe practices in accordance with federal, state and local regulations.
Students gain general knowledge in infection control, prevention, and reducing risk of
injury.

Environmental Interventions
Given lab skill applications, theory applications and scenario role-playing the students will
create and maintain a safe and sanitary environment assessed by the teacher evaluation at
75% passing

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention.
3.1.2.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
3.1.3.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.4.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
3.1.5.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult and
loss of power.
3.1.6.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial) and
provide safety precautions.
3.1.7.
Account for all instruments, supplies and equipment.
3.1.8.
Perform the safe operation, packing and cleaning of equipment.
3.1.9.
Prepare and dispense solutions made from concentrates according to manufacturers’ directions.
3.1.10. Explain the need for appropriate working heights of chairs, stools, footrests, work areas and
equipment.
3.1.11. Properly position clients to safely deliver service.

Outcome: 3.2.

Principles of Infection Control
Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications, theory
applications and scenario role playing the students will use principles of infection control to
prevent the growth and spread of pathogenic microorganism’s, infection, and ensure client
safety assessed by teacher evaluation at 75% passing.

Competencies
3.2.1.
Identify the different types and classifications of bacteria.
3.2.2.
Explain bacteria growth and its relationship to diseases and infection.
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3.2.3.
3.2.4.
3.2.5.
3.2.6.
3.2.7.
3.2.8.
3.2.9

Describe the chain of infection and mechanisms for the spread of infection.
Implement methods of controlling or eliminating microorganisms and the importance of practices
that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
Use personal protective equipment (PPE) when encountering body fluids, potential of splashing, or
respiratory droplets. (e.g., sneezing, coughing)
Perform various decontamination techniques and procedures.
Dispose of refuse and biodegradable materials, according to manufacturers’ directions and state
and federal requirements.
Implement effective draping and client protection techniques.
Apply principles of decontamination (e.g. sanitize, disinfect, and sterilize.)

Strand 4.

Outcome: 4.1.

Hair and Skin Services
Students will learn to apply and analyze shampoo, rinse and conditioning services to
clients. Students will perform hair analysis, cutting and styling services. Concepts and
application of chemical waving, lightening, and coloring will be performed on clients.
Perform Shampooing and Conditioning Services.
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications, theory
applications the students will students will describe and perform various hair services
including shampooing, conditioning and procedures of the scalp assessed by teacher
evaluation at 75% passing.

Competencies
4.1.1.
Explain the function of shampoo, rinse and conditioning services.
4.1.2.
Compare and contrast product composition and product features and select for each service.
4.1.3.
Evaluate the hair’s chemical composition and structure
4.1.4.
Apply and rinse shampoo thoroughly through the clients scalp.
4.1.5.
Apply and rinse treatment or conditioner based on manufacturer’s guidelines.
4.1.6.
Perform necessary procedural adjustments to accommodate different types and textures of hair.
4.1.7.
Complete the proper manipulation based on scalp analysis and client assessment.
Outcome: 4.4.

Hair Styling Services
Given lab skill applications and theory applications students will use form and texture,
combined with direction and movement to create a hairstyle for natural and artificial hair
assessed by teacher evaluation at 75% passing.

Competencies
4.4.1.
Describe the various types of human and synthetic hairpiece materials.
4.4.2.
Recognize and select various artificial hair techniques.
4.4.3.
Measure and demonstrate a client for an appropriately fitted wig or hairpiece (e.g., shape, block,
adjust).
4.4.4.
Clean and store wigs and hairpieces care procedures (e.g., styling, cleaning, storing).
4.4.5.
Compare and contrast various hair styles in relation to texture, direction, and movement.
4.4.6.
Describe how various waves, curls and braids contribute as major components of styling hair.
4.4.7.
Compare and contrast the various hair styling implements (e.g., rollers, clips) to the desired styles.
4.4.8.
Perform thermal styling techniques and their respective applications.
4.4.9.
Complete a finished style comb-out.
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4.4.10.
4.4.11.

Perform “wet set” using principles of design (i.e. hair sculpturing, rollers and fingerwaves).
Apply braiding techniques to natural and artificial hair.

Outcome: 4.5.

Haircutting
Given lab skill applications and theory applications students will students will cut hair to
create various forms and shapes while demonstrating the proper use of equipment
assessed by teacher evaluation at 75% passing.

Competencies
4.5.1.
Describe and demonstrate the use of razors, shears and clippers.
4.5.2.
Describe sectioning, angles, lines and elevation.
4.5.3.
Divide hair in to sections according to desired haircut.
4.5.4.
Apply the use of razors, shears and clippers to achieve the desired results.
4.5.5.
Apply the use of lines and angles to obtain the desired results.
4.5.6.
Edge and clean neckline to the appropriate shape and length.
4.5.7.
Evaluate haircut for proportion and balance.

Strand 5.

Nail and Facial Services
Students will examine the nails and recognize common disorders and diseases. Students
will apply techniques for various facial services for clients. Students will also apply face,
arm, and hand massage techniques for clients.

Outcome: 5.2.

Skin Care Services
Given lab skill applications and theory applications students will perform facial services
including hair removal, facial massage, and makeup procedures assessed by teacher
evaluation at 75% passing.

Competencies
5.2.6.
Analyze facial features and face shape.

Human Services Career Field
Advanced Hair Cutting and Styling
Strand 4.

Outcome: 4.1.

Hair and Skin Services
Students will learn to apply and analyze shampoo, rinse and conditioning services to
clients. Students will perform hair analysis, cutting and styling services. Concepts and
application of chemical waving, lightening, and coloring will be performed on clients.
Perform Shampooing and Conditioning Services
Given lab skill applications and theory applications students will describe and perform
various hair services including shampooing, conditioning and procedures of the scalp
assessed by teacher evaluation at 75% passing.

Competencies
4.1.2. Compare and contrast product composition and product features and select for each service.
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Outcome: 4.4.

Hair Styling Services
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will use form and texture, combined with direction and movement to
create a hair style for natural and artificial hair assessed by teacher evaluation at 75%
passing.

Competencies
4.4.1.
Describe the various types of human and synthetic hairpiece materials.
4.4.2.
Recognize and select various artificial hair techniques.
4.4.3.
Measure and demonstrate a client for an appropriately fitted wig or hairpiece (e.g., shape, block,
adjust).
4.4.4.
Clean and store wigs and hairpieces care procedures (e.g., styling, cleaning, storing).
4.4.5.
Compare and contrast various hair styles in relation to texture, direction, and movement.
4.4.6.
Describe how various waves, curls and braids contribute as major components of styling hair.
4.4.7.
Compare and contrast the various hair styling implements (e.g., rollers, clips) to the desired styles.
4.4.8.
Perform thermal styling techniques and their respective applications.
4.4.9.
Complete a finished style comb-out.
4.4.10. Perform “wet set” using principles of design (i.e. hair sculpturing, rollers and fingerwaves).
4.4.11. Apply braiding techniques to natural and artificial hair.

Outcome: 4.5.

Haircutting
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, lab skill applications and theory
applications students will cut hair to create various forms and shapes while demonstrating
the proper use of equipment assessed by teacher evaluation at 75% passing.

Competencies
4.5.1.
Describe and demonstrate the use of razors, shears and clippers.
4.5.2.
Describe sectioning, angles, lines and elevation.
4.5.3.
Divide hair in to sections according to desired haircut.
4.5.4.
Apply the use of razors, shears and clippers to achieve the desired results.
4.5.5.
Apply the use of lines and angles to obtain the desired results.
4.5.6.
Edge and clean neckline to the appropriate shape and length.
4.5.7.
Evaluate haircut for proportion and balance.
Strand 5.

Nail and Facial Services
Students will examine the nails and recognize common disorders and diseases. Students
will apply techniques for various facial services for clients. Students will also apply face,
arm, and hand massage techniques for clients.

Outcome: 5.2.

Skin Care Services
Given lab skill applications and theory applications students will perform facial services
including hair removal, facial massage, and makeup procedures assessed by teacher
evaluation at 75% passing.

Competencies
5.2.6.
Analyze facial features and face shape.
23

Human Services Career Field
Fundamentals of Chemical Service
Strand 3.

Health and Safety Interventions
Students analyze the impact of hygiene and bacteriology on personal care services and how
to demonstrate safe practices in accordance with federal, state and local regulations.
Students gain general knowledge in infection control, prevention, and reducing risk of
injury.

Outcome: 3.1.

Environmental Interventions
Given lab skill applications and theory applications students will create and maintain a safe
and sanitary environment assessed by teacher evaluation at 75% passing.

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention.
3.1.2.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
3.1.3.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.4.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
3.1.5.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult and
loss of power.
3.1.6.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial) and
provide safety precautions.
3.1.7.
Account for all instruments, supplies and equipment.
3.1.8.
Perform the safe operation, packing and cleaning of equipment.
3.1.9.
Prepare and dispense solutions made from concentrates according to manufacturers’ directions.
3.1.10. Explain the need for appropriate working heights of chairs, stools, footrests, work areas and
equipment.
3.1.11. Properly position clients to safely deliver service.
Outcome: 3.2.

Principles of Infection Control
Given lab skill applications and theory applications students will use principles of infection
control to prevent the growth and spread of pathogenic microorganisms, infection, and
ensure client safety assessed by teacher evaluation at 75% passing.

Competencies
3.2.1.
Identify the different types and classifications of bacteria.
3.2.2.
Explain bacteria growth and its relationship to diseases and infection.
3.2.3.
Describe the chain of infection and mechanisms for the spread of infection.
3.2.4.
Implement methods of controlling or eliminating microorganisms and the importance of practices
that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
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3.2.5.
3.2.6.
3.2.7.
3.2.8.
3.2.9

Use personal protective equipment (PPE) when encountering body fluids, potential of splashing, or
respiratory droplets. (e.g., sneezing, coughing)
Perform various decontamination techniques and procedures.
Dispose of refuse and biodegradable materials, according to manufacturers’ directions and state
and federal requirements.
Implement effective draping and client protection techniques.
Apply principles of decontamination (e.g. sanitize, disinfect, and sterilize.)

Strand 4.

Hair and Skin Services
Students will learn to apply and analyze shampoo, rinse and conditioning services to
clients. Students will perform hair analysis, cutting and styling services. Concepts and
application of chemical waving, lightening, and coloring will be performed on clients.

Outcome: 4.1.

Perform Shampooing and Conditioning Services
Given lab skill applications and theory applications students will describe and perform
various hair services including shampooing, conditioning and procedures of the scalp
assessed by teacher evaluation at 75% passing.

Competencies
4.1.1.
Explain the function of shampoo, rinse and conditioning services.
4.1.2.
Compare and contrast product composition and product features and select for each service.
4.1.3.
Evaluate the hair’s chemical composition and structure
4.1.4.
Apply and rinse shampoo thoroughly through the clients scalp.
4.1.5.
Apply and rinse treatment or conditioner based on manufacturer’s guidelines.
4.1.6.
Perform necessary procedural adjustments to accommodate different types and textures of hair.
4.1.7.
Complete the proper manipulation based on scalp analysis and client assessment.4.4.11. Apply
braiding techniques to natural and artificial hair.
Outcome: 4.2.

Chemical Texturing
Given lab skill applications and theory applications students will explain and demonstrate
the procedures and techniques used in permanent waving, chemical relaxing, and curl
reforming services assessed by teacher evaluation at 75% passing.

Competencies
4.2.1.
Describe the chemical and physical changes associated with perms and other chemical treatments.
4.2.2
Based on the composition and current state of hair and scalp, evaluate possible reactions to various
chemical treatments (e.g., permanent wave, relax).
4.2.3.
Differentiate between waving solution and neutralizer, and alkaline and acid-based perm.
4.2.4.
Explain chemical waving or hair relaxing procedures and daily care.
4.2.5.
Describe special problems associated with chemical waving or chemical hair relaxing procedures.
4.2.6.
Contrast the various implements (e.g., rods, clips) used in chemical procedures.
4.2.7.
Perform sectioning, blocking and wrapping techniques.
4.2.8.
Complete the strand testing procedure.
4.2.9.
Apply knowledge of possible adverse chemical reactions to the skin.
4.2.10. Apply the proper chemicals required for a permanent wave or chemical relaxer.
4.2.11. Apply the processing solution for the appropriate time to achieve desired results.
4.2.12. Blot, shampoo and/or neutralize all chemical solutions.
Outcome: 4.3.

Hair Coloring
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Given lab skill applications and theory applications students will define the law of color and
identify the natural and artificial tone and level to perform a hair color technique assessed
by teacher evaluation at 75% passing.
Competencies
4.3.1.
Explain color theory, “Law of Color,” chemistry of color, and their implications for hair procedures.
4.3.2.
Compare and contrast between temporary, semi-permanent, demi-permanent and permanent hair
color treatment.
4.3.3.
Explain the special characteristics and percentages of gray, white, and salt and pepper hair.
4.3.4.
Compare and contrast the chemicals used in hair coloring and select for the intended functions.
4.3.5.
Identify potential problems that may be encountered during a hair coloring procedure and explain
corrective measures.
4.3.6.
Use color swatch or chart to determine the most appropriate level and shades of color.
4.3.7.
Analyze hair texture, density, elasticity, porosity, condition and scalp for hair color or lightening
applications.
4.3.8.
Perform an FDA mandated skin test.
4.3.9
Select and assemble all needed materials.
4.3.10. Divide the hair into appropriate sections to visualize the scalp for proper application of product.
4.3.11. Describe techniques and procedures for hair color application.
4.3.12. Discuss the daily care of hair coloring treatments.
4.3.13. Perform a strand test.
4.3.14. Safely apply appropriate color, toner, and/or bleach according to manufacturer's guidelines.

Human Services Career Field
Advanced Chemical Services
Strand 3.

Health and Safety Interventions
Students analyze the impact of hygiene and bacteriology on personal care services and how
to demonstrate safe practices in accordance with federal, state and local regulations.
Students gain general knowledge in infection control, prevention, and reducing risk of
injury.

Outcome: 3.1.

Environmental Interventions
Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will create and maintain a safe and sanitary environment assessed by
teacher evaluation at
75% passing.

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention.
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3.1.2.
3.1.3.
3.1.4.
3.1.5.
3.1.6.
3.1.7.
3.1.8.
3.1.9.
3.1.10.
3.1.11.

Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
Demonstrate chemical and electrical safety and their application to the work environment.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult and
loss of power.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial) and
provide safety precautions.
Account for all instruments, supplies and equipment.
Perform the safe operation, packing and cleaning of equipment.
Prepare and dispense solutions made from concentrates according to manufacturers’ directions.
Explain the need for appropriate working heights of chairs, stools, footrests, work areas and
equipment.
Properly position clients to safely deliver service.

Outcome: 3.2.

Principles of Infection Control
Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will use principles of infection control to prevent the growth and
spread of pathogenic microorganism’s, infection, and ensure client safety assessed by
teacher evaluation at 75% passing.

Competencies
3.2.1.
Identify the different types and classifications of bacteria.
3.2.2.
Explain bacteria growth and its relationship to diseases and infection.
3.2.3.
Describe the chain of infection and mechanisms for the spread of infection.
3.2.4.
Implement methods of controlling or eliminating microorganisms and the importance of practices
that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
3.2.5.
Use personal protective equipment (PPE) when encountering body fluids, potential of splashing, or
respiratory droplets. (e.g., sneezing, coughing)
3.2.6.
Perform various decontamination techniques and procedures.
3.2.7.
Dispose of refuse and biodegradable materials, according to manufacturers’ directions and state
and federal requirements.
3.2.8.
Implement effective draping and client protection techniques.
3.2.9
Apply principles of decontamination (e.g. sanitize, disinfect, and sterilize.)
Strand 4.

Hair and Skin Services
Students will learn to apply and analyze shampoo, rinse and conditioning services to
clients. Students will perform hair analysis, cutting and styling services. Concepts and
application of chemical waving, lightening, and coloring will be performed on clients.

Outcome: 4.1.

Perform Shampooing and Conditioning Services
Given lab skill applications and theory applications students will describe and perform
various hair services including shampooing, conditioning and procedures of the scalp
assessed by teacher evaluation at 75% passing.

Competencies
4.1.1.
Explain the function of shampoo, rinse and conditioning services.
4.1.2.
Compare and contrast product composition and product features and select for each service.
4.1.3.
Evaluate the hair’s chemical composition and structure
4.1.4.
Apply and rinse shampoo thoroughly through the clients scalp.
4.1.5.
Apply and rinse treatment or conditioner based on manufacturer’s guidelines.
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4.1.6.
4.1.7.

Perform necessary procedural adjustments to accommodate different types and textures of hair.
Complete the proper manipulation based on scalp analysis and client assessment.4.4.11. Apply
braiding techniques to natural and artificial hair.

Outcome: 4.2.

Chemical Texturing
Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will explain and demonstrate the procedures and techniques used in
permanent waving, chemical relaxing, and curl reforming services assessed by teacher
evaluation at 75% passing.

Competencies
4.2.1.
Describe the chemical and physical changes associated with perms and other chemical treatments.
4.2.2
Based on the composition and current state of hair and scalp, evaluate possible reactions to various
chemical treatments (e.g., permanent wave, relax).
4.2.3.
Differentiate between waving solution and neutralizer, and alkaline and acid-based perm.
4.2.4.
Explain chemical waving or hair relaxing procedures and daily care.
4.2.5.
Describe special problems associated with chemical waving or chemical hair relaxing procedures.
4.2.6.
Contrast the various implements (e.g., rods, clips) used in chemical procedures.
4.2.7.
Perform sectioning, blocking and wrapping techniques.
4.2.8.
Complete the strand testing procedure.
4.2.9.
Apply knowledge of possible adverse chemical reactions to the skin.
4.2.10. Apply the proper chemicals required for a permanent wave or chemical relaxer.
4.2.11. Apply the processing solution for the appropriate time to achieve desired results.
4.2.12. Blot, shampoo and/or neutralize all chemical solutions.
Outcome: 4.3.

Hair Coloring
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will define the law of color and identify the natural and artificial tone
and level to perform a hair color technique assessed by teacher evaluation at 75% passing.

Competencies
4.3.1.
Explain color theory, “Law of Color,” chemistry of color, and their implications for hair procedures.
4.3.2.
Compare and contrast between temporary, semi-permanent, demi-permanent and permanent hair
color treatment.
4.3.3.
Explain the special characteristics and percentages of gray, white, and salt and pepper hair.
4.3.4.
Compare and contrast the chemicals used in hair coloring and select for the intended functions.
4.3.5.
Identify potential problems that may be encountered during a hair coloring procedure and explain
corrective measures.
4.3.6.
Use color swatch or chart to determine the most appropriate level and shades of color.
4.3.7.
Analyze hair texture, density, elasticity, porosity, condition and scalp for hair color or lightening
applications.
4.3.8.
Perform an FDA mandated skin test.
4.3.9
Select and assemble all needed materials.
4.3.10. Divide the hair into appropriate sections to visualize the scalp for proper application of product.
4.3.11. Describe techniques and procedures for hair color application.
4.3.12. Discuss the daily care of hair coloring treatments.
4.3.13. Perform a strand test.
4.3.14. Safely apply appropriate color, toner, and/or bleach according to manufacturer's guidelines.
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Human Services Career Field
Hand & Foot Fundamentals and Enhancements

Strand 1.

Outcome: 1.3.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability
in an entrepreneur, manager and employee role to the leadership, planning, developing and
analyzing of business enterprises related to the career field.
Business Ethics and Law
Given lab skill applications and theory applications students will analyze how professional,
ethical and legal behavior contributes to continuous improvement in organizational
performance and regulatory compliance assessed by teacher evaluation at 75% passing.

Competencies
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work environment.
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], United States Environmental Protection Agency
[EPA], United States Occupational Safety and Health Administration [OSHA]) that contribute to the
continuous improvement of the organization.

Strand 2.

Human Body System
Learners will analyze and explain the various forms, and functions associated with body
systems and alterations from a normal state. Particular emphasis is given to disorders of
the hair, skin, and scalp.

Outcome: 2.1.

The Human Body
Given lab skill applications and theory applications students will describe the various
human body systems and their functions assessed by teacher evaluation at 75% passing.

Competencies
2.1.1.
Describe the function and components of the respiratory system and pulmonary ventilation and
factors influencing respiratory rates.
2.1.2.
Describe nerve tissue and the nervous system, including regions of the brain and their function.
2.1.3.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, and various
bone structures.
2.1.4.
Describe the immune system and the lymphatic system's role in immunity.
2.1.5.
Describe the sensory system, related structures and functions.
2.1.6.
Describe the endocrine system, its structures and the role of hormones.
2.1.7.
Describe the integumentary system, related structures and functions.
2.1.8.
Describe the difference between pathology and physiology.

Outcome: 2.2.

Disorders of the Skin, Glands, Hair and Scalp.
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Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will identify and explain the various disorders and procedures
associated with the skin, hair, glands, and scalp assessed by teacher evaluation at 75%
passing.
Competencies
2.2.1.
Identify and describe diseases, and disorders of the skin and glands.
2.2.2.
Describe procedures for skin disorders.
2.2.3.
Explain the composition and structure of the hair follicle.(e.g., structure, shape, distribution and
growth).
2.2.4.
Complete a hair analysis and describe the qualities of hair.
2.2.5.
Describe the various contagious and non-contagious disorders of the hair and scalp.
2.2.6.
Explain corrective hair and scalp procedures.
2.2.7.
Describe appropriate scalp manipulations and their respective functions.
Strand 3.

Health and Safety Interventions
Students analyze the impact of hygiene and bacteriology on personal care services and how
to demonstrate safe practices in accordance with federal, state and local regulations.
Students gain general knowledge in infection control, prevention, and reducing risk of
injury.

Outcome: 3.1.

Environmental Interventions
Given lab skill applications and theory applications students will create and maintain a safe
and sanitary environment assessed by teacher evaluation at 75% passing.

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention.
3.1.2.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
3.1.3.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.4.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
3.1.5.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult and
loss of power.
3.1.6.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial) and
provide safety precautions.
3.1.7.
Account for all instruments, supplies and equipment.
3.1.8.
Perform the safe operation, packing and cleaning of equipment.
3.1.9.
Prepare and dispense solutions made from concentrates according to manufacturers’ directions.
3.1.10. Explain the need for appropriate working heights of chairs, stools, footrests, work areas and
equipment.
3.1.11. Properly position clients to safely deliver service.

Outcome: 3.2.

Principles of Infection Control
Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
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applications students will use principles of infection control to prevent the growth and
spread of pathogenic microorganism’s, infection, and ensure client safety assessed by
teacher evaluation at 75% passing.
Competencies
3.2.1.
Identify the different types and classifications of bacteria.
3.2.2.
Explain bacteria growth and its relationship to diseases and infection.
3.2.3.
Describe the chain of infection and mechanisms for the spread of infection.
3.2.4.
Implement methods of controlling or eliminating microorganisms and the importance of practices
that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
3.2.5.
Use personal protective equipment (PPE) when encountering body fluids, potential of splashing, or
respiratory droplets. (e.g., sneezing, coughing)
3.2.6.
Perform various decontamination techniques and procedures.
3.2.7.
Dispose of refuse and biodegradable materials, according to manufacturers’ directions and state
and federal requirements.
3.2.8.
Implement effective draping and client protection techniques.
3.2.9
Apply principles of decontamination (e.g. sanitize, disinfect, and sterilize.)

Strand 5.

Nail and Facial Services
Students will examine the nails and recognize common disorders and diseases. Students
will apply techniques for various facial services for clients. Students will also apply face,
arm, and hand massage techniques for clients.

Outcome: 5.2.

Skin Care Services
Given lab skill applications and theory applications students will perform facial services
including hair removal, facial massage, and makeup procedures assessed by teacher
evaluation at 75% passing.

Competencies
5.1.1.
Explain the nail growth process, nail structure and various nail shapes
5.1.2.
Identify nail diseases and disorders.
5.1.3.
Explain the theory of basic arm, hand and foot manipulations
5.1.4.
Identify health conditions that prohibit the safe use of massage
5.1.5.
Clean and prepare the natural nail by removing nail polish and cleaning under the free edge
5.1.6.
Soften, trim and care for cuticles.
5.1.7.
Shape, smooth, and buff the natural nail.
5.1.8.
Perform proper techniques for foot care, including sanitizing and soaking. 5.1.9. Explain and
demonstrate arm, hand, and foot massage procedures.
5.1.10. Compare and contrast artificial nail products and select for client needs.
5.1.11. Prepare the natural nail for the application of an artificial nail product.
5.1.12. Implement knowledge of angles, curves and relationship to size and select the correct size and type
of artificial nails.
5.1.13. Correctly apply artificial material to the natural nail following safety protocol.
5.1.14. Apply artificial applications to the free edge of the natural nail and or to the full natural nail.
5.1.15. Shape and buff the artificial nail to the proper consistency by applying knowledge of angles and
shapes to mold into a natural looking nail
5.1.16. Properly polish the nail with a base, color and topcoat to make a smooth even shade to the nail.

Human Services Career Field
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Skin Care Fundamentals and Enhancements
Strand 1.

Outcome: 1.3.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability
in an entrepreneur, manager and employee role to the leadership, planning, developing and
analyzing of business enterprises related to the career field.
Business Ethics and Law
Given lab skill applications and theory applications students will analyze how professional,
ethical and legal behavior contributes to continuous improvement in organizational
performance and regulatory compliance assessed by teacher evaluation at 75% passing.

Competencies
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work environment.
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], United States Environmental Protection Agency
[EPA], United States Occupational Safety and Health Administration [OSHA]) that contribute to the
continuous improvement of the organization.

Strand 2.

Human Body System
Learners will analyze and explain the various forms, and functions associated with body
systems and alterations from a normal state. Particular emphasis is given to disorders of
the hair, skin, and scalp.

Outcome: 2.1.

The Human Body
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will describe the various human body systems and their functions
assessed by teacher evaluation at 75% passing.

Competencies
2.1.1.
Describe the function and components of the respiratory system and pulmonary ventilation and
factors influencing respiratory rates.
2.1.2.
Describe nerve tissue and the nervous system, including regions of the brain and their function.
2.1.3.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, and various
bone structures.
2.1.4.
Describe the immune system and the lymphatic system's role in immunity.
2.1.5.
Describe the sensory system, related structures and functions.
2.1.6.
Describe the endocrine system, its structures and the role of hormones.
2.1.7.
Describe the integumentary system, related structures and functions.
2.1.8.
Describe the difference between pathology and physiology.

Outcome: 2.2.

Disorders of the Skin, Glands, Hair and Scalp
Given lab skill applications and theory applications students will identify and explain the
various disorders and procedures associated with the skin, hair, glands, and scalp
assessed by teacher evaluation at 75% passing.
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Competencies
2.2.1.
Identify and describe diseases, and disorders of the skin and glands.
2.2.2.
Describe procedures for skin disorders.
2.2.3.
Explain the composition and structure of the hair follicle.(e.g., structure, shape, distribution and
growth).
2.2.4.
Complete a hair analysis and describe the qualities of hair.
2.2.5.
Describe the various contagious and non-contagious disorders of the hair and scalp.
2.2.6.
Explain corrective hair and scalp procedures.
2.2.7.
Describe appropriate scalp manipulations and their respective functions.
Strand 3.

Health and Safety Interventions
Students analyze the impact of hygiene and bacteriology on personal care services and how
to demonstrate safe practices in accordance with federal, state and local regulations.
Students gain general knowledge in infection control, prevention, and reducing risk of
injury.

Outcome: 3.1.

Environmental Interventions
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will Create and maintain a safe and sanitary environment assessed
by teacher evaluation at 75% passing.

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention.
3.1.2.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
3.1.3.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.4.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
3.1.5.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult and
loss of power.
3.1.6.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial) and
provide safety precautions.
3.1.7.
Account for all instruments, supplies and equipment.
3.1.8.
Perform the safe operation, packing and cleaning of equipment.
3.1.9.
Prepare and dispense solutions made from concentrates according to manufacturers’ directions.
3.1.10. Explain the need for appropriate working heights of chairs, stools, footrests, work areas and
equipment.
3.1.11. Properly position clients to safely deliver service.

Outcome: 3.2.

Principles of Infection Control
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Given lab skill applications and theory applications students will use principles of infection
control to prevent the growth and spread of pathogenic microorganism’s, infection, and
ensure client safety assessed by teacher evaluation at 75% passing.
Competencies
3.2.1.
Identify the different types and classifications of bacteria.
3.2.2.
Explain bacteria growth and its relationship to diseases and infection.
3.2.3.
Describe the chain of infection and mechanisms for the spread of infection.
3.2.4.
Implement methods of controlling or eliminating microorganisms and the importance of practices
that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
3.2.5.
Use personal protective equipment (PPE) when encountering body fluids, potential of splashing, or
respiratory droplets. (e.g., sneezing, coughing)
3.2.6.
Perform various decontamination techniques and procedures.
3.2.7.
Dispose of refuse and biodegradable materials, according to manufacturers’ directions and state
and federal requirements.
3.2.8.
Implement effective draping and client protection techniques.
3.2.9
Apply principles of decontamination (e.g. sanitize, disinfect, and sterilize.)

Strand 5.

Nail and Facial Services
Students will examine the nails and recognize common disorders and diseases. Students
will apply techniques for various facial services for clients. Students will also apply face,
arm, and hand massage techniques for clients.

Outcome: 5.2.

Skin Care Services
Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will perform facial services including hair removal, facial massage,
and makeup procedures assessed by teacher evaluation at 75% passing.

Competencies
5.2.1.
Describe facial manipulations, massage and their respective benefits
5.2.2.
Describe the purposes and procedures for applying packs and masks
5.2.3.
Describe the various equipment available for facial services and their respective applications.
5.2.4.
Perform basic facial procedures.
5.2.5.
Compare and contrast hair removal methods
5.2.6.
Analyze facial features and face shape.
5.2.7.
Perform methods of hair removal
5.2.8.
Explain the principles of color harmony and corrective makeup for each facial shape.
5.2.9. Apply procedures for

Human Services Career Field
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Salon Operations and Communications
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and
employability in an entrepreneur, manager and employee role to the leadership, planning,
developing and analyzing of business enterprises related to the career field.

Outcome: 1.1.

Employability Skills
Given lab skill applications and theory applications students will develop career awareness
and employability skills (e.g., face‐to‐face, online) needed for gaining and maintaining
employment in diverse business settings assessed by teacher evaluation at 75% passing.

Competencies
1.1.1.
Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2.
Identify the scope of career opportunities and the requirements for education, training, certification,
licensure and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways and secondary and postsecondary
options.
1.1.4.
Describe the role and function of professional organizations, industry associations and organized
labor and use networking techniques to develop and maintain professional relationships.
1.1.5.
Develop strategies for self‐promotion in the hiring process (e.g., filling out job applications, résumé
writing, interviewing skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability and responsibility and demonstrate associated
behaviors in fulfilling personal, community and workplace roles.
1.1.7.
Apply problem‐solving and critical‐thinking skills to work‐related issues when making decisions and
formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior and appearance and manage those to establish
and maintain professionalism.
1.1.9.
Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect for
them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.
Outcome: 1.2.

Leadership and Communications
Given lab skill applications and theory applications students will process, maintain,
evaluate and disseminate information in a business. Develop leadership and team building
to promote collaboration assessed by teacher evaluation at 75% passing.

Competencies
1.2.2.
Deliver formal and informal presentations.
1.2.3.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4.
Use negotiation and conflict‐resolution skills to reach solutions.
1.2.5.
Communicate information for an intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of communication.
1.2.8.
Identify the strengths, weaknesses and characteristics of leadership styles that influence internal
and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or electronic communications.
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1.2.10.
1.2.11.
1.2.12.
1.2.13.

Use interpersonal skills to provide group leadership, promote collaboration and work in a team.
Write professional correspondence, documents, job applications and résumés.
Use technical writing skills to complete forms and create reports.
Identify stakeholders and solicit their opinions.

Outcome: 1.3.

Business Ethics and Law
Given lab skill applications and theory applications students will analyze how professional,
ethical and legal behavior (i.e. Ohio Revised Code) contributes to continuous improvement
in organizational performance and regulatory compliance assessed by teacher evaluation at
75% passing.

Competencies
1.3.1.
Analyze how regulatory compliance affects business operations and organizational performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work environment.
1.3.3.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity,
compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws affect products and services.
1.3.5.
Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], United States Environmental Protection Agency
[EPA], United States Occupational Safety and Health Administration [OSHA]) that contribute to the
continuous improvement of the organization.
1.3.7.
Identify the labor and practice laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor, employment, employment
interview, testing, minor labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC], human trafficking) and interpret personal safety rights
according to the employee Right‐to‐Know Plan.
1.3.9.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.
Outcome: 1.4. Knowledge Management and Information Technology
Given lab skill applications and theory applications students will demonstrate current and
emerging strategies and technologies used to collect, analyze, record, and share information
in business operations assessed by teacher evaluation at 75% passing.
Competencies
1.4.1.
Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public
address systems).
1.4.2.
Select and use software applications to locate, record, analyze and present information (e.g., word
processing, e‐mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access, accuracy
issues, client and patient record confidentiality) pertaining to technology specific to the industry
pathway.
1.4.4.
Use system hardware to support software applications.
1.4.5.
Use information technology tools to maintain, secure and monitor business records.
1.4.7.
Use personal information management and productivity applications to optimize assigned tasks
(e.g., lists, calendars, address books).
1.4.8.
Use electronic media to communicate and follow network etiquette guidelines.
Outcome: 1.5.

Global Environment
Given lab skill applications and theory applications students will evaluate how
beliefs, values, attitudes and behaviors influence organizational strategies and goals
assessed by teacher evaluation at 75% passing.
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Competencies
1.5.1.
Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
1.5.2.
Describe how cultural intelligence skills influence the overall success and survival of an
organization.
1.5.3.
Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4.
Recognize barriers in cross‐cultural relationships and implement behavioral adjustments.
1.5.5.
Recognize the ways in which bias and discrimination may influence productivity and profitability.
1.5.6.
Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7.
Use intercultural communication skills to exchange ideas and create meaning.
1.5.8.
Identify how multicultural teaming and globalization can foster development of new and improved
products and services and recognition of new opportunities.

Outcome: 1.6.

Business Literacy
Given lab skill applications and theory applications students will develop foundational
skills and knowledge in entrepreneurship, financial literacy and business operations
assessed by teacher evaluation at 75% passing.

Competencies
1.6.1.
Identify business opportunities.
1.6.2.
Assess the reality of becoming an entrepreneur, including advantages and disadvantages (e.g., risk
versus reward, reasons for success and failure).
1.6.3.
Explain the importance of planning your business.
1.6.4.
Identify types of businesses, ownership and entities (i.e., individual proprietorships, partnerships,
corporations, cooperatives, public, private, profit, not‐for‐profit).
1.6.5.
Describe organizational structure, chain of command, the roles and responsibilities of the
organizational departments and interdepartmental interactions (e.g., following physician’s orders).
1.6.6.
Identify the target market served by the organization, the niche that the organization fills and an
outlook of the industry.
1.6.8.
Identify the features and benefits that make an organization’s product or service competitive.
1.6.9.
Explain how the performance of an employee, a department and an organization is assessed.
1.6.11. Describe how all business activities of an organization work within the parameters of a budget.
1.6.12. Describe classifications of employee benefits, rights, deductions and compensations.

Outcome: 1.7.

Entrepreneurship/Entrepreneurs
Given lab skill applications and theory applications students will analyze the environment in
which a business operates and the economic factors and opportunities associated with
self‐employment assessed by teacher evaluation at 75% passing.

Competencies
1.7.1.
Compare and contrast the four types of business ownership (i.e., individual proprietorships,
partnerships, corporations, cooperatives).
1.7.2.
Explain the role of profit as the incentive to entrepreneurs in a market economy.
1.7.3.
Identify the factors that contribute to the success and failure of entrepreneurial ventures.
1.7.4.
Assess the roles of nonprofit and for‐profit businesses.
1.7.5.
Develop a business plan.
1.7.6.
Describe life cycles of an entrepreneurial business and an entrepreneur.
1.7.7.
Create a list of personal strengths, weaknesses, skills and abilities needed to be successful as an
entrepreneur.
1.7.8.
Explain pathways used to become an entrepreneur.
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1.7.9.
1.7.10.
1.7.11.
1.7.12.
1.7.13.

Conduct a self‐assessment to determine entrepreneurial potential.
Describe techniques for obtaining experience (e.g., apprenticeship, co‐operative [co‐op] education,
work placement, internship, job shadowing) related to an entrepreneurial objective.
Identify initial steps in establishing a business (e.g., limited liability company [LLC], tax ID, permits,
insurance, licensing).
Identify resources available to entrepreneurs (e.g., Small Business Administration, mentors,
information resources, educational opportunities).
Protect intellectual property and knowledge (e.g., copyright, patent, trademark, trade secrets, and
processes).

Outcome: 1.8.

Operations Management
Given lab skill applications and theory applications students will plan, organize and monitor
an organization or department to maximize contribution to organizational goals and
objectives assessed by teacher evaluation at 75% passing.

Competencies
1.8.1.
Forecast future resources and budgetary needs using financial documents (e.g., balance sheet,
demand forecasting, financial ratios).
1.8.3.
Analyze the performance of organizational activities and reallocate resources to achieve established
goals.
1.8.4.
Identify alternative actions to take when goals are not met (e.g., changing goals, changing
strategies, efficiencies).
1.8.5.
Use inventory and control systems to purchase materials, supplies and equipment (e.g., Last
In, First Out [LIFO]; First In, First Out [FIFO]; Just in Time [JIT]; LEAN).
1.8.6.
Identify the advantages and disadvantages of carrying cost and Just‐in‐Time (JIT) production
systems and the effects of maintaining inventory (e.g., perishable, shrinkage, insurance) on
profitability.
1.8.7.
Collect information and feedback to help assess the organization’s strategic planning and
policymaking processes.
1.8.8.
Identify routine activities for maintaining business facilities and equipment.
1.8.9.
Develop a budget that reflects the strategies and goals of the organization.
1.8.10. Analyze how business management and environmental management systems (e.g., health, safety)
contribute to continuous improvement and sustainability.
Outcome: 1.9.

Financial Management
Students are provided with text books and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will use financial tools, strategies and systems to develop, monitor
and control the use of financial resources to ensure personal and business financial well‐
being assessed by teacher evaluation at 75% passing.

Competencies
1.9.1.
Create, analyze and interpret financial documents (e.g., budgets, income statements).
1.9.2.
Identify tax obligations.
1.9.4.
Identify credit types and their uses in order to establish credit.
1.9.5.
Identify ways to avoid or correct debt problems (e.g., collection agency payments and post-collection
agency payments).
1.9.6.
Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect access
to loans.
1.9.7.
Review and summarize categories (types) of insurance and identify how insurances can reduce
financial risk.
1.9.8.
Identify income sources and expenditures.
1.9.9.
Compare and contrast different banking services available through financial institutions.
1.9.10. Identify the role of depreciation in tax planning and liability.
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Outcome: 1.10.

Sales and Marketing
Given lab skill applications and theory applications students will manage pricing, place,
promotion, packaging, positioning and public relations to improve quality customer service
assessed by teacher evaluation at 75% passing.

Competencies
1.10.1. Identify how the roles of sales, advertising and public relations contribute to a company’s brand.
1.10.2. Determine the customer's/client’s needs and identify solutions and potential community resources.
1.10.3. Communicate features, benefits and warranties of a product or service to the customer/client.
1.10.4. Identify the company policies and procedures for initiating product and service improvements.
1.10.5. Monitor customer/client expectations and determine product/service satisfaction by using
measurement tools.
1.10.6. Discuss the importance of correct pricing to support a product’s or service’s positioning in the
marketing mix.
1.10.7. Describe the importance and diversity of distribution channels (i.e., direct, indirect) to sell a product.
1.10.8. Use promotional techniques to maximize sales revenues (e.g., advertising, sales promotions,
publicity, public relations).
1.10.9. Describe how product mix (e.g., product line, product items) maximizes sales revenues, market,
share and profit margin.
1.10.10. Demonstrate sales techniques.

Outcome: 1.11.

Principles of Business Economics
Given lab skill applications and theory applications students will examine and employ
economic principles, concepts and policies to accomplish organizational goals and
objectives assessed by teacher evaluation at 75% passing.

Competencies
1.11.2. Identify the difference between monetary and nonmonetary incentives and explain how changes in
incentives cause changes in behavior.
1.11.4. Determine how the quality, quantity and pricing of goods and services are affected by domestic and
international competition in a market economy.
1.11.8. Identify the relationships between economy, society and environment that lead to sustainability.
Strand 2.

Human Body System
Learners will analyze and explain the various forms, and functions associated with body
systems and alterations from a normal state. Particular emphasis is given to disorders of
the hair, skin, and scalp.

Outcome: 2.1.

The Human Body
Given lab skill applications and theory applications students will describe the various
human body systems and their functions assessed by teacher evaluation at 75% passing.

Competencies
2.1.1.
Describe the function and components of the respiratory system and pulmonary ventilation and
factors influencing respiratory rates.
2.1.2.
Describe nerve tissue and the nervous system, including regions of the brain and their function.
2.1.3.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, and various
bone structures.
2.1.4.
Describe the immune system and the lymphatic system's role in immunity.
2.1.5.
Describe the sensory system, related structures and functions.
2.1.6.
Describe the endocrine system, its structures and the role of hormones.
2.1.7.
Describe the integumentary system, related structures and functions.
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2.1.8.

Describe the difference between pathology and physiology.

Strand 3.

Health and Safety Interventions
Students analyze the impact of hygiene and bacteriology on personal care services and how
to demonstrate safe practices in accordance with federal, state and local regulations.
Students gain general knowledge in infection control, prevention, and reducing risk of
injury.

Outcome: 3.1.

Environmental Interventions
Given lab skill applications and theory applications students will create and maintain a safe
and sanitary environment assessed by teacher evaluation at 75% passing.

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention.
3.1.2.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
3.1.3.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.4.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
3.1.5.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult and
loss of power.
3.1.6.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial) and
provide safety precautions.
3.1.7.
Account for all instruments, supplies and equipment.
3.1.8.
Perform the safe operation, packing and cleaning of equipment.
3.1.9.
Prepare and dispense solutions made from concentrates according to manufacturers’ directions.
3.1.10. Explain the need for appropriate working heights of chairs, stools, footrests, work areas and
equipment.
3.1.11. Properly position clients to safely deliver service.
Outcome: 3.2.

Principles of Infection Control
Given lab skill applications and theory applications students will use principles of infection
control to prevent the growth and spread of pathogenic microorganism’s, infection, and
ensure client safety assessed by teacher evaluation at 75% passing.

Competencies
3.2.4.
Implement methods of controlling or eliminating microorganisms and the importance of practices
that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
3.2.5.
Use personal protective equipment (PPE) when encountering body fluids, potential of splashing, or
respiratory droplets. (e.g., sneezing, coughing)
3.2.6.
Perform various decontamination techniques and procedures.
3.2.7.
Dispose of refuse and biodegradable materials, according to manufacturers’ directions and state
and federal requirements.
3.2.8.
Implement effective draping and client protection techniques.
3.2.9
Apply principles of decontamination (e.g. sanitize, disinfect, and sterilize.)
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Strand 4.

Hair and Skin Services
Students will learn to apply and analyze shampoo, rinse and conditioning services to
clients. Students will perform hair analysis, cutting and styling services. Concepts and
application of chemical waving, lightening, and coloring will be performed on clients.

Outcome: 4.2.

Chemical Texturing
Given lab skill applications and theory applications students will explain and demonstrate
the procedures and techniques used in permanent waving, chemical relaxing, and curl
reforming services assessed by teacher evaluation at 75% passing.

Competencies
4.2.9.
Apply knowledge of possible adverse chemical reactions to the skin.
Strand 5.

Nail and Facial Services
Students will examine the nails and recognize common disorders and diseases. Students
will apply techniques for various facial services for clients. Students will also apply face,
arm, and hand massage techniques for clients.

Outcome: 5.1.

Nail Care
Students are provided with textbooks and are expected to read, do assignments, etc. They
are probably also assessed using tests, check lists, given lab skill applications and theory
applications students will perform basic and advanced nail care services for clients
assessed by teacher evaluation at 75% passing.

Competencies
5.1.4.
Identify health conditions that prohibit the safe use of massage.
5.1.8.
Perform proper techniques for foot care, including sanitizing and soaking.
5.1.13. Correctly apply artificial material to the natural nail following safety protocol.
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Section 6: Scope and Sequence
Curriculum Mapping
Junior Level Program
Week

Course Name

19
20
21
22
23
24
25
26
27
28
29
30
31
32
33

Technical Content (# and/or
Outcome)
Get to know games, forms and
paperwork
1.1 History & Career Opportunities
1.1 History & Career Opportunities
1.8 Life Skills
1.1 Your Professional Image
1.2 Communicating for Success
1.2 Communicating for Success
3.1
3.2
4.4 Principles of Hair Design
4.4 Principles of Hair Design
4.4 Principles of Hair Design
4.4 Hairstyling
4.4 Hairstyling
4.1 Scalp Care Shampooing, & Cond.
4.1 Scalp Care Shampooing, & Cond
Review all previous information
Review all previous information
SEMESTER EXAMS
4.5 Haircutting
4.5 Haircutting
4.5 Haircutting
4.5 Haircutting
4.5 Haircutting
4.5 Haircutting
4.5 Haircutting
2.2 Properties of the Hair & Scalp
2.2 Properties of the Hair & Scalp
4.2 Chemical Texture Services
4.2 Chemical Texture Services
4.2 Chemical Texture Services
4.2 Chemical Texture Services
4.2 Chemical Texture Services
2.1 Anatomy & Physiology
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2.1 Anatomy & Physiology

Human Body Systems

35
36

Review all previous information
Review all previous information
SEMESTER EXAMS

Review all previous information
Review all previous information

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18

Course #

Orientation to program
21st Century Skills
21st Century Skills
21st Century Skills
21st Century Skills
21st Century Skills
21st Century Skills
Infection Control Principles & Practices
Infection Control Principles & Practices
Hair Styling Services
Hair Styling Services
Hair Styling Services
Hair Styling Services
Hair Styling Services
Hair Styling Services
Hair Styling Services
Review all previous information
Review all previous information

174155
174155
174155
174155
174155
174155
174115
174115
174120
174120
174120
174120
174120
174120
174120

Hair Styling Services
Hair Styling Services
Hair Styling Services
Hair Styling Services
Hair Styling Services
Hair Styling Services
Hair Styling Services
Human Body Systems
Human Body Systems
Hair and Skin Services
Hair and Skin Services
Hair and Skin Services
Hair and Skin Services
Hair and Skin Services
Human Body Systems

174120
174120
174120
174120
174120
174120
174120
174115
174115
174135
174135
174135
174135
174135
174120
174150
174120
174150
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2
2
3
3
3
3

Optional 4 week Summer Course Full
Cosmetologist
5.1 Manicuring
5.1 Manicuring / Pedicuring
5.1 Pedicuring
5.1 Nail Tips & Wraps
5.1 Monomer Liquid & Polymer
Powder Nail Enhancements
5.1 Monomer Liquid & Polymer
Powder Nail Enhancements
5.1 Light Cured Gels
5.1 Nail Structure & Growth
5.2 Facials
5.2 Facial Makeup
5.2 Hair Removal
2.1 Skin Structure Growth & Nutrition

3

2.1 Skin Disorders & Diseases

4

Review all previous information

1
1
1
1
2
2

Can be taken entering or exiting junior
year
Nail Services
Nail Services
Nail Services
Nail Services
Nail Services

Course
#
174145
174145
174145
174145
174145

Nail Services

174145

Nail Services
Nail Services
Facial Services
Facial Services
Skin Care Services
Skin Care Fundamentals &
Enhancements
Skin Care Fundamentals &
Enhancements
Review all previous information

174145
174145
174150
174150
174150
174150
174150

Senior Level Program
Week

Course Name

Course #

1

Technical Content (# and/or
Outcome)
2.1 Anatomy & Physiology

Human Body Systems

2

2.1 Anatomy & Physiology

Human Body Systems

3
4
5
6
7
8
9

4.3 Hair Coloring
4.3 Hair Coloring
4.3 Hair Coloring
4.3 Hair Coloring
4.3 Hair Coloring
4.3 Hair Coloring
4.4 Braiding & Braid Extensions

Hair and Skin Services
Hair and Skin Services
Hair and Skin Services
Hair and Skin Services
Hair and Skin Services
Hair and Skin Services
Hair Styling Services

10

4.4 Braiding & Braid Extensions

Hair Styling Services

11

4.4 Wigs & Hair Additions

Hair Styling Services

12

4.4 Wigs & Hair Additions

Hair Styling Services

13
14
15
16
17
18

3.1 Basics of Chemistry
3.1 Basics of Chemistry
3.1 Basics of Chemistry
5.2 Basics of Electricity
5.2 Basics of Electricity
Review all previous information

Chemistry
Chemistry
Chemistry
Electricity
Electricity
Review all previous information

174120
174150
174120
174150
174135
174135
174135
174135
174135
174135
174135
174120
174135
174120
174135
174120
174135
174120
174140
174140
174140
174150
174150
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19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36

Semester Exams
1.1 Preparing for Licensure &
Business Operations
Employment
1.1 Preparing for Licensure &
Business Operations
Employment
1.1-1.6 On the Job
Business Operations
1.1-1.6 On the Job
Business Operations
1.1-1.11 The Salon Business
Business Operations
1.1-1.11 The Salon Business
Business Operations
1.1-1.11The Salon Business
Business Operations
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Review for State Boards
Review all previous information
Semester Exams

174155
174155
174155
174155
174155
174155
174155
All
All
All
All
All
All
All
All
All
All
All
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Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the
business community. The standards set for these competencies are recommended by the
advisory committee members and local employers in the community and evaluated by the
teacher following these guidelines. In order to receive credit for the course, competencies
to be mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the
effectiveness of the total program, the following procedures will be used:
•
•
•
•
•
•
•
•
•
•
•
•
•

Pretests
Post tests
Teacher observation and evaluation
Notebooks
Portfolio
Class discussions
Skill testing
Project development
Daily grades
Lab performance
Work-based learning experiences—Salon Internships
Industry certifications that students can achieve
State Licensure

Measurement of learning will be an ongoing activity with emphasis on laboratory activities
and competency improvement. Evaluation will be accomplished through pre-assessment of
student’s skills, frequent formative assessment, both visual and written, and summative
evaluation to determine the mastery of competencies. Formative assessments that are
conducted during instruction help the teacher make necessary instructional adjustments.
The instructor may decide to alter instructional materials and methods if students are
experiencing difficulties in learning what is being taught. All evaluations are in the form of
points received out of points possible. A percentage is then calculated and a letter grade is
assigned. Progress reports on all students are distributed to parents on the mid-term of
each grading period.
Grading Scale
The student shall perform competencies and competency builders in a manner acceptable
to the business community. The standards set for these competencies are recommended by
the State Board of Cosmetology, advisory committee members and local employers in the
community and evaluated by the teacher following these guidelines. In order to receive
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credit for the course, competencies to be mastered must be determined by the teacher as
suggested by the State Board of Cosmetology and the Advisory Committee.
Evaluation of student performance in the Cosmetology program is criterion-referenced.
Pupil performance objectives include the criteria that students are to achieve. The number
of competencies mastered and the degree of mastery will be translated into appropriate
grades consistent with the school's grading system.
The teacher(s) will compile performance records as needed for employment
recommendations.

Grading Procedures:
Related Grades for a 9-week period:
Tests
In Class Assignments / Quizzes
Employability

Grading Scale:

92 - 100
82 – 91

A
B

Lab Grade for a 9-week period
Employability
50%
Hands-on / Tasks
50%
100%

40%
10%
50%
100%
72 – 81
62 – 71

C
D

0 –61

F

Professionalism Make up policy:
Extra credit may be earned through teacher-approved individual studies or projects.
At the completion of the program, each student will receive a passport certificate indicating
competencies for which the student is proficient. Statement of expectation of participation
in SkillsUSA.
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I

Millstream Career Center
Cosmetology I
Related - 367 /

I

Lab - 369

Instructor: Mrs. Heather Schroeder
Grade: 11th … Juniors
Length: Full Year ( 3 periods per day )
Cost: See fee schedule breakdown
Units of Credit: 1 Related Credit / 2 Lab Credits
Prerequisite: 1200 Hour Hair Only Licensure … None
1500 Hour Full Cosmetology Licensure - Summer Cosmetology Class
Program Location: Millstream Career Center 1150 Broad Avenue Findlay, OH 45840
Course Description:
COSMETOLOGY I
Lab - 369 Related - 367
Full year – 3 periods per day – 2 credits lab
1 credit related

Grade 11
Cost: SkillsUSA Dues
$ 30
Cosmetology Fee $ 150
Tech Fee
$ 12
Additional program costs for
uniform, shoes - approximately $ 90

This is the first (or second) year of a two-year (or three-year) program with instruction in theory, lab, and
clinic to complete the equivalent of a 1200-hour hair licensure program. The course of study includes:
care of scalp (shampoos and rinses); care of hair (styling, cutting, hair color, permanent waving); dispensary
(proper use of chemicals; scientific lectures pertaining to cosmetology, hygiene, and physiology anatomy).
A kit and manikin will be used during this year. Students are members of SkillsUSA and participate in
related activities. Note: Students who may be interested in a Full Cosmetology Licensure may have the
option of acquiring hours during a summer cosmetology class internship held before their junior year or
between their junior and senior years. This course of study includes: facials, skin care, waxing, tweezing,
manicures, pedicures, artificial nails, and nail care.
Course Goals: Students will develop competencies in cosmetology as well as academically in math,
science, communications and English in order to prepare for the Ohio State Board of Cosmetology
licensing examination and gainful employment in cosmetology or related fields. The competencies of
employability and entrepreneurship allow the student to enter and advance in the business environment.
Opportunities for students to develop in these areas will be provided through leadership, citizenship, cooperative activities and in the senior year, an internship program for nine weeks in a salon. The
cosmetology program is dedicated to developing an educational environment that will help each student
grow into a creative, sensitive, and thinking adult.
Cosmetology Competencies Developed:
*
Professional Image
*
Sanitation / Bacteriology
*
Draping / Shampooing
*
*
*

Haircutting
Thermal Styling
Artificial Hair (wigs, hair extensions)

*
*
*
*
*
*

Properties of the Hair and Scalp
Artistry in Hairstyling
Wet Hair Styling (pin curls, roller
setting, fingerwaves)
Permanent Waving
Chemical Relaxing
Full Cosmetology student (1500 hour
equivalent review of competencies
completed summer cosmetology)
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Expectations/Responsibilities/Requirements:
Responsibility, good behavior, and a positive attitude contribute to the educational success of all
students. As a result of these beliefs, students are expected to comply with classroom rules and
procedures which will contribute to their success and the success of their fellow classmates.
 ALL FHS HANDBOOK RULES WILL BE FOLLOWED (NO EXCEPTIONS)
 Given an information packet, the student will be responsible for purchasing their own
cosmetology kit. All materials purchased are owned by the student and may be taken off campus
upon completion of the training.
 Students are expected to have their cosmetology kit and uniform the first day of class.
 Students are expected to keep their work area clean, neat, and sanitary.
 Students are expected to follow all the instructions given with respect to the care and operation of
the equipment.
 Students are expected to bring their own materials / textbooks to class. Plan ahead! Make sure
you have your materials!
 If you are absent one day or part of a day, including field trips or other school activities, you will,
on the day you return to school, submit all assignments and take any tests given during the
absence at the beginning of each class the day following your return.
 If you are absent two or more consecutive days, you will be allowed a like number of days to
make up the work.
It is your responsibility to contact instructor concerning the assignments and the due
dates.
 Be prompt! Be enthusiastic! Be prepared to work!

Program Costs / Fee Schedule
Juniors School Fees –
Skills USA dues
Cosmetology fee
Uniform T-shirts, black leather lab shoes, socks

$ 30
$ 150
$ 90

School-Related Technology Fee

$

12

ALL FEES should be paid by Thanksgiving break.
Student Behavior Management Plan:
Violation on the part of a student of any one or more of the following rules of conduct (as well as those
stated in the student handbook) while on school property or while under jurisdiction of the school may
result in disciplinary action, including detention, Saturday school, in-school assignment, suspension,
emergency removal, and/or expulsion or other alternatives deemed appropriate by the administrator
including referral to the appropriate authority for prosecution.
CLASSROOM AND LAB PROCEDURES
 ALL FHS HANDBOOK RULES WILL BE FOLLOWED (NO EXCEPTIONS)
 NO gum or candy in lab, mints are acceptable
 NO blankets, pillows, food or drinks in the class or lab
 NO hats, bandanas, book bags or coats in class or lab, (school policy)
 Purses are to be kept in our “Locked” locker room during class or lab
 PLEASE LEAVE ALL VALUABLES AND LARGE SUMS OF MONEY AT HOME. WE ARE NOT
RESPONSIBLE FOR LOST OR STOLEN ITEMS
 Shoes are to be kept clean, no bare feet with uniform shoes
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Each student may be required to serve as a model. Permission must be received from a parent or
guardian before any chemical service or hair cutting takes place
Uniform and underclothing are to be kept clean daily
DO NOT SPRAY PERFUME IN SCHOOL, SOMEONE MIGHT BE ALLERGIC TO YOUR BRAND
DO NOT LEND any clothing or items to anyone
You are in this program to learn how to enhance the appearance of clients, not your own, therefore
come to school looking like you want to look when you leave to go to the high school.
NO feet on furniture, walls, or units in class or lab
NO sitting on tables or climate control units in class or lab
PROPER ENGLISH will be used at all times and “NO SWEARING” will be allowed at anytime.
If fees are not paid by the stated due date or if the student misses more than three days in a 9 week
period (45 days). The student will not be able to participate in scheduled class field trips. This student
will be in a study hall during that time.

Consequences For Not Meeting the Rules:
 Students will receive a verbal warning
 Incident Resolution Form
 More than one verbal warning, for same incident will result in a detention.
 Discipline Referral Form possible
 More than one detention in a quarter will be followed up with a call to the parents.
 Repetitive disciplinary problems will be taken to the director / associate school principal and may
result in the removal of the student from the class.



Attendance Policy:
Any absences missed from class time will need to be made up hour for hour at the
discretion of the cosmetology instructor - lab time for lab time and theory time for theory
time. This is an Ohio State Board of Cosmetology program requirement.

Consequences For Not Meeting Attendance Policy:
 NO field trip participation
 NO ‘earned’ privileges
 NO extra-curricular activity / party participation
 Assigned a written report on the importance of school / class attendance and the importance of
job attendance…Explain the benefits and consequences of each
 Will not attend state board for the licensing examination in the senior year and therefore will not
complete the course.

Grading Procedures:
Related Grades for a 9-week period:
Tests
In Class Assignments / Quizzes
Employability

Grading Scale:

92 - 100
82 – 91

A
B

Lab Grade for a 9-week period
Employability
50%
Lab Requirement
50%
100%

40%
10%
50%
100%
72 – 81
62 – 71

C
D

0 –61

F
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ATTENDANCE AND PUNCTUALITY ARE EXPECTED!!
Note: Cheating on tests shall result in a zero grade. Talking during written tests shall be considered
cheating.
Grading specific to program: The State Board of Cosmetology Rules and Regulations will be
explained and followed at all times. For a student to ‘pass a competency’, they must score a 62% or
more. For a written test competency, the score of the first test taken will be recorded in the grade book,
then the student may retake the test until a ‘passing score’ of 62% is received.
Employability Skills:
These will be recorded DAILY covering 5 areas; Attendance, Appearance/Uniform, Self-Preparation and
Personnel Duties, and Time Utilization
1. Attendance/Tardy—each student can earn 4 points daily for being present and on time to class /
lab
2. Uniform/Appearance—each student can earn 4 points daily for following class
dress code and professional image.
3. Self-Preparation and Personnel Duties—each student can earn 4 points daily for having
needed materials in class/ lab, being ready to start promptly, and completely
personnel assignment
4. Time-Utilization—each student can earn 8 points daily for staying on task and
completing assignments in lab / class
NO EMPLOYABILITY POINTS OR COSMETOLOGY HOURS will be earned if you are not in
COMPLETE UNIFORM.
ZERO CREDIT employability points will be earned if you choose NOT to participate in lab or classroom.
Three or more ‘ZERO CREDIT’ days in lab / classroom will result in FAILING the nine weeks marking
period.
ANY DAYS MISSED IN EMPLOYABILITY POINTS MUST BE MADE UP ( at discretion of instructor)
within the marking period or an INCOMPLETE WILL be given on the grade card until said days are made
up.
Notebooks: Students shall keep all written notes and handouts neat and organized in a three ring
binder notebook. Notebooks will be graded periodically. Information kept in notebooks will be a valuable
asset when the time comes to study / prepare for the State Board Examination.
Note: Students shall see instructor for missed notes due to excused absences from class. This is your
responsibility. Inform instructor at least two days before missing a class for a field trip, vacation, or inschool suspension. Also, as soon as you know that you are going to be gone due to a field trip, vacation,
or in-school suspension, it is your responsibility to write your name on the calendar on the date(s) that
you are going to be absent from class. If you are going to be absent for another reason (ex. doctor,
dentist, etc.), please put your name on the calendar / date with your name and reason. Please get
assignments before the scheduled absence. Assignments are due on the day of return. Students will be
given time to make up tests due to excused absences from class. Failure to complete an assigned nine
week project / semester project / refuse to dress in uniform three times per nine weeks / or NOT
completing make-up days will result in a grade of “F”. If fees are unpaid and competencies NOT
meet, student will NOT move on to the next cosmetology course level.
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Student Youth Organization:
SkillsUSA
Purpose: SkillsUSA is a co-curricular organization that allows students in career and technical programs
to gain leadership and competitive skills as well as participation in associated activities. Students who are
enrolled in the Cosmetology program are required to participate in SkillsUSA. SkillsUSA offers student
interaction and participation through planned leadership, citizenship and cooperative activities. This
youth organization provides these opportunities at the local, state, and national levels. Students gain
experience in making decisions, accepting responsibility for their actions and participating in activities that
may lead to more purposeful use of leisure time.

Cosmetology Syllabus Contract

Student:
Please acknowledge that you have read the course syllabus and understand the requirements for the
Cosmetology Program by signing and returning this form to the instructor. Please check the statements
for understanding.
_____________ I have read and understand the requirements of the Cosmetology Program.
_____________ I realize by being enrolled in the Cosmetology Program I may serve as a model
for a classmate. The following services will be practiced on me: haircutting,
perming, haircoloring, relaxing, artificial nails, manicuring, pedicuring, make-up, facials,
waxing, and tweezing. We will be using manikins as well as other mock sources for
practice; however, students do need to practice services on each other.

___________________________________
Signature

____________
Date

Parent/Guardian:
Please acknowledge that you have read the course syllabus and understand the requirements for the
Cosmetology Program by signing and returning this form to the instructor. Please check the statements
for understanding.
_____________ I have read and understand the requirements of the Cosmetology Program.
_____________ I realize by being enrolled in the Cosmetology Program my child may serve as a
model for a classmate. The following services will be practiced on my daughter / son:
haircutting, perming, haircoloring, relaxing, artificial nails, manicuring, pedicuring, makeup, facials, waxing, and tweezing. We will be using manikins as well as other mock
sources for practice; however, students do need to practice services on each other.

___________________________________
Signature

____________
Date
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Millstream Career & Technology Center
Cosmetology II
Related - 467
/
Lab - 469

Instructor: Mrs. Heather Schroeder
Grade: 12th … Senior
Length:
Full Year (3 periods per day)
Costs: See fee schedule breakdown
Units of Credit: 1 Related Credit / 2 Lab Credits
Prerequisite: Successful Completion of Cosmetology I
Program Location: Millstream Career Center
1150 Broad Avenue Findlay, OH 45840
Course Description:
COSMETOLOGY II
Lab - 469 Related - 467
Full year – 3 periods per day – 2 credits lab
1 credit related

Grade 12
Cost: SkillsUSA dues
$30
Cosmetology Fee
$75
Technology Fee
$12
(includes manikin and state
board kit)
Additional optional
cosmetology kit - $117

Prerequisite: Successful completion of Cosmetology I
This is the remainder of the instruction required to qualify to take the State Board of Cosmetology exam for
licensing. The credits required are theory with related math and lab. Senior students will have guidance in
personality development, attitude and practice toward entry-level skills in a salon style environment.
Seminars include hair care, skin care, permanent waving, hair color, manicuring and care of hands as well
as theory and technical review before applying to take the State Board examination. Students are members
of SkillsUSA and participate in related activities.
Course Goals: Students will develop competencies in cosmetology as well as academically in math,
science, communications and English in order to prepare for the Ohio State Board of Cosmetology
licensing examination and gainful employment in cosmetology or related fields. The competencies of
employability and entrepreneurship allow the student to enter and advance in the business
environment. Opportunities for students to develop in these areas will be provided through leadership,
citizenship, co-operative activities and in the senior year, an internship program for nine weeks in a salon.
The cosmetology program is dedicated to developing an educational environment that will help each
student grow into a creative, sensitive, and thinking adult.
Cosmetology Competencies Developed:

Full Cosmetology Students (1500 Hour) – review of competencies completed sophomore
/ junior years

Hair Only Students (1200 Hour) – review of competencies completed junior year

Haircoloring

Anatomy and Physiology

Electricity

Chemistry

Salon Business

Preparation for Ohio State Board of Cosmetology Licensing Examination
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Expectations/Responsibilities/Requirements:
Responsibility, good behavior, and a positive attitude contribute to the educational success of all
students. As a result of these beliefs, students are expected to comply with classroom rules and
procedures which will contribute to their success and the success of their fellow classmates.
 ALL FHS HANDBOOK RULES WILL BE FOLLOWED (NO EXCEPTIONS)
 Given an information packet, the student will be responsible for purchasing their own
cosmetology kit. All materials purchased are owned by the student and may be taken off campus
upon completion of the training.
 Students are expected to have their cosmetology kit and uniform the first day of class.
 Students are expected to keep their work area clean, neat, and sanitary.
 Students are expected to follow all the instructions given with respect to the care and operation of
the equipment.
 Students are expected to bring their own materials / textbooks to class. Plan ahead! Make sure
you have your materials!
 If you are absent one day or part of a day, including field trips or other school activities, you will,
on the day you return to school, submit all assignments and take any tests given during the
absence at the beginning of each class the day following your return.
 If you are absent two or more consecutive days, you will be allowed a like number of days to
make up the work. It is your responsibility to contact instructor concerning the
assignments and the due dates.
 Be prompt! Be enthusiastic! Be prepared to work!

Program Costs / Fee Schedule
Senior cosmetology fees Skills USA dues
Cosmetology Manikin / State Board Kit
Additional optional cosmetology kit
School Technology Fee

$ 30
$ 75
$ 85
$ 12

ALL FEES should be paid by Thanksgiving break.
Student Behavior Management Plan:
Violation on the part of a student of any one or more of the following rules of conduct (as well as those
stated in the student handbook) while on school property or while under jurisdiction of the school may
result in disciplinary action, including detention, Saturday school, in-school assignment, suspension,
emergency removal, and/or expulsion or other alternatives deemed appropriate by the administrator
including referral to the appropriate authority for prosecution.
CLASSROOM AND LAB PROCEDURES
 ALL FHS HANDBOOK RULES WILL BE FOLLOWED (NO EXCEPTIONS)
 NO gum or candy in lab, mints are acceptable
 NO blankets, pillows, food or drinks in the class or lab
 NO hats, bandanas, book bags or coats in class or lab (school policy)
 Purses are to be kept in our “Locked” locker room during class or lab
 PLEASE LEAVE ALL VALUABLES AND LARGE SUMS OF MONEY AT HOME. WE ARE NOT
RESPONSIBLE FOR LOST OR STOLEN ITEMS
 Shoes are to be kept clean, no bare feet with uniform shoes
 Each student may be required to serve as a model. permission must be received from a parent
or guardian before any chemical service or hair cutting takes place
 Uniform and underclothing are to be kept clean daily
 DO NOT SPRAY PERFUME IN SCHOOL, SOMEONE MIGHT BE ALLERGIC TO YOUR BRAND
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DO NOT LEND any clothing or items to anyone
You are in this program to learn how to enhance the appearance of clients, not your own, therefore come to
school looking like you want to look when you leave to go to the high school.
NO feet on furniture, walls, or units in class or lab
NO sitting on tables or climate control units in class or lab
PROPER ENGLISH will be used at all times and “NO SWEARING” will be allowed at anytime.
If fees are not paid by the stated due date or if the student misses more than three days in a 9 week period
(45 days). The student will not be able to participate in scheduled class field trips. This student will be in
a study hall during that time.

Consequences For Not Meeting the Rules:
 Students will receive a verbal warning
 Incident Resolution Form
 More than one verbal warning, for same incident will result in a detention.
 Discipline Referral Form possible
 More than one detention in a quarter will be followed up with a call to the parents.
 Repetitive disciplinary problems will be taken to the director / associate school principal and may
result in the removal of the student from the class.



Attendance Policy:
Any absences missed from class time will need to be made up hour for hour at the
discretion of the cosmetology instructor - lab time for lab time and theory time for theory
time.

Consequences For Not Meeting Attendance Policy:
 NO field trip participation
 NO ‘earned’ privileges
 NO extra-curricular activity / party participation
 Assigned a written report on the importance of school / class attendance and the importance of
job attendance…Explain the benefits and consequences of each
 Will not attend state board for the licensing examination in the senior year and therefore will TI
the course for lack of completion.

Grading Procedures:
Related Grades for a 9-week period:
Tests
In Class Assignments / Quizzes
Employability

Grading Scale:

92 - 100
82 – 91

A
B

Lab Grade for a 9-week period
Employability
50%
Hands-on / Tasks
50%
100%

40%
10%
50%
100%
72 – 81
62 – 71

C
D

0 –61

F

ATTENDANCE AND PUNCTUALITY ARE EXPECTED!!
Note: Cheating on tests shall result in a zero grade. Talking during written tests shall be considered
cheating.
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Grading specific to program: The State Board of Cosmetology Rules and Regulations will be
explained and followed at all times. For a student to ‘pass a competency’, they must score a 62% or
more. For a written test competency, the score of the first test taken will be recorded in the grade book,
then the student may retake the test until a ‘passing score’ of 62% is received.
Employability Skills:
These will be recorded DAILY covering 5 areas; Attendance, Appearance/Uniform, Self-Preparation and
Personnel Duties, and Time Utilization
5. Attendance/Tardy—each student can earn 4 points daily for being present and on time to class /
lab
6. Uniform/Appearance—each student can earn 4 points daily for following class
dress code and professional image.
7. Self-Preparation and Personnel Duties—each student can earn 4 points daily for having
needed materials in class/ lab, being ready to start promptly, and completed
personnel assignment
8. Time-Utilization—each student can earn 8 points daily for staying on task and
completing assignments in lab / class
HALF CREDIT employability points will be earned if you are not in COMPLETE UNIFORM.
ZERO CREDIT employability points will be earned if you choose NOT to participate in lab or classroom.
Three or more ‘ZERO CREDIT’ days in lab / classroom will result in FAILING the nine weeks marking
period.
ANY DAYS MISSED IN EMPLOYABILITY POINTS MUST BE MADE UP ( at discretion of instructor)
within the marking period or an INCOMPLETE WILL be given on the grade card until said days are made
up. Student will also NOT be able to apply to state Ohio State Board of Cosmetology licensing
examination until said employability days are made up.
Notebooks: Students shall keep all written notes and handouts neat and organized in a three ring
binder notebook. Notebooks will be graded periodically. Information kept in notebooks will be a valuable
asset when the time comes to study / prepare for the State Board Examination.
Note: Students shall see instructor for missed notes due to excused absences from class. This is your
responsibility. Inform instructor at least two days before missing a class for a field trip, vacation, or inschool suspension. Also, as soon as you know that you are going to be gone due to a field trip, vacation,
or in-school suspension, it is your responsibility to write your name on the calendar on the date(s) that
you are going to be absent from class. If you are going to be absent for another reason (ex. doctor,
dentist, etc.), please put your name on the calendar / date with your name and reason. Please get
assignments before the scheduled absence. Assignments are due on the day of return. Students will be
given time to make up tests due to excused absences from class. Failure to complete an assigned nine
week project / semester project / refusal to dress in uniform three times per nine weeks / or NOT
completing make-up days will result in a grade of “F”.
As part of course requirements for school credits, student must attempt state board examination.
Failure to do so will result in a grade of “F” for senior cosmetology credits.
Once licensed, student still is required to attend senior cosmetology class unless on early release
work program. License will be held by Millstream Cosmetology Department until student has
completed the last day required by their associate school senior completion date. Failure to
comply will result in a grade of “F” for the senior cosmetology course / credit.
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Student Youth Organization:
SkillsUSA
Purpose: SkillsUSA is a co-curricular organization that allows students in career and technical programs
to gain leadership and competitive skills as well as participation in associated activities. Students who are
enrolled in the Cosmetology program are required to participate in SkillsUSA. SkillsUSA offers student
interaction and participation through planned leadership, citizenship and cooperative activities. This
youth organization provides these opportunities at the local, state, and national levels. Students gain
experience in making decisions, accepting responsibility for their actions and participating in activities that
may lead to more purposeful use of leisure time.

Cosmetology Syllabus Contract

Student:
Please acknowledge that you have read the course syllabus and understand the requirements for the
Cosmetology Program by signing and returning this form to the instructor. Please check the statements
for understanding.
_____________ I have read and understand the requirements of the Cosmetology Program.
_____________ I realize by being enrolled in the Cosmetology Program I may serve as a model
for a classmate. The following services will be practiced on me: haircutting,
perming, haircoloring, relaxing, artificial nails, manicuring, pedicuring, make-up, facials,
waxing, and tweezing. We will be using manikins as well as other mock sources for
practice; however, students do need to practice services on each other.
___________________________________
Signature

____________
Date

Parent/Guardian:
Please acknowledge that you have read the course syllabus and understand the requirements for the
Cosmetology Program by signing and returning this form to the instructor. Please check the statements
for understanding.
_____________ I have read and understand the requirements of the Cosmetology Program.
_____________ I realize by being enrolled in the Cosmetology Program my child may serve as a
model for a classmate. The following services will be practiced on my daughter / son:
haircutting, perming, haircoloring, relaxing, artificial nails, manicuring, pedicuring, makeup, facials, waxing, and tweezing. We will be using manikins as well as other mock
sources for practice; however, students do need to practice services on each other.

___________________________________
Signature

____________
Date
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Career Field Technical Content Standard
PLEASE SEE THE FOLLOWING LINK FOR THE MOST UPDATED STANDARDS
http://education.ohio.gov/Topics/Career-Tech/Human-Services-Career-Field
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Section 1: Acknowledgements
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Section 2: Approval by Advisory Committee

After reviewing this document, we recommend that the Engineering and CAD Course of
Study based on the Ohio Career Field Technical Content Standard for Engineering and
Science Technologies be approved and adopted.
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Section 3: Approval by School Board Resolution
Findlay City Schools
WHEREAS, the Engineering and CAD Advisory Committee of the Findlay City Schools has
reviewed the Engineering and CAD Course of Study, and WHEREAS, the course of study is
based upon the Ohio Career Field Technical Content Standards for Engineering
Technologies and
WHEREAS, the Engineering and CAD Advisory Committee has reviewed these
competencies and has edited competencies to address local labor market needs, and to
acknowledge the school district’s ability to offer specialized programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Findlay City Schools adopt the Engineering and CAD Course of
Study.

Approval date:
Superintendent

Approval date:
Board President

5

Section 4: District Mission, Vision, Philosophy and Goals
Mission Statement
Educating and empowering for life

Beliefs






All students and families have worth and are to be valued
Students need a safe and inclusive environment in order to fully express who they are.
All students can learn
In order for each student to thrive, students, families, staff and community must be vested in their
growth and development.
All students need opportunities in and out of the classroom.
FCS must be a reflection of our growing community and its needs.
The Seven Habits of Highly Effective People supports life and skills:









Habit 1: Be Proactive
Habit 2: Begin with end in mind
Habit 3: Put first things first
Habit 4: Think win-win
Habit 5: Seek first to understand, then to be understood
Habit 6: Synergize
Habit 7: Sharpen the saw
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Section 5: Program Description
Engineering and CAD
Overview of Program
The Engineering and CAD Program at Millstream Career Center is a two-year program
designed for 11th and 12th grade students who are interested in pursuing post-secondary
education or enter their chosen career field upon graduation. The program curriculum is
based on the Ohio Career Field Technical Content Standards Document for Engineering
Technologies. This curriculum is the result of a comprehensive review and refinement of
content by a panel of representatives from secondary, post-secondary and business
leaders.
Students are encouraged to take the right classes so that they are prepared for their next
step in life. The following middle/high school portion of the program of study is a
recommended sequence for students interested in this career field.
Sample Program of Study
7

8

9

Language Arts
Math

Language Arts
Math

English 2
Geometry

English 3
Algebra 2

English 4
Senior Math

Science

Science

Biology

Chemistry

Senior Science

Social Studies

Social Studies

English 1
Algebra 1
9th Grade
Science
Social Studies

Social Studies

PE

PE

Health/PE

PE

Social Studies
Engineering
Design

Elective
Mechanisms and
Drives

Engineering
Principles

Robotics

Computer
Applications

Art

Intro. To CAD /
Blueprint
Reading
Foreign
Language

10

PreEngineering/
PreArchitecture

11

12

Elective

In the 11th and 12th grade component of the program all students are part of a seamless
curriculum which allows students to transition into post-secondary programs or enter their
chosen career field upon graduation. Each curriculum contains outcomes and competencies
which are required.
The basic instructional philosophy for the program encourages project-based learning. An
advisory committee comprised of representatives from business and industry, program
graduates and academic representatives from school meets twice each year to provide input
and guidance in this program.
Throughout the school year, students participate in a variety of work-based learning in order
to observe and interact with employees, employers and administrative personnel to learn
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more about the industry as a whole. Early placement/ internships/ mentoring assignments/
job shadowing are all examples of work-based opportunities.
College credit opportunities for have been developed between Millstream Career Center and
various institutions of higher learning. There is on-going dialogue following the established
process and procedures between our school and each participating institutions of higher
learning to develop and maintain the college credit opportunities. Opportunities may include
college credit plus, articulated (bilateral) credit, CT2, waiver of classes or other formats
providing time-shortened or advanced skill college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization
Students enrolled in Engineering and CAD are required to be members of Skills USA.
Participation in Skills USA provides the student with experiences in competitive events at
local, regional and national levels. In addition to the competitive events, the student learns
citizenship, parliamentary procedures, democratic principles, social skills and civic
responsibility.
Population Served
The program is open to all 11th and 12th grade students.

Occupations Addressed
High School Exit Careers
Architectural Drafting
Mechanical Drafting
Basic Robotic
Programming
Automation Control
CNC Mill Operator

Associate Degree Exit
Careers
Mechanical Engineer
Tech
Electrical Engineer
Tech
Civil Engineer Tech

Baccalaureate Degree Exit
Careers
Mechanical Engineer

Draftsman
Mill Operator

Production Engineer
Architect
Architectural Engineer

Electrical Engineer
Civil Engineer

Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state of
Ohio or member school district
 90% post program placement with 95% transition to post-secondary education
 95% student attendance
8

Course Summaries
Engineering Design
Subject Code: 175001
The focus of Engineering Design is the application of the engineering design process. Topics
include work-processes, optimization methods, design optimization, and risk management tools.
Students will use 2D and 3D modeling software to help them design solutions to solve proposed
problems, document their work, and communicate solutions. Additionally, students will interpret
industry prints, and create working drawings from functional models. Emphasis is given to
experimental problem solving in real systems.
Engineering Principles
Subject Code: 175002
This course will introduce students to fundamental engineering concepts and scientific principles
associated with engineering design applications. Topics include mechanisms, energy, statics,
materials, and kinematics. Additionally, students will learn material properties, electrical,
control, and fluid power systems. Students will learn to apply problem solving, research and
design skills to create solutions to engineering challenges.
Robotics
Subject Code: 175004
Students will apply the knowledge and skills necessary to program and operate Robots, using the
teach pendant as the main interface point. The students will learn robotic operations and system
configurations. Students will code, compile, and debug programs using the robotic programming
language.
Mechanisms and Drives
Subject Code: 175008
Students will learn the principles and practices of machine operation and machine applications.
They will learn how machine components such as gears, belts, sprockets, bearings, clutches,
couplings, springs, etc. contribute to the application for which the machine is designed. They will
also examine the basic drives of such mechanisms as electric motors and hydraulic & pneumatic
actuators.
Architecture Design- Structural and Mechanical/Electrical/Plumbing
Subject Code: 178020
Students will use architecture design principles to organize and arrange structures to create a
perspective of a building. Students will use orthographic/pictorial projection, freehand technical
sketching and computer-aided drafting (CAD) skills to generate floor and wall plans, elevations,
sections, details and schedules. Students will develop sets of structural framing and mechanical
working drawings that include plumbing, HVAC and electrical power and lighting plans.
Architecture Design - Site and Foundation Plans
Subject Code: 178021
Students use advanced architectural design concepts to construct design models including
perspective drawings for final presentations. Students use orthographic/pictorial projection,
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freehand technical sketching and computer-aided drafting (CAD) tools to create site foundation
and section plans that include topographical details and schedules. Additionally, students
perform zoning analysis, develop preliminary plot plans, and construct grading and utilities plans
that include legal descriptions and cut and fill volumes.
Plan Reading
Subject Code: 178019
Students learn blueprint reading as it relates to the architecture and construction. Students will
use scaling, orthographic projections, dimensioning practices, symbols, notations, and
abbreviations to perform area calculations and to interpret floor plan, section, and elevations.
Using construction plans, students will identify problems or shortcomings related to the layout
and installation of materials for the project.
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Section 6: Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the
business community. The standards set for these competencies are recommended by the
advisory committee members and local employers in the community and evaluated by the
teacher following these guidelines. In order to receive credit for the course, competencies
to be mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the
effectiveness of the total program, the following procedures will be used:
•
Pretests
•
Post tests
•
Teacher observation and evaluation
•
Notebooks
•
Portfolio
•
Class discussions
•
Skill testing
•
Project development
•
Daily grades
•
Lab performance
•
Work-based learning experiences
•
Industry certifications that students can achieve. (AutoCAD Certified Usere,
Solidworks Certification, Fanuc Basic Robotics Certification)
Measurement of learning will be an ongoing activity with emphasis on laboratory activities
and competency improvement. Evaluation will be accomplished through pre-assessment of
student’s skills, frequent formative assessment, both visual and written, and summative
evaluation to determine the mastery of competencies. Formative assessments that are
conducted during instruction help the teacher make necessary instructional adjustments.
The instructor may decide to alter instructional materials and methods if students are
experiencing difficulties in learning what is being taught. All evaluations are in the form of
points received out of points possible. A percentage is then calculated and a letter grade is
assigned. Progress reports on all students are distributed to parents on the mid-term of
each grading period.
92-100% =A
82-92% = B
72-82% = C
62-72% = D
<62 = F
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Section 7: Syllabi / Sequence
.

Engineering and CAD I Syllabus
Instructor Information
Instructor

Email

Office Location & Hours

Mr. Perry

cperry@findlaycityschools.org

Room B122 7:00-3:00

General Information
Description
The purpose of this class is to expose students to Electrical and Mechanical Engineering principles and design.
Students will learn an Engineering Design Process, how to keep an Engineering Notebook, AutoCAD, basic AC/CD
circuits, Electric control, and Mechanisms. They will also have the opportunity to explore industrial robotics,
Programmable Logic Control, Pneumatics, Hydraulics, and Architecture.

Expectations and Goals
“Success is a ladder that cannot be climbed with your hands in your pockets”
I expect every student to participate in all activities. Most of what we do in this class is new to all students. I expect
every student to put in effort on every task. Not everything will be easy or fun, but I want you to try everything.
Attendance: Students are expected to follow Findlay City Schools delay and closing schedule. If your school is
delayed or closed and transportation is not running it is your choice to come or not. No class is worth risking your
life or limb. My policy is 10 missed classes your grade drops one letter, 15 missed classes and you drop 2 grades, 20
missed classes is an F. Notice I do not make a distinction between excused and unexcused.
Daily point System: Students who are not working on class work will receive -1 point each period. Students that are
going above and beyond what is expected will receive +1 points per period they are working at beyond what is
expected. This point system will make up a large portion of their Employability score.

Course Materials
Required Materials
 Students need to have a 3” three ring binder and dividers for the binder
 A drafting pencil
 Engineering Notebook.
 Learning materials will be provided
 Student may need to provide various project materials
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Course Schedule
Week

Topic

1

Introduction to Engineering

Reading

Exercises

Career Paragraph
Schools research paper
Careers Research

2

3

Sketching

Alphabet of Lines page

Lines, Circles, Orthographics

SW Orthographic sketches 11-20

Sketching

SW Isometric/Oblique 1-10

Isometric, Oblique, Lettering, Dimensions

Lettering ABC’s
Architectural or Engineering Lettering
handout
Design a crank

4

AutoCAD CH 1

AutoCAD pg. 1-44

Ex. 1.1-1.11

AutoCAD pg.55-70

Ex. 2.1-2.11

AutoCAD pg. 91-120

Ex. 3.1-3.6

AutoCAD pg. 91-120

Ex. 3.7-3.8, 3.10-3.12

Into to interface
Snap and Grid
Coordinates Systems
Polar tracking
5

AutoCAD CH 2

Interims

Layers
Osnap

6

Review / Work week
Templates

7

AutoCAD CH 3
Modify Commands

8

AutoCAD CH 3
Modify Commands
BEST Robotics Teams

9

AutoCAD CH 4
st

End 1 quarter

Ex. 4.1-4.6

Move, Copy, Rotate
Grips
Polar Track, Object Snap

13

Week

Topic

10

AutoCAD CH 4

Reading

Exercises

Ex. 4.7-4.12

Move, Copy, Rotate
Grips
Polar Track, Object Snap
11

ACDC Mod 1 Basic Electrical Circuits
AutoCAD CH5

ACDC Skills 3-7
Simulated or Manual
Quiz Basic Electrical Circuits

12

13

ACDC Mod 2 Electrical Measurement

ACDC Skills 2

AutoCAD Ch5

Ex. 5.1-5.10

ACDC Mod 2 Electrical Measurement

ACDC Skills 3-8

AutoCAD Ch6

Ex. 6.1-6.4, 6.9-6.12, 6.14
Quiz: Electrical Meaasurements

14

Urban Park Project-Design Process

Thanksgiving Break do research

Urban Park Project

ACDC Skills 1-6, Activity 1

ACDC Circuit Analysis Segment 1-3

Circuit Quiz

Urban Park Project

Ex. 7.1-7.2, 7.5-7.11

Interims

15

16

AutoCAD Ch 7

17

18
nd

End 2 Quarter

Urban Park Presentations

Final Exams

Rhodes State Projects

Rhodes

ACDC Inductance& Capacitance

ACDC LP #9, Skill 1-2

Seg. 1-2
Revit Ch 1-2

14

Week

Topic

Reading

19

Rhodes

Work on Rhodes Projects

Solidworks Quick Ch 1

SW Ch 1 Review

ACDC Inductance& Capacitance

SW Ex. 1.7-1.16

Seg. 3-4

Exercises

ACDC Skill 3-6

Toledo AIA

20

Revit CH 3-4

Toledo AIA

Rhodes

Rhodes

SW Ch2

Ch 2 Review
SW Ex. 2.1-2.3,2.5,2.6,2.8,2.11-2.13

21

Revit CH 5-6

Toledo AIA

Rhodes

Work on Rhodes

SW CH 2

Finish SW Ch. 2

ACDC Inductance& Capacitance

ACDC Inductance Capacitance Quiz

Seg. 5
Toledo AIA
Revit CH 7-8
22

Rhodes

Rhodes

SW CH 3

SW Ex. 3.1-3.4

Electric Control Control Logic Seg. 1-2

EC Skills 1-5
Toledo AIA

23

Rhodes

Rhodes

Interims

Skills Regionals

SW EX. 3.5,3.8,3.10,3.11

SW CH 3

Toledo AIA

Rhodes

Rhodes

Electric Control Control Logic Seg. 3-4

EC Skills 7-10

24

Toledo AIA
25

Rhodes GET CARS PRINTED

Work on finishing Rhodes

Electric Control Sequencing Seg. 1-2

EC Skills 1-4
Toledo AIA

26

Rhodes Competition Friday

Work on finishing Rhodes

Electric Control Sequencing Seg. 3-4

EC Skills 5-9, ECS 1-2-1
Toledo AIA

27

Computer Control
Intro to PLC Seg. 1-2

Challenge Circuit

Intro PLC Skill 1-6
Toledo AIA

15

Week

Topic

28

Computer Control

Reading

Intro PLC Activity 3-5

Intro to PLC Seg. 3

29
Spring break

Start Can Crusher
Pick Teams, Assign MODs

Exercises

Toledo AIA

Circuit Challenge Due

Basic PLC Skill 1-7, Activity 1
Team MODS

CC Basic PLC Seg 1-4
30

CC Motor Control Seg 1-4

Motor Control Skill 1-6
Team MODS

31

CC Event Sequencing Seg 1-3

Event Sequencing Skill 1-2,
Activity 1-3
Team MODS

32

Construct Can Crusher

33

Construct Can Crusher

Interims

34

Construct Can Crusher

35

Construct Can Crusher

36

Construct Can Crusher
Finish Presentation

37

Exams-Can Crusher Presentations
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Additional Information and Resources
AutoCAD and Revit Programs can be downloaded for free at autodesk.com
Amatrol courses are at learnamatrol.com
BEST Robotics is optional for juniors but the dates are as follows
Sept 12 Kickoff
Oct. 10 Mall Day
Oct. 24 Game Day
Building and practice will be Tuesday nights at 7:00pm.

Quizzes and Test will be given periodically.

Engineering and CAD II Syllabus
Instructor Information
Instructor

Email

Office Location & Hours

Mr. Perry

cperry@findlaycityschools.org

Room B122 7:00-3:00

General Information
Description
The purpose of this class is to expose students to Electrical and Mechanical Engineering principles and design.
Students will learn an Engineering Design Process, how to keep an Engineering Notebook, AutoCAD, basic AC/CD
circuits, Electric control, and Mechanisms. They will also have the opportunity to explore industrial robotics,
Programmable Logic Control, Pneumatics, Hydraulics, and Architecture.

Expectations and Goals
“Success is a ladder that cannot be climbed with your hands in your pockets”
I expect every student to participate in all activities. Most of what we do in this class is new to all students. I expect
every student to put in effort on every task. Not everything will be easy or fun, but I want you to try everything.
Attendance: Students are expected to follow Findlay City Schools delay and closing schedule. If your school is
delayed or closed and transportation is not running it is your choice to come or not. No class is worth risking your
life or limb. My policy is 10 missed classes your grade drops one letter, 15 missed classes and you drop 2 grades, 20
missed classes is an F. Notice I do not make a distinction between excused and unexcused.
Daily point System: Students who are not working on class work will receive -1 point each period. Students that are
going above and beyond what is expected will receive +1 points per period they are working at beyond what is
expected. This point system will make up a large portion of their Employability score.

Course Materials
Required Materials
 Students need to have a 3” three ring binder and a drafting pencil.
 Learning materials will be provided
 Student may need to provide various project materials
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Course Schedule
Week

Topic

1

Solidworks

SW Ch 1 Review

Quick Ch 1

SW Ex. 1.7-1.16

Vex Robotics

Base Assembly

2

SW Ch2

Reading

Exercises

Project 2

Ch 2 Review

Part Modeling

SW Ex. 2.1-2.3,2.5,2.6,2.8,2.11-2.13
Assemble Drive Train

3

4

Vex Robotics

Mechanical Advantage-Gears and Levers

SW CH 2

Finish SW Ch. 2

Start BEST Robotics

Explore, Understand, Define, and Ideate
BEST Robot

Vex Robotics

Program robot to Joystick

SW CH 3

SW Ex. 3.1-3.4

BEST

Develop Corporation
Departments start designing

5

BEST

Construct Components

Interims

6

Field Crew construct Field components

BEST

Assemble complete Robot
Design Presentation Display

7

BEST

Test and Refine Robot
Make Marketing Presentation
Construct Presentation Display

8

BEST

Practice

Falcon BEST Competition
9

SW CH 3

Project 3 Assemblies

SW EX. 3.5,3.8,3.10,3.11

st

End 1 quarter
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Week

Topic

Reading

Exercises

10

SW CH 4

Project 4

SW Ex 4.1-4.4

Fundamentals of Drawing

11

BEST Fargo

Redesign or Refine Robot

BEST Robotics

Reconstruct Robot
Refine Presentation, Notebook,
MArketing

12

BEST Robotics

Reconstruct Robot
Refine Presentation, Notebook,
MArketing

13

14

SW CH 4

Project 4

Tables , Exploded Views, Section and
Auxiliary Views

Fundamentals of Drawing
Reconstruct Robot

BEST Fargo

Refine Presentation, Notebook,
MArketing

BEST Robotics

Reconstruct Robot
Refine Presentation, Notebook,
MArketing

Interims

15

SW EX. 4.4-4.11

BEST Robotics

Reconstruct Robot
Refine Presentation, Notebook,
MArketing

16

BEST FARGO

Finish Robot and Travel to North Dakota

17

SW CH 4

Finish Drawings, Questions

18

Final Exam

SW CH 1-4, Robotics

End 2nd
Quarter

19

Week

Topic

Reading

Exercises

19

Rhodes

Work on Rhodes Projects

Toledo AIA

Design and build Rhodes in SW

Revit CH 1-4
20

Rhodes
SW CH 5

SW CH5 Extrude and
Revolve Features

Revit CH 5-6
Robotics
21

22

Rhodes
Toledo AIA
SW 5.1-5.3

Programing Simple

Robot-Program square and circle

Rhodes

Work on Rhodes

SW CH 5

SW 5.3-5.7

Revit CH 7-8

Toledo AIA

Robotics variables

Robot-Program to follow path

Rhodes
SW CH5
Revit CH 8-9

Competition for Skills
Regionals-Technical and
Architectural Drafting

Rhodes
SW 5.8-5.13, Questions
Toledo AIA
Robot-Program to find binders and knock
them over

Robotics Bump sensor & optical Sensor
23

Rhodes

SW-Project 6

Interims

Skills Regionals

Swept, Lofted and additional Toledo AIA
Features
SW 6.1-6.4

SW CH 6
24

Rhodes

Rhodes

Rhodes

SW CH 6

SW 6.5-6.12, Questions

Robotics - Challenge

Toledo AIA
Robotics – program to finish maze

25

Rhodes GET CARS PRINTED

Work on finishing Rhodes
SW CH 6 finish
Toledo AIA

26

Rhodes Competition Friday

Work on finishing Rhodes
Toledo AIA

27

SW CH 7

Fanuc Robotics

SW-Top down Assembly,
Sheet metal
Intro to Handling PRO
CH1-2

SW 7.1-7.5

Intro CH 2 Review

20

Week

Topic

28

SW CH 7

Reading

Exercises

SW 7.6-7.8, Questions
Toledo AIA

Fanuc Robotics- Jogging
29

Handling Pro CH 3

SW CH 7

Procedure 3.1-3.6, Ch. Review
Finish CH 7 Drawings

Spring break

30

31

32

Fanuc-Adding Fixtures and Parts

Handling Pro CH 4

Procedure 4.1-4.7

SW CH 8

CH 8 Simulation

Test Questions

Fanuc CH1 &2

Fanuc-Safety

CH 2 Review

Fanuc CH 3 Robot Systems

Basic Robot CH 3

CH 3 Review

Fanuc CH 4 Teach Pendant

Basic Robot CH 4

CH 4 Review

Fanuc CH 5 Robot Systems

Basic Robot CH 5

CH 5 Review

Fanuc CH 6 Frames

Basic Robot CH 6

Senior Projects

Senior Projects

Proc. 1-6, Lab 1 & 2
CH 6 Review
Proc. 1-2, Lab 3
33

Senior Projects

Interims
Fanuc Intro Programming
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Fanuc Intro Prog.

Programing Ch 1-2

Proc. 1-3

Writing a program

LAB 1, Review Questions

Motion Instructions

Proc. 1-2
LAB 2-5, Review Questions

35

36

Fanuc Intro Prog

Fanuc

Program and File
Manipulation

Proc 1-6
LAB 6, Review Questions

Create Program to stack and unstack
Blocks 3 ways

21

Week

Topic

37

Exams

Reading

Exercises

Additional Information and Resources
AutoCAD and Revit Programs can be downloaded for free at autodesk.com
Amatrol courses are at learnamatrol.com
BEST Robotics dates are as follows
Sept 16 Kickoff
Oct. 14 Mall Day
Oct. 28 Game Day
Building and practice will be Tuesday and Thursday nights at 7:00pm.

Quizzes and Test will be given periodically.
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Section 8: Career Field Technical Content Standard

Engineering Design
Course Description:
The focus of Engineering Design is the application of the engineering design process. Topics include workprocesses, optimization methods, design optimization, and risk management tools. Students will use 2D and3D
modeling software to help them design solutions to solve proposed problems, document their work, and
communicate solutions. Additionally, students will interpret industry prints, and create working drawings from
functional models. Emphasis is given to experimental problem solving in real systems.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in an
entrepreneur, manager and employee role to the leadership, planning, developing and analyzing of
business enterprises related to the career field.

Outcome: 1.1.

Employability Skills:
TPO: Students will use lectures and online research to develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in
diverse business settings.

TPO:
Competencies
1.1.1. Identify the knowledge, skills, and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education, training, certification,
licensure, and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations, and organized labor
and use networking techniques to develop and maintain professional relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job applications, résumé
writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability, and responsibility and demonstrate associated
behaviors in fulfilling personal, community, and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making decisions and
formulating solutions.
1.1.8. Identify the correlation between emotions, behavior, and appearance and manage those to establish and
maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and abusive behavior.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.2.

Does not apply

Leadership and Communications:
TPO : Given a team project the students will process, maintain, evaluate, and disseminate
information in a business. Develop leadership and team building to promote collaboration.
Students will give a final presentation on the project and be assessed against a teacher rubric.

Competencies
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentations.
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1.2.3.
1.2.4.
1.2.5.
1.2.6.
1.2.7.
1.2.8.
1.2.9.

1.2.10.
1.2.11.
1.2.12.
1.2.13.
1.2.14.

Identify and use verbal, nonverbal, and active listening skills to communicate effectively.
Use negotiation and conflict-resolution skills to reach solutions.
Communicate information (e.g., directions, ideas, vision, workplace expectations) for an intended
audience and purpose.
Use proper grammar and expression in all aspects of communication.
Use problem-solving and consensus-building techniques to draw conclusions and determine next steps.
Identify the strengths, weaknesses, and characteristics of leadership styles that influence internal and
external workplace relationships.
Identify advantages and disadvantages involving digital and/or electronic communications (e.g., common
content for large audience, control of tone, speed, cost, lack of non-verbal cues, potential for forwarding
information, longevity).
Use interpersonal skills to provide group leadership, promote collaboration, and work in a team.
Write professional correspondence, documents, job applications, and résumés.
Use technical writing skills to complete forms and create reports.
Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.

An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.3.

Does not apply

Business Ethics and Law:
TPO: Given a lecture students will analyze how professional, ethical, and legal behavior
contributes to continuous improvement in organizational performance and regulatory compliance
and will acquire a current article on the subject and reflect on the impact of the situation with a
80% accuracy according to a rubric.

Competencies
1.3.1. Analyze how regulatory compliance affects business operations and organizational performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe, and healthy work environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity,
compassion, justice).
1.3.4. Identify how federal and state consumer protection laws affect products and services.
1.3.5. Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], U.S. Environmental Protection Agency [EPA], United
States Occupational Safety and Health Administration [OSHA]) that contribute to the continuous
improvement of the organization.
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-to-door sales, deceptive
service estimates, fraudulent misrepresentations) and their overall impact on organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of noncompliance for both
employee and employer (e.g., harassment, labor, employment, employment interview, testing, minor
labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission).
1.3.8. Verify compliance with computer, copyright, and intellectual property laws and regulations.
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational, and professional ethical standards.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.4.

Does not apply

Knowledge Management and Information Technology:
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TPO: Students will be instructed in several forms of software and hardware to demonstrate
current and emerging strategies and technologies used to collect, analyze, record, and share
information in business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.
Competencies
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public
address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present information (e.g., word
processing, electronic mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access, accuracy
issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business records.
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize assigned tasks (e.g., lists,
calendars, address books).
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Outcome: 1.5.

Does not apply

Global Environment:
TPO: Given lecture, and on line research, students will evaluate how beliefs, values, attitudes, and
behaviors influence organizational strategies and goals as evidenced by group discussions.

Competencies
1.5.1. Describe how cultural understanding, cultural intelligence skills, and continual awareness are
interdependent.
1.5.2. Describe how cultural intelligence skills influence the overall success and survival of an organization.
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and profitability.
1.5.6. Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
1.5.8. Identify how multicultural teaming and globalization can foster development of new and improved
products and services and recognition of new opportunities.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Outcome: 1.6.

Does not apply

Business Literacy:
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TPO: Students will develop foundational skills and knowledge in entrepreneurship, financial
literacy, and business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.
Competencies
1.6.1. Identify business opportunities.
1.6.2. Assess the reality of becoming an entrepreneur, including advantages and disadvantages (e.g., risk vs.
reward, reasons for success and failure).
1.6.3. Explain the importance of planning your business.
1.6.4. Identify types of businesses, ownership, and entities (i.e., individual proprietorships, partnerships,
corporations, cooperatives, public, private, profit, not-for-profit).
1.6.5. Describe organizational structure, chain of command, the roles and responsibilities of the organizational
departments, and interdepartmental interactions.
1.6.6. Identify the target market served by the organization, the niche that the organization fills, and outlook of
the industry.
1.6.7. Identify the effect of supply and demand on products and services.
1.6.8. Identify the features and benefits that make an organization’s product or service competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is assessed.
1.6.10. Describe the impact of globalization on an enterprise or organization.
1.6.11. Describe how all business activities of an organization work within the parameters of a budget.
1.6.12. Describe classifications of employee benefits, rights, deductions, and compensations.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.9.

Does not apply

Financial Management:
TPO: Students will use financial tools, strategies, and systems to develop, monitor, and control
the use of financial resources to ensure personal and business financial well-being. Students will
be assessed on a team project with a final presentation with a teacher rubric.

Competencies
1.9.1. Create, analyze, and interpret financial documents (e.g., budgets, income statements).
1.9.2. Identify tax obligations
1.9.3. Review and summarize savings, investment strategies, and purchasing options (e.g., cash, lease, finance,
stocks, bonds).
1.9.4. Identify credit types and their uses in order to establish credit.
1.9.5. Identify ways to avoid or correct debt problems.
1.9.6. Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect access to
loans.
1.9.7. Review and summarize categories (types) of insurance and identify how insurances can reduce financial
risk.
1.9.8. Identify income sources and expenditures.
1.9.9. Compare and contrast different banking services available through financial institutions.
1.9.10. Identify the role of depreciation in tax planning and liability.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Strand 2.

Does not apply

Electrical/Electronics
Learners apply principles of electricity and electronics related to electronic theory, alternating and
direct current, electronic components, electronic skills, digital electronics and power supplies.
Knowledge and skills may be applied to fundamentals of electricity, analyzing and evaluating
circuits, assembling components into electrical circuits, creating circuits to perform tasks and
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operations, wiring components to construct a communications system and providing power to an
electrical system.
Outcome: 2.3

Codes and Regulations:
TPO: Students will be able to explain and apply the National Electrical Code (NEC) and other
building codes with a 80% accuracy assessed by a written test.

Competencies
2.3.1. Explain the role of Underwriters Laboratory (UL), Canadian Standards Association (CSA), and Intertek
Testing Service/Edison Testing Laboratory (ITS/ETL).
2.3.2. Locate and apply the information in articles of the NEC and other applicable codes (i.e., Building Officials
and Code Administrators [BOCA], Ohio Building Code [OBC], Life Safety Codes) and explain how they
impact job requirements (e.g., service conductors, feeders, branch circuits, overload protection, grounding,
bonding requirements).
2.3.3
Utilize National Fire Protection Association (NFPA) procedures for NFPA 70E-arc flash boundaries,
current-limiting fuses, live work power permits, electrically safe work conditions, emergency worker safety
programs, scheduling, energized circuits, and training.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices

X Design
Context-dependent

X

Does not apply

Strand 5.

Pre‐ Engineering: Design and Development
Learners apply principles of design and development related to the design process, sketching and
visualization, modeling, drafting, materials and production and process design.

Outcome: 5.1.

The Design Process:
TPO: Students will use the engineering design process and quality assurance principles to analyze
and solve design problems. Students will be assessed on a team project with a final presentation
with a teacher rubric and documentation in an Engineering Notebook.

Competencies
5.1.1. Describe the role of research, development, and experimentation in design problem solving.
5.1.2. Conduct an investigation to identify customer needs, constraints, and criteria.
5.1.3. Develop multiple solutions and select an approach.
5.1.4. Develop a design proposal and make a model/prototype.
5.1.5. Evaluate and redesign a prototype using collected data.
5.1.6. Utilize process planning and improvement tools to manage the life cycle of a product.
5.1.7. Compare and contrast design considerations for product recycling or disposal for the end of a product's life
cycle.
5.1.8. Maintain an engineering journal to document progress and capture ideas during the development phase.
An “X” indicates that the pathway applies to the outcome.
Pathways
Operations
X Design
Green Practices
X
Green-specific
Context-dependent
Outcome: 5.2.

Does not apply

Sketching and Visualization:
TPO: Students will conceptualize and sketch design projects and components using free hand and
mechanical drafting techniques with a 80% accuracy.

Competencies
5.2.1. Compare and contrast technical sketching and drawing.
5.2.2. Sketch possible solutions to an existing design problem.
5.2.3. Use tolerancing techniques when dimensioning.
5.2.4. Apply annotations on sketches and drawings.
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5.2.5.
5.2.6.
5.2.7.
5.2.8.
5.2.9.

Create sketches using integration sketching techniques and styles.
Apply coordinate systems (e.g., absolute, relative, user, cylindrical, Cartesian).
Sketch geometric forms and shapes.
Describe geometric constraints.
Select a view to graphically communicate a design solution.

An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices
Outcome: 5.3

X

Does not apply

Computer-Aided Modeling:
TPO: Students will create models to illustrate the design of projects and components with an 80%
accuracy.

Competencies
5.3.1
Apply manufacturing processes (e.g., casting, molding, forming, separating, conditioning, assembling,
finishing, rapid prototyping).
5.3.2
Evaluate a sketch and generate a model utilizing three-dimensional modeling software and techniques.
5.3.3
Compare and contrast conceptual, physical, and mathematical design models used to check proper design.
5.3.4
Perform part manipulation during the creation of an assembly model.
5.3.5
Analyze assembly constraints to successfully construct a multipart object.
5.3.6
Utilize part libraries effectively during the assembly modeling process.
5.3.7
Employ subassemblies during the production of assemblies.
5.3.8
Verify drive constraints that simulate the motion of parts in assemblies.
5.3.9
Apply adaptive design concepts during the development of sketches, features, parts, and assemblies.
5.3.10 Translate a three-dimensional drawing or model into corresponding orthographic drawing views.
5.3.11 Evaluate the accuracy of mass properties calculations.
5.3.12 Evaluate a model for design imperfections.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices
Outcome: 5.4.

X

Does not apply

Computer‐ Aided Drafting:
TPO: Students will interpret and prepare technical drawings with an 80% accuracy.

Competencies
5.4.1. Create and interpret auxiliary views, orthographic projections, isometric drawings, oblique drawings and
perspective drawings.
5.4.2. Create a sectional view drawing.
5.4.3. Illustrate the types of breaks and symbols used in drawing sectional views.
5.4.4. Produce a reverse‐ engineered drawing from a solid object.
5.4.5. Add technical elements (e.g., parts lists, titles, finishes, tolerances, specifications, hidden surfaces) to
drawings.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices

Outcome: 5.6

X

Does not apply

Production and Process Design:
TPO: Students will plan, set up, monitor, analyze, and control integrated systems with a 75%
accuracy and completeness.

Competencies
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5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
5.6.9
5.6.10

Identify the planning and process procedures for production (e.g., corrective preventive actions, audit
documentation, Process Failure Mode Effect Analysis [PFMEA]).
Use process planning and improvement tools (e.g., flowcharts, diagrams, design for manufacturability
[DFM]).
Employ project scheduling techniques (e.g., critical path methodology [CPM], project evaluation and
review technique [PERT]).
Identify criteria and constraints and determine how those will affect the design of the production process.
Estimate time, tooling, product packaging, and material costs.
Monitor performance against time, tool, and material cost estimates.
Set capacity to account for fluctuation in demand.
Adjust the plan as necessary to respond to variations (e.g., process, demand, material).
Evaluate final solutions and communicate observations, processes, and results.
Develop a packaging design that prepares a product for shipping.

An “X” indicates that the pathway applies to the outcome.
X
Operations
X Design
Pathways
Green-specific
Context-dependent
Green Practices

X

Does not apply

Strand 6.

Precision Machining
Learners apply principles of precision machining to measuring work pieces, drawing
interpretation, inspection, bench work and layout, power saws, drilling machines, lathes and
turning machines, milling machines and grinding machines.

Outcome: 6.1.

Measurement and Interpretation:
TPO: Students will interpret drawings and documentation and perform measurements with a 75%
accuracy.

Competencies
6.1.1. Identify measuring tools and gradations used in precision machining and their purposes.
6.1.2. Identify typical measurements in precision machining (e.g., angles, diameter, hardness).
6.1.3. Identify measuring systems and convert between systems.
6.1.4. Measure and inspect work pieces according to product specifications.
6.1.5. Identify information and symbols typically provided in drawings and specifications.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices

Outcome: 6.2.

X

Does not apply

Layout and Planning:
TPO: Students will plan a machining process with a 90% accuracy.

Competencies
6.2.1. Determine product requirements, dimensions, and tolerances from drawing and specifications.
6.2.2. Determine process steps (e.g., cut, drill, turn, mill, grind, heat treat).
6.2.3. Plan individual process steps based on industry standards (e.g., manufacturer’s specifications, machining
standards).
6.2.4. Schedule machining equipment as required.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices

X

Does not apply
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Engineering Principles
Course Description:
This course will introduce students to fundamental engineering concepts and scientific principles associated with
engineering design applications. Topics include mechanisms, energy, statics, materials, and kinematics.
Additionally students will learn material properties and electrical, control and fluid power systems. Students will
learn to apply problem solving, research and design skills to create solutions to engineering challenges.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in an
entrepreneur, manager and employee role to the leadership, planning, developing and analyzing of
business enterprises related to the career field.

Outcome: 1.1.

Employability Skills:
TPO: Students will use lectures and online research to develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in
diverse business settings

Competencies
1.1.1. Identify the knowledge, skills, and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education, training, certification,
licensure, and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations, and organized labor
and use networking techniques to develop and maintain professional relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job applications, résumé
writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability, and responsibility and demonstrate associated
behaviors in fulfilling personal, community, and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making decisions and
formulating solutions.
1.1.8. Identify the correlation between emotions, behavior, and appearance and manage those to establish and
maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and abusive behavior.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.2.

Does not apply

Leadership and Communications:
TPO : Given a team project the students will process, maintain, evaluate, and disseminate
information in a business. Develop leadership and team building to promote collaboration.
Students will give a final presentation on the project and be assessed against a teacher rubric.

Competencies
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal, and active listening skills to communicate effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
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1.2.5.
1.2.6.
1.2.7.
1.2.8.
1.2.9.

1.2.10.
1.2.11.
1.2.12.
1.2.13.
1.2.14.

Communicate information (e.g., directions, ideas, vision, workplace expectations) for an intended
audience and purpose.
Use proper grammar and expression in all aspects of communication.
Use problem-solving and consensus-building techniques to draw conclusions and determine next steps.
Identify the strengths, weaknesses, and characteristics of leadership styles that influence internal and
external workplace relationships.
Identify advantages and disadvantages involving digital and/or electronic communications (e.g., common
content for large audience, control of tone, speed, cost, lack of non-verbal cues, potential for forwarding
information, longevity).
Use interpersonal skills to provide group leadership, promote collaboration, and work in a team.
Write professional correspondence, documents, job applications, and résumés.
Use technical writing skills to complete forms and create reports.
Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.

An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.3.

Does not apply

Business Ethics and Law:
TPO: Given a lecture students will analyze how professional, ethical, and legal behavior
contributes to continuous improvement in organizational performance and regulatory compliance
and will acquire a current article on the subject and reflect on the impact of the situation with a
80% accuracy according to a rubric.

Competencies
1.3.1. Analyze how regulatory compliance affects business operations and organizational performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe, and healthy work environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity,
compassion, justice).
1.3.4. Identify how federal and state consumer protection laws affect products and services.
1.3.5. Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], U.S. Environmental Protection Agency [EPA], United
States Occupational Safety and Health Administration [OSHA]) that contribute to the continuous
improvement of the organization.
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-to-door sales, deceptive
service estimates, fraudulent misrepresentations) and their overall impact on organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of noncompliance for both
employee and employer (e.g., harassment, labor, employment, employment interview, testing, minor
labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission).
1.3.8. Verify compliance with computer, copyright, and intellectual property laws and regulations.
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational, and professional ethical standards.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.4.

Does not apply

Knowledge Management and Information Technology:
TPO: Students will be instructed in several forms of software and hardware to demonstrate
current and emerging strategies and technologies used to collect, analyze, record, and share
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information in business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.
Competencies
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public
address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present information (e.g., word
processing, electronic mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access, accuracy
issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business records.
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize assigned tasks (e.g., lists,
calendars, address books).
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Outcome: 1.5.

Does not apply

Global Environment:
TPO: Given lecture, and on line research, students will evaluate how beliefs, values, attitudes, and
behaviors influence organizational strategies and goals as evidenced by group discussions.

Competencies
1.5.1. Describe how cultural understanding, cultural intelligence skills, and continual awareness are
interdependent.
1.5.2. Describe how cultural intelligence skills influence the overall success and survival of an organization.
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and profitability.
1.5.6. Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
1.5.8. Identify how multicultural teaming and globalization can foster development of new and improved
products and services and recognition of new opportunities.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.6.

Does not apply

Business Literacy:
TPO: Students will develop foundational skills and knowledge in entrepreneurship, financial
literacy, and business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.

Competencies
1.6.1. Identify business opportunities.
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1.6.2.

Assess the reality of becoming an entrepreneur, including advantages and disadvantages (e.g., risk vs.
reward, reasons for success and failure).
1.6.3. Explain the importance of planning your business.
1.6.4. Identify types of businesses, ownership, and entities (i.e., individual proprietorships, partnerships,
corporations, cooperatives, public, private, profit, not-for-profit).
1.6.5. Describe organizational structure, chain of command, the roles and responsibilities of the organizational
departments, and interdepartmental interactions.
1.6.6. Identify the target market served by the organization, the niche that the organization fills, and outlook of
the industry.
1.6.7. Identify the effect of supply and demand on products and services.
1.6.8. Identify the features and benefits that make an organization’s product or service competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is assessed.
1.6.10. Describe the impact of globalization on an enterprise or organization.
1.6.11. Describe how all business activities of an organization work within the parameters of a budget.
1.6.12. Describe classifications of employee benefits, rights, deductions, and compensations.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Does not apply
Green Practices
Outcome: 1.9. Financial Management:
TPO: Students will use financial tools, strategies, and systems to develop, monitor, and control
the use of financial resources to ensure personal and business financial well-being. Students will
be assessed on a team project with a final presentation with a teacher rubric.
Competencies
1.9.1. Create, analyze, and interpret financial documents (e.g., budgets, income statements).
1.9.2. Identify tax obligations
1.9.3. Review and summarize savings, investment strategies, and purchasing options (e.g., cash, lease, finance,
stocks, bonds).
1.9.4. Identify credit types and their uses in order to establish credit.
1.9.5. Identify ways to avoid or correct debt problems.
1.9.6. Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect access to
loans.
1.9.7. Review and summarize categories (types) of insurance and identify how insurances can reduce financial
risk.
1.9.8. Identify income sources and expenditures.
1.9.9. Compare and contrast different banking services available through financial institutions.
1.9.10. Identify the role of depreciation in tax planning and liability.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Does not apply

Strand 2.

Electrical/Electronics
Learners apply principles of electricity and electronics related to electronic theory, alternating and
direct current, electronic components, electronic skills, digital electronics and power supplies.
Knowledge and skills may be applied to fundamentals of electricity, analyzing and evaluating
circuits, assembling components into electrical circuits, creating circuits to perform tasks and
operations, wiring components to construct a communications system and providing power to an
electrical system.

Outcome: 2.1

Electronic Theory:
TPO:Given lectures and hands on skills students will be able to explain electrical principles and
theories with an 80% accuracy on a written test.
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Competencies
2.1.1
Describe the structure of atoms and their relationship to electricity.
2.1.2
Compare and contrast electrical and electromagnetic effect.
2.1.3
Explain methods of producing electrical current.
2.1.4
Explain how batteries store and disperse energy.
2.1.5
Compare and contrast alternating current (AC) and direct current (DC).
2.1.6
Define the units of measurement for voltage, current, power, and resistance.
2.1.7
Describe the relationships between voltage, current, resistance, and power in circuits.
2.1.8
Determine voltage, current, resistance, and power in circuits using Ohm’s Law, Kirchhoff’s Law, and
Watt’s Law.
2.1.9
Describe the purpose of grounding and common methods used for grounding.
2.1.10 Evaluate frequency and phase.
2.1.11 Identify methods of varying capacitance.
2.1.12 Calculate true power, apparent power, reactive power, and power factor.
2.1.13 Determine impedance.
2.1.14 Compare peak (PK), root mean square (RMS), and average values.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 2.2.

Does not apply

Circuits:
TPO: Students will construct and analyze alternating current (AC) circuits and direct current (DC)
circuits on a simulator or hands on module with a 90% accuracy.

Competencies
2.2.1. Compare and contrast conductors and insulators.
2.2.2. Identify common types of transformers and list uses for each.
2.2.3. Explain step up/step down voltage methods.
2.2.4. Describe lamination and explain why laminations are used.
2.2.5. Identify types of capacitors and common usages for each.
2.2.6. Identify types of inductors and explain the purposes of different core materials.
2.2.7. Identify the function of inductors and capacitors in series and parallel circuits.
2.2.8. Explain the uses of series, parallel, and series-parallel circuits.
2.2.9. Construct and troubleshoot series, parallel, and series-parallel circuits.
2.2.10. Analyze wiring schematics and diagrams for accuracy and function.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 2.3

Does not apply

Codes and Regulations:
TPO: Students will be able to explain and apply the National Electrical Code (NEC) and other
building codes with a 80% accuracy assessed by a written test

Competencies
2.3.3. Explain the role of Underwriters Laboratory (UL), Canadian Standards Association (CSA), and Intertek
Testing Service/Edison Testing Laboratory (ITS/ETL).
2.3.4. Locate and apply the information in articles of the NEC and other applicable codes (i.e., Building Officials
and Code Administrators [BOCA], Ohio Building Code [OBC], Life Safety Codes) and explain how they
impact job requirements (e.g., service conductors, feeders, branch circuits, overload protection, grounding,
bonding requirements).
2.3.3
Utilize National Fire Protection Association (NFPA) procedures for NFPA 70E-arc flash boundaries,
current-limiting fuses, live work power permits, electrically safe work conditions, emergency worker safety
programs, scheduling, energized circuits, and training.
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An “X” indicates that the pathway applies to the outcome.
X
Operations
X Design
Pathways
Green-specific
Context-dependent
X Does not apply
Green Practices
Outcome: 2.4. Electronic Components:
TPO: Using a simulator or trainer students will be able to describe electronic components and
their functions and purpose with a 80% accuracy
Competencies
2.4.1. Identify resistor values from color codes or other marks.
2.4.2. Compare and contrast resistor compositions and their uses.
2.4.3. Identify symbols for electronic components.
2.4.4. Compare and contrast negative positive negative (NPN) and positive negative positive (PNP) transistors.
2.4.5. Identify types of transistors and explain their uses (i.e., Darlington pairs, unijunction transistors, Gunn
diodes, field effect transistors [FETs] and metal-oxide semiconductor field-effect transistor [MOSFETs], Nand P- channel junction field effect transistors [JFETs]).
2.4.6. Compare and contrast the purpose and function of thyristors (diacs, triacs, varisters, and thermistors).
2.4.7. Describe the purpose and operation of zener diodes.
2.4.8. Describe the purpose and operation of common optical devices (e.g., light emitting diodes [LEDs], liquid
crystal displays [LCDs]).
2.4.9. Describe the purpose and operation of photovoltaic cells.
2.4.10. Describe the purpose, composition, and operation of photo resistors, photodiodes, and phototransistors.
2.4.11. Define surface mount components.
2.4.12. Describe the purpose and operation of audio amplifiers and their frequency response.
2.4.13. Explain the purpose and operation of common emitter (CE) amplifiers, common base (CB) amplifiers, and
common collector (CC) or emitter follower amplifiers.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices
Outcome: 2.5.

X Design
Context-dependent

X

Does not apply

Electronic Soldering Connections:
TPO: Given materials and supplies, students will connect individual components into an electrical
unit.

Competencies
2.5.1. Define the purpose of a connection and the differences between a good and bad connection.
2.5.2. Select types of solder.
2.5.3. Describe methods for soldering and desoldering and the purpose for each method.
2.5.4. Protect circuit boards from electrostatic discharge (ESD).
2.5.5. Solder and desolder components.
2.5.6. Combine components per wiring prints, schematics, and block diagrams.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices
Outcome: 2.8

X Design
Context-dependent

X

Does not apply

Power Supplies:
TPO: Given materials and supplies, students will provide power to electrical circuits.

Competencies
2.8.1
Identify the differences between transformer-powered supplies and line-connected supplies.
2.8.2
Select a battery based on composition, environment, and circuit characteristics.
2.8.3
Select and install filters.
2.8.4
Construct and install regulated power supplies.
2.8.5
Select and install fuses and circuit breakers.
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2.8.6
2.8.7

Select and construct half-wave, full wave, and bridge rectifiers.
Select and install power conditioning, isolation transformers, surge suppressors, uninterruptible power
supplies.

An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices

X Design
Context-dependent

X

Does not apply

Strand 3.

Computer Integrated Manufacturing
Learners apply the principles of computer integrated manufacturing related to computer numerical
control, robotics, programmable logic controllers and power systems.

Outcome: 3.1.

Computer Numerical Control (CNC):
TPO: Students will be able to apply standard practices of CNC operations and part inspection in
creating a part using the CNC machine and software with an 80% accuracy.

Competencies
3.1.1. Maintain CNC milling/turning machine components and controllers.
3.1.2. Plan a CNC production process for jobs in a machining cell.
3.1.3. Create and edit CNC programs (e.g. G-code, computer-aided manufacturing [CAM]) for milling/turning
machine operations according to job specifications, dimensions, and tolerances.
3.1.4. Create a tool setup sheet.
3.1.5. Work from a process sheet and part print.
3.1.6. Set up and operate CNC milling/turning machines.
3.1.7. Monitor the operations of a machining cell and troubleshoot problems that arise.
3.1.8. Verify part quality against job specifications.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices

Outcome: 3.4

X Design
Context-dependent

X

Does not apply

Power Technologies:
TPO: Students will install, maintain, and troubleshoot fluid power systems with an 80% accuracy.

Competencies
3.4.1
Calculate the pressure and flow of a fluid and describe how it relates to the functioning of a hydraulic and
pneumatic actuator.
3.4.2
Describe the relationship between force, pressure, and power.
3.4.3
Calculate the efficiency of system components and energy loss due to friction, slippage, and leakage.
3.4.4
Determine the effect of energy storage on efficiency and size of power units.
3.4.5
Predict the performance of an actuator under meter-in and meter-out conditions.
3.4.6
Read and interpret hydraulic, pneumatic, and vacuum schematics and model codes.
3.4.7
Select a fluid power system based on project needs (e.g., pressure, flow, temperature, dissipation, filtration,
fluid, maintenance).
3.4.8
Explain the fundamental principles of pneumatics, hydraulics, and vacuum technology.
3.4.9
Troubleshoot power loss within a system.
3.4.10 Select an O-ring size, material, and oil capacity for a specified application.
3.4.11 Use directional and proportional controls.
3.4.12 Compare and contrast electromechanical, pneumatic, and hydraulic actuation.
3.4.13 Perform general maintenance on pneumatics, hydraulics, and vacuum systems.
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3.4.14
3.4.15

De-energize pneumatics, hydraulics, and vacuum systems.
Compare and contrast types and functions of compressors.

An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices
Outcome: 3.5

X Design
Context-dependent

X

Does not apply

Pumping Systems:
TPO: Students will analyze pumps and pumping systems with an 80% accuracy.

Competencies
3.5.1
Compare and contrast types of positive and nonpositive displacement pumps and their respective functions.
3.5.2
Calculate flow, head/pressure, and efficiency.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices

X Design
Context-dependent

X

Does not apply

Strand 5.

Pre‐ Engineering: Design and Development
Learners apply principles of design and development related to the design process, sketching and
visualization, modeling, drafting, materials and production and process design.

Outcome: 5.1.

The Design Process:
TPO: Students will use the engineering design process and quality assurance principles to analyze
and solve design problems. Students will be assessed on a team project with a final presentation
with a teacher rubric and documentation in an Engineering Notebook.

Competencies
5.1.1. Describe the role of research, development, and experimentation in design problem solving.
5.1.2. Conduct an investigation to identify customer needs, constraints, and criteria.
5.1.3. Develop multiple solutions and select an approach.
5.1.4. Develop a design proposal and make a model/prototype.
5.1.5. Evaluate and redesign a prototype using collected data.
5.1.6. Utilize process planning and improvement tools to manage the life cycle of a product.
5.1.7. Compare and contrast design considerations for product recycling or disposal for the end of a product's life
cycle.
5.1.8. Maintain an engineering journal to document progress and capture ideas during the development phase.
An “X” indicates that the pathway applies to the outcome.
Pathways
Operations
X Design
Green Practices
X
Green-specific
Context-dependent
Outcome: 5.2.

Does not apply

Sketching and Visualization:
TPO: Students will conceptualize and sketch design projects and components using free hand and
mechanical drafting techniques with a 80% accuracy.

Competencies
5.2.1. Compare and contrast technical sketching and drawing.
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5.2.2.
5.2.3.
5.2.4.
5.2.5.
5.2.6.
5.2.7.
5.2.8.
5.2.9.

Sketch possible solutions to an existing design problem.
Use tolerancing techniques when dimensioning.
Apply annotations on sketches and drawings.
Create sketches using integration sketching techniques and styles.
Apply coordinate systems (e.g., absolute, relative, user, cylindrical, Cartesian).
Sketch geometric forms and shapes.
Describe geometric constraints.
Select a view to graphically communicate a design solution.

An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices

Outcome: 5.3

X

Does not apply

Computer-Aided Modeling:
TPO: Students will create models to illustrate the design of projects and components with an 80%
accuracy

Competencies
5.3.1
Apply manufacturing processes (e.g., casting, molding, forming, separating, conditioning, assembling,
finishing, rapid prototyping).
5.3.2
Evaluate a sketch and generate a model utilizing three-dimensional modeling software and techniques.
5.3.3
Compare and contrast conceptual, physical, and mathematical design models used to check proper design.
5.3.4
Perform part manipulation during the creation of an assembly model.
5.3.5
Analyze assembly constraints to successfully construct a multipart object.
5.3.6
Utilize part libraries effectively during the assembly modeling process.
5.3.7
Employ subassemblies during the production of assemblies.
5.3.8
Verify drive constraints that simulate the motion of parts in assemblies.
5.3.9
Apply adaptive design concepts during the development of sketches, features, parts, and assemblies.
5.3.10 Translate a three-dimensional drawing or model into corresponding orthographic drawing views.
5.3.11 Evaluate the accuracy of mass properties calculations.
5.3.12 Evaluate a model for design imperfections.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices
Outcome: 5.4.

X

Does not apply

Computer‐ Aided Drafting:
TPO: Students will interpret and prepare technical drawings with an 80% accuracy.

Competencies
5.4.1. Create and interpret auxiliary views, orthographic projections, isometric drawings, oblique drawings and
perspective drawings.
5.4.2. Create a sectional view drawing.
5.4.3. Illustrate the types of breaks and symbols used in drawing sectional views.
5.4.4. Produce a reverse‐ engineered drawing from a solid object.
5.4.5. Add technical elements (e.g., parts lists, titles, finishes, tolerances, specifications, hidden surfaces) to
drawings.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices

X

Does not apply
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Outcome: 5.6

Production and Process Design:
TPO: Students will plan, set up, monitor, analyze, and control integrated systems with a 75%
accuracy and completeness

Competencies
5.6.1
Identify the planning and process procedures for production (e.g., corrective preventive actions, audit
documentation, Process Failure Mode Effect Analysis [PFMEA]).
5.6.2
Use process planning and improvement tools (e.g., flowcharts, diagrams, design for manufacturability
[DFM]).
5.6.3
Employ project scheduling techniques (e.g., critical path methodology [CPM], project evaluation and
review technique [PERT]).
5.6.4
Identify criteria and constraints and determine how those will affect the design of the production process.
5.6.5
Estimate time, tooling, product packaging, and material costs.
5.6.6
Monitor performance against time, tool, and material cost estimates.
5.6.7
Set capacity to account for fluctuation in demand.
5.6.8
Adjust the plan as necessary to respond to variations (e.g., process, demand, material).
5.6.9
Evaluate final solutions and communicate observations, processes, and results.
5.6.10 Develop a packaging design that prepares a product for shipping.
An “X” indicates that the pathway applies to the outcome.
X
Operations
X Design
Pathways
Green-specific
Context-dependent
Green Practices

X

Does not apply

Robotics
Course Description:
Students will apply the knowledge and skills necessary to program and operate Robots, using the teach pendant as
the main interface point. The Students will learn robotic operations and system configurations. Students will
code, compile, and debug programs using the robotic programming language.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in an
entrepreneur, manager and employee role to the leadership, planning, developing and analyzing of
business enterprises related to the career field.

Outcome: 1.1.

Employability Skills:
TPO: Students will use lectures and online research to develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in
diverse business settings.

Competencies
1.1.1. Identify the knowledge, skills, and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education, training, certification,
licensure, and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations, and organized labor
and use networking techniques to develop and maintain professional relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job applications, résumé
writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability, and responsibility and demonstrate associated
behaviors in fulfilling personal, community, and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making decisions and
formulating solutions.
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1.1.8.

Identify the correlation between emotions, behavior, and appearance and manage those to establish and
maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and abusive behavior.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.2.

Does not apply

Leadership and Communications:
TPO : Given a team project the students will process, maintain, evaluate, and disseminate
information in a business. Develop leadership and team building to promote collaboration.
Students will give a final presentation on the project and be assessed against a teacher rubric.

Competencies
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal, and active listening skills to communicate effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations) for an intended
audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.
1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and determine next steps.
1.2.8. Identify the strengths, weaknesses, and characteristics of leadership styles that influence internal and
external workplace relationships.
1.2.9. Identify advantages and disadvantages involving digital and/or electronic communications (e.g., common
content for large audience, control of tone, speed, cost, lack of non-verbal cues, potential for forwarding
information, longevity).
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration, and work in a team.
1.2.11. Write professional correspondence, documents, job applications, and résumés.
1.2.12. Use technical writing skills to complete forms and create reports.
1.2.13. Identify stakeholders and solicit their opinions.
1.2.14. Use motivational strategies to accomplish goals.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Outcome: 1.3.

Does not apply

Business Ethics and Law:
TPO: Given a lecture students will analyze how professional, ethical, and legal behavior
contributes to continuous improvement in organizational performance and regulatory compliance
and will acquire a current article on the subject and reflect on the impact of the situation with a
80% accuracy according to a rubric.

Competencies
1.3.1. Analyze how regulatory compliance affects business operations and organizational performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe, and healthy work environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity,
compassion, justice).
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1.3.4.
1.3.5.

1.3.6.
1.3.7.

1.3.8.
1.3.9.

Identify how federal and state consumer protection laws affect products and services.
Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], U.S. Environmental Protection Agency [EPA], United
States Occupational Safety and Health Administration [OSHA]) that contribute to the continuous
improvement of the organization.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-to-door sales, deceptive
service estimates, fraudulent misrepresentations) and their overall impact on organizational performance.
Identify the labor laws that affect employment and the consequences of noncompliance for both
employee and employer (e.g., harassment, labor, employment, employment interview, testing, minor
labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission).
Verify compliance with computer, copyright, and intellectual property laws and regulations.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational, and professional ethical standards.

An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.4.

Does not apply

Knowledge Management and Information Technology:
TPO: Students will be instructed in several forms of software and hardware to demonstrate
current and emerging strategies and technologies used to collect, analyze, record, and share
information in business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.

Competencies
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public
address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present information (e.g., word
processing, electronic mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access, accuracy
issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business records.
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize assigned tasks (e.g., lists,
calendars, address books).
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Outcome: 1.5.

Does not apply

Global Environment:
TPO: Given lecture, and on line research, students will evaluate how beliefs, values, attitudes, and
behaviors influence organizational strategies and goals as evidenced by group discussions.
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Competencies
1.5.1. Describe how cultural understanding, cultural intelligence skills, and continual awareness are
interdependent.
1.5.2. Describe how cultural intelligence skills influence the overall success and survival of an organization.
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and profitability.
1.5.6. Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
1.5.8. Identify how multicultural teaming and globalization can foster development of new and improved
products and services and recognition of new opportunities.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.6.

Does not apply

Business Literacy:
TPO: Students will develop foundational skills and knowledge in entrepreneurship, financial
literacy, and business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.

Competencies
1.6.1. Identify business opportunities.
1.6.2. Assess the reality of becoming an entrepreneur, including advantages and disadvantages (e.g., risk vs.
reward, reasons for success and failure).
1.6.3. Explain the importance of planning your business.
1.6.4. Identify types of businesses, ownership, and entities (i.e., individual proprietorships, partnerships,
corporations, cooperatives, public, private, profit, not-for-profit).
1.6.5. Describe organizational structure, chain of command, the roles and responsibilities of the organizational
departments, and interdepartmental interactions.
1.6.6. Identify the target market served by the organization, the niche that the organization fills, and outlook of
the industry.
1.6.7. Identify the effect of supply and demand on products and services.
1.6.8. Identify the features and benefits that make an organization’s product or service competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is assessed.
1.6.10. Describe the impact of globalization on an enterprise or organization.
1.6.11. Describe how all business activities of an organization work within the parameters of a budget.
1.6.12. Describe classifications of employee benefits, rights, deductions, and compensations.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Does not apply
Green Practices
Outcome: 1.9. Financial Management:
TPO: Students will use financial tools, strategies, and systems to develop, monitor, and control
the use of financial resources to ensure personal and business financial well-being. Students will
be assessed on a team project with a final presentation with a teacher rubric.
Competencies
1.9.1. Create, analyze, and interpret financial documents (e.g., budgets, income statements).
1.9.2. Identify tax obligations
1.9.3. Review and summarize savings, investment strategies, and purchasing options (e.g., cash, lease, finance,
stocks, bonds).
1.9.4. Identify credit types and their uses in order to establish credit.
1.9.5. Identify ways to avoid or correct debt problems.
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1.9.6.

Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect access to
loans.
1.9.7. Review and summarize categories (types) of insurance and identify how insurances can reduce financial
risk.
1.9.8. Identify income sources and expenditures.
1.9.9. Compare and contrast different banking services available through financial institutions.
1.9.10. Identify the role of depreciation in tax planning and liability.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Does not apply

Strand 2.

Electrical/Electronics
Learners apply principles of electricity and electronics related to electronic theory, alternating and
direct current, electronic components, electronic skills, digital electronics and power supplies.
Knowledge and skills may be applied to fundamentals of electricity, analyzing and evaluating
circuits, assembling components into electrical circuits, creating circuits to perform tasks and
operations, wiring components to construct a communications system and providing power to an
electrical system.

Outcome: 2.1

Electronic Theory:
TPO:Given lectures and hands on skills students will be able to explain electrical principles and
theories with an 80% accuracy on a written test.

Competencies
2.1.1
Describe the structure of atoms and their relationship to electricity.
2.1.2
Compare and contrast electrical and electromagnetic effect.
2.1.3
Explain methods of producing electrical current.
2.1.4
Explain how batteries store and disperse energy.
2.1.5
Compare and contrast alternating current (AC) and direct current (DC).
2.1.6
Define the units of measurement for voltage, current, power, and resistance.
2.1.7
Describe the relationships between voltage, current, resistance, and power in circuits.
2.1.8
Determine voltage, current, resistance, and power in circuits using Ohm’s Law, Kirchhoff’s Law, and
Watt’s Law.
2.1.9
Describe the purpose of grounding and common methods used for grounding.
2.1.10 Evaluate frequency and phase.
2.1.11 Identify methods of varying capacitance.
2.1.12 Calculate true power, apparent power, reactive power, and power factor.
2.1.13 Determine impedance.
2.1.14 Compare peak (PK), root mean square (RMS), and average values.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices
Outcome: 2.2.

X

Does not apply

Circuits:
TPO: Students will construct and analyze alternating current (AC) circuits and direct current
(DC) circuits on a trainer or simulator with an 80% accuracy.

Competencies
2.2.8
Explain the uses of series, parallel, and series-parallel circuits.
2.2.9
Construct and troubleshoot series, parallel, and series-parallel circuits.
2.2.10 Analyze wiring schematics and diagrams for accuracy and function.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways

x

Design
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Green Practices
Outcome: 2.3

Green-specific

Context-dependent

X

Does not apply

Codes and Regulations:
TPO: Students will be able to explain and apply the National Electrical Code (NEC) and other
building codes with a 80% accuracy assessed by a written test.

Competencies
2.3.5. Explain the role of Underwriters Laboratory (UL), Canadian Standards Association (CSA), and Intertek
Testing Service/Edison Testing Laboratory (ITS/ETL).
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices
Outcome: 2.6

X Design
Context-dependent

X

Does not apply

Digital Electronics:
TPO: Students will create circuits to perform tasks and operations with real life equipment and on
trainers with an 80% accuracy.

Competencies
2.6.5
Describe the purpose and operation of programmable logic devices (PLDs) and complex programmable
logic devices (CPLDs).
2.6.6
Describe the purpose and use of asynchronous and synchronous counters.
2.6.8
Explain the purpose and use of a digital bus.
2.6.10. Identify the numbering systems, codes, arithmetic operations, Boolean operations, and simplification
methods used in digital electronics.
An “X” indicates that the pathway applies to the outcome.
X
Operations
X Design
Pathways
Green-specific
Context-dependent
X Does not apply
Green Practices
Outcome: 2.7 Cabling and Wiring:
TPO: Students will connect components to construct low-voltage, data, and communication
systems using coaxial or fiber optic cables and twisted pair or balanced wires using simulators or
trainers with a 80% accuracy..
Competencies
2.7.1. Describe the types, purposes, and uses of cables and wires.
2.7.2. Identify the construction, impedance characteristics, and use of cables and wires.
2.7.3. Explain how the characteristics of cables and wires cause impedance.
2.7.4. Select methods for splicing and terminating cables and wires.
2.7.5. Splice and terminate cables and wires.
2.7.6. Test cables and wires.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices
Outcome: 2.8

X Design
Context-dependent

X

Does not apply

Power Supplies:
TPO: Given materials and supplies, students will provide power to electrical circuits.

Competencies
2.8.1
Identify the differences between transformer-powered supplies and line-connected supplies.
2.8.2
Select a battery based on composition, environment, and circuit characteristics.
2.8.4
Construct and install regulated power supplies.
An “X” indicates that the pathway applies to the outcome.
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Pathways
Green Practices
Outcome: 2.9.

X

Operations
Green-specific

X Design
Context-dependent

X

Does not apply

Motors and Power:
TPO: Students will install motors and power wiring in accordance with the National Electrical
Code (NEC) using trainer or real life supplies with a 90% accuracy.

Competencies
2.9.9. Describe how programmable controllers can be used in single phase and three phase circuits.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices

X Design
Context-dependent

X

Does not apply

Strand 3.

Computer Integrated Manufacturing
Learners apply the principles of computer integrated manufacturing related to computer numerical
control, robotics, programmable logic controllers and power systems.

Outcome: 3.2.

Robotics:
TPO: Students will plan and operate robotics production processes using RoboGuide simulator
with a 90% accuracy.

Competencies
3.2.1. Identify the components of a robot system and explain their roles in the robot’s operation cycle.
3.2.2. Maintain robot components and controllers.
3.2.3. Use the robotic systems classification scheme to select an industrial robot.
3.2.4. Use job specifications to create programs for robot operations, sensors, and feeder systems.
3.2.5. Plan, program, and test a robotic work cell using teach pendant and simulation software.
3.2.6. Identify the robot’s payload and identify the concepts of payload weight, moment, and inertia to select an
appropriate robot.
3.2.7. Use robot speed specifications to calculate estimated cycle times for sample tasks.
3.2.8. Identify home position (fixed and floating zero) using absolute and incremental coordinates.
3.2.9. Compare and contrast various robotic applications and processes (e.g., pick and place, welding).
3.2.10. Identify the robot’s work envelope and apply the concepts of reach and articulation to evaluate whether a
robot is suited to an application.
3.2.11. Analyze the performance and troubleshoot the operation of a robotic cell.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices
Outcome: 3.3.

X Design
Context-dependent

X

Does not apply

Programmable Logic Controllers (PLCs):
TPO: Students will program digital computers used for automation of electromechanical
processes to perform tasks using trainers and real life equipment with an 80% accuracy.

Competencies
3.3.1. Identify PLCs.
3.3.2. Design a PLC program using timers, counters, and sequencers. (Updated 28 AUG 2014)
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3.3.3.
3.3.4.
3.3.5.
3.3.6.
3.3.7.

Describe the use of PLCs in manufacturing automation.
Apply and execute ladder logic programs. (Updated 28 AUG 2014)
Design a motor control program using manual and automatic modes.
Monitor and troubleshoot a hard-wired system with a PLC.
Monitor PLC operation using systems control dialog.

An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices

X Design
Context-dependent

X

Does not apply

Mechanisms and Drives
Course Description:
Students will learn the principles and practices of machine operation and machine applications. They will learn will
learn how machine components such as gears, belts, sprockets, bearings, clutches, couplings, springs, etc.
contribute to the application for which the machine is designed. They will also examine the basic drives of such
mechanisms as electric motors and hydraulic & pneumatic actuators.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in an
entrepreneur, manager and employee role to the leadership, planning, developing and analyzing of
business enterprises related to the career field.

Outcome: 1.1.

Employability Skills:
TPO: Students will use lectures and online research to develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in
diverse business

Competencies
1.1.1. Identify the knowledge, skills, and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education, training, certification,
licensure, and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations, and organized labor
and use networking techniques to develop and maintain professional relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job applications, résumé
writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability, and responsibility and demonstrate associated
behaviors in fulfilling personal, community, and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making decisions and
formulating solutions.
1.1.8. Identify the correlation between emotions, behavior, and appearance and manage those to establish and
maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and abusive behavior.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.2.

Does not apply

Leadership and Communications:
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TPO : Given a team project the students will process, maintain, evaluate, and disseminate
information in a business. Develop leadership and team building to promote collaboration.
Students will give a final presentation on the project and be assessed against a teacher rubric.
Competencies
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal, and active listening skills to communicate effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations) for an intended
audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.
1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and determine next steps.
1.2.8. Identify the strengths, weaknesses, and characteristics of leadership styles that influence internal and
external workplace relationships.
1.2.9. Identify advantages and disadvantages involving digital and/or electronic communications (e.g., common
content for large audience, control of tone, speed, cost, lack of non-verbal cues, potential for forwarding
information, longevity).
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration, and work in a team.
1.2.11. Write professional correspondence, documents, job applications, and résumés.
1.2.12. Use technical writing skills to complete forms and create reports.
1.2.13. Identify stakeholders and solicit their opinions.
1.2.14. Use motivational strategies to accomplish goals.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.3.

Does not apply

Business Ethics and Law:
TPO: Given a lecture students will analyze how professional, ethical, and legal behavior
contributes to continuous improvement in organizational performance and regulatory compliance
and will acquire a current article on the subject and reflect on the impact of the situation with a
80% accuracy according to a rubric.

Competencies
1.3.1. Analyze how regulatory compliance affects business operations and organizational performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe, and healthy work environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity,
compassion, justice).
1.3.4. Identify how federal and state consumer protection laws affect products and services.
1.3.5. Access and implement safety compliance measures (e.g., quality assurance information, safety data
sheets [SDSs], product safety data sheets [PSDSs], U.S. Environmental Protection Agency [EPA], United
States Occupational Safety and Health Administration [OSHA]) that contribute to the continuous
improvement of the organization.
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-to-door sales, deceptive
service estimates, fraudulent misrepresentations) and their overall impact on organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of noncompliance for both
employee and employer (e.g., harassment, labor, employment, employment interview, testing, minor
labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission).
1.3.8. Verify compliance with computer, copyright, and intellectual property laws and regulations.
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational, and professional ethical standards.
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An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices
Outcome: 1.4.

Does not apply

Knowledge Management and Information Technology:
TPO: Students will be instructed in several forms of software and hardware to demonstrate
current and emerging strategies and technologies used to collect, analyze, record, and share
information in business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.

Competencies
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public
address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present information (e.g., word
processing, electronic mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access, accuracy
issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business records.
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize assigned tasks (e.g., lists,
calendars, address books).
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Outcome: 1.5.

Does not apply

Global Environment:
TPO: Given lecture, and on line research, students will evaluate how beliefs, values, attitudes, and
behaviors influence organizational strategies and goals as evidenced by group discussions.

Competencies
1.5.1. Describe how cultural understanding, cultural intelligence skills, and continual awareness are
interdependent.
1.5.2. Describe how cultural intelligence skills influence the overall success and survival of an organization.
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and profitability.
1.5.6. Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
1.5.8. Identify how multicultural teaming and globalization can foster development of new and improved
products and services and recognition of new opportunities.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Green Practices

Does not apply
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Outcome: 1.6.

Business Literacy:
TPO: Students will develop foundational skills and knowledge in entrepreneurship, financial
literacy, and business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric. .

Competencies
1.6.1. Identify business opportunities.
1.6.2. Assess the reality of becoming an entrepreneur, including advantages and disadvantages (e.g., risk vs.
reward, reasons for success and failure).
1.6.3. Explain the importance of planning your business.
1.6.4. Identify types of businesses, ownership, and entities (i.e., individual proprietorships, partnerships,
corporations, cooperatives, public, private, profit, not-for-profit).
1.6.5. Describe organizational structure, chain of command, the roles and responsibilities of the organizational
departments, and interdepartmental interactions.
1.6.6. Identify the target market served by the organization, the niche that the organization fills, and outlook of
the industry.
1.6.7. Identify the effect of supply and demand on products and services.
1.6.8. Identify the features and benefits that make an organization’s product or service competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is assessed.
1.6.10. Describe the impact of globalization on an enterprise or organization.
1.6.11. Describe how all business activities of an organization work within the parameters of a budget.
1.6.12. Describe classifications of employee benefits, rights, deductions, and compensations.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X Context-dependent
Does not apply
Green Practices
Outcome: 1.9. Financial Management:
TPO: Students will use financial tools, strategies, and systems to develop, monitor, and control
the use of financial resources to ensure personal and business financial well-being. Students will
be assessed on a team project with a final presentation with a teacher rubric.
Competencies
1.9.1. Create, analyze, and interpret financial documents (e.g., budgets, income statements).
1.9.2. Identify tax obligations
1.9.3. Review and summarize savings, investment strategies, and purchasing options (e.g., cash, lease, finance,
stocks, bonds).
1.9.4. Identify credit types and their uses in order to establish credit.
1.9.5. Identify ways to avoid or correct debt problems.
1.9.6. Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect access to
loans.
1.9.7. Review and summarize categories (types) of insurance and identify how insurances can reduce financial
risk.
1.9.8. Identify income sources and expenditures.
1.9.9. Compare and contrast different banking services available through financial institutions.
1.9.10. Identify the role of depreciation in tax planning and liability.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
X
Context-dependent
Green Practices
Strand 2.

Does not apply

Electrical/Electronics
Learners apply principles of electricity and electronics related to electronic theory, alternating and
direct current, electronic components, electronic skills, digital electronics and power supplies.
Knowledge and skills may be applied to fundamentals of electricity, analyzing and evaluating
circuits, assembling components into electrical circuits, creating circuits to perform tasks and
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operations, wiring components to construct a communications system and providing power to an
electrical system.
Outcome: 2.1

Electronic Theory:
TPO:Given lectures and hands on skills students will be able to explain electrical principles and
theories with an 80% accuracy on a written test.

Competencies
2.1.5. Compare and contrast alternating current (AC) and direct current (DC).
2.1.6. Define the units of measurement for voltage, current, power, and resistance.
2.1.7. Describe the relationships between voltage, current, resistance, and power in circuits.
2.1.8. Determine voltage, current, resistance, and power in circuits using Ohm’s Law, Kirchhoff’s Law, and
Watt’s Law.
2.1.9. Describe the purpose of grounding and common methods used for grounding.
2.1.10. Evaluate frequency and phase.
2.1.11. Identify methods of varying capacitance.
2.1.13. Determine impedance.

An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices
Outcome: 2.8

X Design
Context-dependent

X

Does not apply

Power Supplies:
TPO: Given materials and supplies, students will provide power to electrical circuits.

Competencies
2.8.1
Identify the differences between transformer-powered supplies and line-connected supplies.
2.8.5. Select and install fuses and circuit breakers.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices
Outcome: 2.9.

X Design
Context-dependent

X

Does not apply

Motors and Power:
TPO: Students will install motors and power wiring in accordance with the National Electrical
Code (NEC) using trainer or real life supplies with a 90% accuracy.

Competencies
2.9.1. Identify types and components of single phase and three phase motors.
2.9.2. Interpret motor nameplate information and motor specifications.
2.9.3. Calculate motor loads.
2.9.4. Determine motor rotation needed for the installed load and explain the process for reversing rotation (i.e.,
three phase and single phase).
2.9.5. Interpret schematics and control diagrams for building a motor circuit.
2.9.6. Wire single phase and three phase circuits and install motor control devices (i.e., contactors, starters,
variable frequency and motor speed controls).
2.9.7. Explain the starting sequence of motor components within a given circuit.
2.9.8. Troubleshoot and repair motor starting systems to verify operation according to schematics and control
diagrams.
2.9.9. Describe how programmable controllers can be used in single phase and three phase circuits.
An “X” indicates that the pathway applies to the outcome.
X
Operations
Pathways
Green-specific
Green Practices

X Design
Context-dependent

X

Does not apply
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Strand 3.

Computer Integrated Manufacturing
Learners apply the principles of computer-integrated manufacturing related to computer numerical
control, robotics, programmable logic controllers and power systems.

Outcome: 3.5

Pumping Systems:
TPO: Students will analyze pumps and pumping systems with an 80% accuracy.

Competencies
3.5.3
Compare and contrast types of positive and nonpositive displacement pumps and their respective functions.
3.5.4
Calculate flow, head/pressure, and efficiency.
3.5.5
Interpret pump curves.
3.5.6
Align precision and nonprecision couplings.
3.5.7
Disassemble and assemble pumping stations.
3.5.8
Troubleshoot pump system failure conditions (e.g., cavitation).
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices
Outcome: 3.6

X

Does not apply

Transmission Systems:
TPO: Students will analyze power transmission systems using simulators with an 80% accuracy.

Competencies
3.6.1
Perform shaft alignment on rotating equipment.
3.6.2
Install, maintain, monitor, and troubleshoot power transmissions systems.
3.6.3
Compare and contrast types of gears, couplings, belts, and chains used in the transmission of power.
3.6.4
Select bearings for specific applications.
3.6.5
Calculate or obtain speed and torque ratios for belt and chain drives per design specifications.
An “X” indicates that the pathway applies to the outcome.
X
Operations
x Design
Pathways
Green-specific
Context-dependent
Green Practices

X

Does not apply

Plan Reading
Course Description:
Students learn blueprint reading as it relates to the architecture and construction. Students will use scaling,
orthographic projections, dimensioning practices, symbols, notations, and abbreviations to perform area
calculations and to interpret floor plan, section, and elevations. Using construction plans, students will identify
problems or shortcomings related to the layout and installation of materials for the project.
Strand 2.

Safety, Tools, and Equipment
Learners apply principles of protection, prevention and mitigation to create and maintain safe
working conditions at construction sites. Knowledge and skills may be applied in all aspects of
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personal and site safety, including handling materials, using tools and equipment, working with
and around electricity, using personal protective equipment and operating heavy equipment.
Outcome 2.2.

Personal Safety
TPO: Students will practice personal safety in construction and document safety concerns and
procedures while constructing a project with a 95% accuracy.

Competencies
2.2.1.
Interpret personal safety rights according to the employee Right‐ to‐ Know plan.
2.2.2.
Describe how working under the influence of drugs and alcohol increases the risk of accident,
lowers productivity, raises insurance costs, and reduces profits.
2.2.3.
Select, use, store, maintain and dispose of personal protective equipment (PPE) appropriate
to job tasks, conditions and materials.
2.2.4.
Identify workplace risk factors associated with lifting, operating and moving heavy objects
and establish an ergonomics process.
2.2.5.
Identify, inspect and use safety equipment appropriate for the task.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Outcome 2.3.

X

Structural

Equipment Operation
TPO: Using plans students will select equipment used to move materials, earth and other heavy
materials with an 80% accuracy.

Competencies
2.3.1.
Select the equipment and attachments needed to complete the task.
2.3.2.
Follow the manufactures’ recommendations for safety, maintenance, limitations and use.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Strand 3.

Structural Construction
Learners apply principles of architectural engineering to erect residential, commercial and
industrial buildings. Knowledge and skills may be applied in constructing footings and
foundations; framing floors, walls, ceilings, roofs and stairs; completing exterior and interior
finishes; and repairing, restoring or remodeling existing structures.

Outcome 3.2.

Site Management
TPO: Students will analyze site management operations from site plans provided with a 75%
accuracy.

Competencies
3.2.1.
Identify topographical and existing features of areas (i.e., property lines, utilities, streets,
setbacks) on survey maps (parcel map, survey plat).
3.2.2.
Interpret features of a site plan.
3.2.4.
Demonstrate an understanding of applicable building codes.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural
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Strand 6.

Planning and Design
Learners apply principles of architectural and civil engineering, drawing and construction with
current technology to develop, present and use construction proposals, plans and schematics.
Knowledge and skill may be applied throughout the project from preconstruction design through
all stages of building in residential, commercial and industrial applications.

Outcome 6.1.

Proposals
TPO: From a design idea students will develop and present a design, proposal, or concept to be
assessed by a teacher rubric.

Competencies
6.1.1.
Collect and analyze data to identify required deliverables (e.g., reports, studies, building
designs, drawings) based on client specifications.
6.1.2.
Create a visualization of a proposed project using data from relevant materials according to
client specifications and in compliance with building codes.
6.1.3.
Incorporate building structural systems, environmental systems, safety systems, building
envelope systems and building service systems into the design.
6.1.4.
Incorporate the Americans with Disabilities Act (ADA) Standards for Accessible Design.
6.1.5.
Develop a narrative to describe the project.
6.1.6.
Differentiate between residential, commercial, industrial and institutional construction
segments.
6.1.7.
Present the comprehensive proposal.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Outcome 6.4.

X

Structural

Construction Drawings
TPO: Students will read and interpret plans and diagrams within a construction drawing set (i.e.,
topographical, grading and drainage, architectural, structural, plumbing, mechanical, electrical)
to organize a project work sequence with a 80% accuracy assessed by a teachers rubric.

Competencies
6.4.1.
Collect and analyze project information to determine resources and tasks required to
complete a project.
6.4.2.
Read and interpret a site plan.
6.4.3.
Use architect’s and engineer’s scales to read and interpret construction drawings for material
calculations and installation at the jobsite.
6.4.4.
Read, interpret, and organize construction drawings, specifications and other contractual
documents.
6.4.5.
Describe various building sections, wall sections and other architectural details of residential,
commercial and highway construction.
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing
Outcome 6.5.

X

Structural

Construction Math
TPO: Students will calculate materials needed to complete construction projects and be assessed
by a written test.

Competencies
6.5.1.
Find surface area and volume for three‐ dimensional objects, accurate to a specified level of
precision.
6.5.2.
Apply measurement scales to layout length, width, and angle measurements.
6.5.3.
Apply algebraic procedures and geometric concepts to reading construction documents.
6.5.4.
Use proportional reasoning and apply indirect measurement techniques (e.g., right triangle
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trigonometry, properties of similar triangles).
An “X” indicates that the pathway applies to the outcome.
Pathways
X Design
X Mechanical, Electrical, Plumbing

X

Structural

Architecture Design Structural
Course Description:
Students will use architecture design principles to organize and arrange structures to create a perspective of a
building. Students will use orthographic/pictorial projection, freehand technical sketching and computer-aided
drafting (CAD) skills to generate floor and wall plans, elevations, sections, details and schedules. Students will
develop sets of structural framing and mechanical working drawings that include plumbing, HVAC and electrical
power and lighting plans.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in an
entrepreneur, manager and employee role to the leadership, planning, developing and analyzing of
business enterprises related to the career field.

Outcome: 1.4.

Knowledge Management and Information Technology:
TPO: Students will be instructed in several forms of software and hardware to demonstrate
current and emerging strategies and technologies used to collect, analyze, record, and share
information in business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.

Competencies
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public
address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present information (e.g., word
processing, electronic mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access, accuracy
issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business records.
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize assigned tasks (e.g., lists,
calendars, address books).
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.
An “X” indicates that the pathway applies to the outcome.
X Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Strand 6.

Design

I IContext-dependent

X

Structural

IX IDoes not apply

Planning and Design
Learners apply principles of architectural and civil engineering, drawing and construction with
current technology to develop, present and use construction proposals, plans and schematics.
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Knowledge and skill may be applied throughout the project from preconstruction design through
all stages of building in residential, commercial and industrial applications.
Outcome 6.1.

Proposals
TPO: From a design idea students will develop and present a design, proposal, or concept to be
assessed by a teacher rubric.

Competencies
6.1.1. Collect and analyze data to identify required deliverables (e.g., reports, studies, building designs,
drawings) based on client specifications.
6.1.2. Create a visualization of a proposed project using data from relevant materials according to client
specifications and in compliance with building codes.
6.1.3.
Incorporate building structural systems, environmental systems, safety systems, building envelope
systems, and building service systems into the design.
6.1.4.
Incorporate the Americans Disabilities Act (ADA) Standards for Accessible Design.
6.1.5. Develop a narrative to describe the project.
6.1.6. Differentiate between residential, commercial, industrial, and institutional construction segments.
6.1.7. Present the comprehensive proposal.
An “X” indicates that the pathway applies to the outcome.
Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Outcome: 6.3.

Design

I IContext-dependent

Structural

I X IDoes not apply

Drafting:
TPO: Students will design residential, industrial, civil, and commercial plans in accordance with
the American National Standards Institute (ANSI) Y14.5M- 2009 graphics standard using Revit
with a 75% accuracy.

Competencies
6.3.1. Construct site plans in accordance with the ANSI Y14.5M-2009 graphics standards (e.g., zoning, property
lines, utilities, building line, setback).
6.3.2. Construct scaled orthographic drawing to illustrate floor plan with appropriate adjacencies, traffic
patterns, orientation of spaces, and section views (e.g., stairway section, wall, cabinet elevations, building
corners, elevation) in accordance with the ANSI Y14.5M-2009 graphics standards.
6.3.3. Construct foundation and roof plans in accordance with the ANSI Y14.5M- 2009 graphics standards.
6.3.4. Construct mechanical, electrical, and plumbing plans and schematics in accordance with the ANSI Y14.5M2009 graphics standard.
6.3.5. Incorporate public spaces and cultural aesthetics in commercial structures.
6.3.6. Calculate a rating for energy responsiveness using a sustainable building guideline.

An “X” indicates that the pathway applies to the outcome.
Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Outcome 6.4.

Design

I IContext-dependent

Structural

I X IDoes not apply

Construction Drawings
TPO: Students will read and interpret plans and diagrams within a construction drawing set (i.e.,
topographical, grading and drainage, architectural, structural, plumbing, mechanical, electrical)
to organize a project work sequence with a 80% accuracy assessed by a teachers rubric.

Competencies
6.4.1. Collect and analyze project information to determine resources and tasks required to complete a project.
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6.4.3.
6.4.4.

Use architect’s and engineer’s scales to read and interpret construction drawings for material calculations
and installation at the jobsite.
Read, interpret, and organize construction drawings, specifications and other contractual documents

An “X” indicates that the pathway applies to the outcome.
X Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Outcome 6.5.

Design

I IContext-dependent

X

Structural

IX IDoes not apply

Construction Math
TPO: Students will calculate materials needed to complete construction projects and be assessed
by a written test.

Competencies
6.5.1. Find surface area and volume for three-dimensional objects, accurate to a specified level of precision.
6.5.2. Apply measurement scales to layout length, width, and angle measurements.
6.5.3. Apply algebraic procedures and geometric concepts to reading construction documents.
6.5.4. Use proportional reasoning and apply indirect measurement techniques (e.g., right triangle trigonometry,
properties of similar triangles).
An “X” indicates that the pathway applies to the outcome.
Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Design

I IContext-dependent

X

Structural

I X IDoes not apply

Architecture Design- Site and Foundation Plans
Course Description:
Students use advanced architectural design concepts to construct design models including perspective drawings
for final presentations. Students use orthographic/pictorial projection, freehand technical sketching and computeraided drafting (CAD) tools to create site foundation and section plans that include topographical details and
schedules. Additionally, students perform zoning analysis, develop preliminary plot plans, and construct grading
and utilities plans that include legal descriptions and cut and fill volumes.
Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in an
entrepreneur, manager and employee role to the leadership, planning, developing and analyzing of
business enterprises related to the career field.

Outcome: 1.4.

Knowledge Management and Information Technology:
TPO: Students will be instructed in several forms of software and hardware to demonstrate
current and emerging strategies and technologies used to collect, analyze, record, and share
information in business operations. Students will be assessed on a team project with a final
presentation with a teacher rubric.

Competencies
1.4.1. Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner, public
address systems).
1.4.2. Select and use software applications to locate, record, analyze, and present information (e.g., word
processing, electronic mail, spreadsheet, databases, presentation, Internet search engines).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access, accuracy
issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business records.
1.4.6. Use electronic database to access and create business and technical information.
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1.4.7.
1.4.8.

Use personal information management and productivity applications to optimize assigned tasks (e.g., lists,
calendars, address books).
Use electronic media to communicate and follow network etiquette guidelines.

An “X” indicates that the pathway applies to the outcome.
X Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Strand 3.

Outcome 3.2.

Design

I IContext-dependent

X

Structural

IX IDoes not apply

Structural Construction
Learners apply principles of architectural engineering to erect residential, commercial and
industrial buildings. Knowledge and skills may be applied in constructing footings and
foundations; framing floors, walls, ceilings, roofs and stairs; completing exterior and interior
finishes; and repairing, restoring or remodeling existing structures.
Site Management
TPO: Students will analyze site management operations from site plans provided with a 75%
accuracy.

Competencies
3.2.1.
Identify topographical and existing features of areas (i.e., property lines, utilities, streets, setbacks) on
survey maps (parcel map, survey plat).
3.2.2. Interpret features of a site plan.
3.2.3. Apply conventional engineering and field measurement processes to survey for site development.
3.2.4. Demonstrate an understanding of applicable building codes.
An “X” indicates that the pathway applies to the outcome.
Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Design

I IContext-dependent

Structural

I X IDoes not apply

Strand 5.

Environmental Systems and Plumbing
Learners apply principles of physics and thermodynamics to install and maintain heating,
ventilation and air conditioning (HVAC) and plumbing systems in residential, commercial and
industrial applications. HVAC may include mobile and fixed refrigeration and heating equipment,
including environmental controls, boiler systems and ductwork; plumbing may include drainage,
water supply, fuel piping, fixtures and appliances.

Outcome: 5.2.

Community Planning:
TPO: Students will compare and contrast construction planning in urban and rural areas.

Competencies
5.2.1.
Identify components necessary to managing municipal functions.
5.2.2. Describe the roles of city governments.
5.2.3. Examine problems of mass movement and spatial reorganization generated by expanding populations.
5.2.4. Apply appropriate implementation tools for orderly, efficient, and equitable development and
arrangement of land (i.e., zoning, development regulations, capital improvement programs).
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5.2.5.
5.2.6.

5.2.7.
5.2.8.
5.2.9.
5.2.10.
5.2.11.
5.2.12.

5.2.13.

Discuss appropriate health and social programs to improve the standard of living for those lacking in
resources and/or opportunities.
Examine the preservation of historic buildings, neighborhoods, and sites to implement a cultural
appreciation of architecture and geographic heritage through the protection of the physical
representations of that heritage.
Compare the community goals and objectives to the coordination of the transportation network.
Analyze housing problems and opportunities.
Identify economic development resources (e.g., policy development) for attracting and retaining
industries.
Integrate environmental values (e.g., preservation of wetlands, air quality strategies, protection of
natural areas) into land use and other community plans.
Merge the harmonious design (e.g., culture, related buildings areas, aesthetics) of urban areas with urban
policy.
Examine the strategies for regional and national development (i.e., modernization and urbanization,
transportation, rural development patterns, sustainable development, related strategies of economic
development).
Examine the economic factors that determine whether and where development, restoration, and other
investment occur.

An “X” indicates that the pathway applies to the outcome.
Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Outcome 5.4.

Design

I IContext-dependent

Structural

I X IDoes not apply

Construction Drawings
TPO: Students will read and interpret plans and diagrams within a construction drawing set (i.e.,
topographical, grading and drainage, architectural, structural, plumbing, mechanical, electrical)
to organize a project work sequence with a 80% accuracy assessed by a teachers rubric.

Competencies
5.4.1. Collect and analyze project information to determine resources and tasks required to complete a project.
5.4.2. Read and interpret a site plan.
5.4.3. Use architect and engineer scales to read and interpret construction drawings for material calculations
and installation at the jobsite.
5.4.4. Read, interpret and organize construction drawings, specifications, and other contractual documents
5.4.5. Describe various building sections, wall sections, and other architectural details of the residential,
commercial, and highway construction.
An “X” indicates that the pathway applies to the outcome.
X Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
X
Green Practices

I I

Strand 6.

Design

I IContext-dependent

X

Structural

I IDoes not apply

Planning and Design
Learners apply principles of architectural and civil engineering, drawing and construction with
current technology to develop, present and use construction proposals, plans and schematics.
Knowledge and skill may be applied throughout the project from preconstruction design through
all stages of building in residential, commercial and industrial applications.
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Outcome 6.5.

Construction Math
TPO: Students will calculate materials needed to complete construction projects and be assessed
by a written test

Competencies
6.5.1. Find surface area and volume for three-dimensional objects, accurate to a specified level of precision.
6.5.2. Apply measurement scales to layout length, width, and angle measurements.
6.5.3. Apply algebraic procedures and geometric concepts to reading construction documents.
6.5.4. Use proportional reasoning and apply indirect measurement techniques (e.g., right triangle trigonometry,
properties of similar triangles).
An “X” indicates that the pathway applies to the outcome.
Mechanical, Electrical,
X
Pathways
Plumbing
Green-specific
Green Practices

I I

Design

I IContext-dependent

X

Structural

I X IDoes not apply

Strand 7.

Construction and Facility Management
Learners apply principles of business, facility and site operations and project management to
build and operate residential, commercial and industrial facilities. Knowledge and skill may be
applied in managing and supervising site operations; developing work sequences for tasks and
units of work; coordinating material and equipment delivery; planning building stages and the
build environment; and providing facility management, maintenance and custodial services.

Outcome: 7.2.

Field Organization:
TPO: Using the internet and visiting construction sites students will investigate and understand
the sequence of building stages, systems, and inspection processes within a build environment.

Competencies
7.2.1. Identify the Critical Path Method (CPM) to select and sequence the appropriate building stages and
explain their relationships in completing a construction project.
7.2.7. Identify the roles and goals of construction professionals within a given delivery system (e.g., owners
architects and engineers, suppliers, general contractors and trade contractors, consultants, regulators).
Pathways
Green Practices

X

Mechanical, Electrical,
Plumbing
Green-specific

I I

X

Design

I IContext-dependent

Structural

I X IDoes not apply

.
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Approval by School Board Resolution
Findlay City Schools
WHEREAS, the Hospitality and Restaurant Services I and II Advisory Committee of
Findlay City Schools/Millstream Career Center has reviewed the Hospitality and
Restaurant Services Course of Study, and WHEREAS, the course of study is based upon
the Ohio Career Field Technical Content Standards for Hospitality, and
WHEREAS, the Hospitality and Restaurant Services Advisory Committee has reviewed
these competencies and has edited competencies to address local labor market needs, and
to acknowledge the school district’s ability to offer specialized programs.
NOW, THEREFORE BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Findlay City Schools/Millstream Career Center adopt the
Hospitality and Restaurant Services Course of Study.
Approval Date: __________________________________
Superintendent _________________________________

Approval Date: _________________________________
Board President _________________________________
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Whereas the following members
of the Advisory Board
Did meet on March 16, 2018
And hereby does recommend that the
Following be adopted:

Course of Study
Course Syllabus(s)
Curriculum Map

For the Hospitality and Restaurant Services Program
At Millstream Career Center
1150 Broad Ave, Findlay, OH 45840
Ms. Julie Lane
Instructor
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illstr@iffl
Advisory Team Meeting
Culinary Arts/Hospitality and Restaurant Service
Millstream CC
Location: Millstream CC, 1150 Broad Ave.
Date:
Time:
1. Welcome and Introductions

2. Role of Advisory Team: Our Culinary and Hospitality Advisory team is made
up of community members interested in helping Millstream CC provide
marketable skills for our students entering the FoodService and Hospitality
Industry. We will plan meet to meet twice a year, in October and March.
3. Current Program Review:
a.Number of students in programs
b.Number of students working in the industry
4. New program routines and events:
5. Program Support:
a.Possible field trip ideas
b.Possible job placements
c.Possible classroom speakers
6. Facility Tour
7. Closing
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Millstream Mission
Educating Students ~

Empowering Communities

Millstream Goals
1.

All Millstream students will achieve career and education goals.

2.

All communities in the Career-Technical Planning District will perceive
Millstream Career and Technology Center as a positive leader in
career-technical education.

3.

All communities in the Career-Technical Planning District will strengthen
communication and collaboration with all stakeholders.

4.

All Millstream students and staff will continually increase their
career-specific skill levels.

5.

All members in the Career-Technical Planning District will ensure a
culture of continuous improvement and innovation to attract a broader
number of students.
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Findlay City Schools
Mission Statement
Educating and empowering for life.
Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.
We believe…
• All students and families have worth and are to be valued.
• Students need a safe and inclusive environment, in order to fully express who
they are.
• All students can learn.
• In order for each student to thrive, students, families, staff and community must
be vested in their growth and development.
• All students need opportunities in and out of the classroom.
• The Seven Habits of Highly Effective People:
o
Habit 1: Be Proactive
o
Habit 2: Begin with the End in Mind
o
Habit 3: Put First Things First
o
Habit 4: Think Win-Win
o
Habit 5: Seek First to Understand, Then to Be Understood
o
Habit 6: Synergize
o
Habit 7: Sharpen the Saw
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Findlay
City Schools
District Goals

Goal 1 – 100%
of students will graduate on time.
Strategy 1: Close the achievement gap, improve teacher performance, provide
conducive learning environments.

Goal 2 – 100%
of graduates will be enrolled in post-secondary or in the workforce
within six month of their program.
Strategy 2: Close the achievement gap, improve teacher performance, provide
conducive learning environments.
Goal 3 – FCS will provide safe educational facilities that foster positive learning
environments.
Strategy 3: FCS will review facilities routinely, judging their cost effectiveness and
potential for future educational capabilities, FCS will continually work at providing
timely security measure to ensure a safe educational facilities. FCS will provide
access to technology that meets the needs of 21st Century learner.

Goal 4 – FCS
will develop and implement plans to ensure sufficient funding for current
and future operations, programs, and facilities.
Strategy 4: FCS will review facilities routinely, judging their cost effectiveness and
potential for future educational capabilities, FCS will continually work at providing
timely security measure to ensure a safe educational facilities. FCS will provide
access to technology that meets the needs of 21st Century learner.
Goal 5 – FCS will create learning environments in which all students, staff and families
will feel physically and emotionally safe, valued, and engaged.
Strategy 5: Each building level team will develop and monitor a plan to improve
student, staff and family perceptions of emotional safety, value (care, respect, trust and
appreciation) and engagement.
Goal 6 – FCS will serve as a partner in addressing root issues in Hancock County
through collaborative efforts.
Strategy 6: To participate in community efforts/coalitions.
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Program Overview
Hospitality and Tourism - Hospitality (L1)
Hospitality and Restaurant Services I and II
The Hospitality and Restaurant Services Program is a two year program designed to prepare
students for entry-level employment in the growing hospitality industry. Training emphasis is
on providing environmental services of room keeping, laundry, banquet set-up, and food service
in hotels, motels, hospitals, nursing homes, and restaurants. Food Safety, safe work habits and
employability skills are learned. An in-house lab, as well as possible community sites, provides
students with hands-on experiences. Students are members of SkillsUSA and participate in
related activities.
Servsafe Food Handler Certification

Guest Service Gold Certification - from
the American Hotel and Lodging Educational Institute
Breakfast Attendant Certification - from the American Hotel and Lodging Educational Institute
Room Attendant Certification - from the American Hotel and Lodging Educational Institute
Front Desk Attendant Certification - from the American Hotel and Lodging Educational Institute

Prerequisite: Work
and Family and


Foods and Nutrition (Suggested)

Students will use basic skills to prepare a variety of foods and baked good items, understand
how to utilise a recipe and effectively demonstrate measuring and mixing techniques while
maintaining a safe and sanitary food service environment. Students will learn how to prepare,
use and maintain hand tools and equipment found in a commercial kitchen and bakeries.
Students will learn to prepare foods for the Cafe @ Millstream and how to serve, host, cashier,
bus, use a commercial dishwashing machine and maintain closing duties of the Cafe @
Millstream.
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Course Summaries
Hospitality Fundamentals
Subject Code: 330000
This first course in the career field will introduce students to culinary arts, foodservice
operations, lodging, travel and tourism. Students will obtain knowledge of customer service
principles and examine the impact of cultural, historical, social and technological developments
on key segments of the industry. They will also apply safety and sanitation techniques to
prevent and control injuries, illnesses and diseases in the workplace. Business law,
employability skills, leadership and communications will be addressed.
Catering and Banquet Service Operations
Subject Code: 330025
Students will design and manage catering and banquet operations. They will recommend types
of food functions and food-and-beverage services to clients, create menus for special occasions
and events, and determine financial requirements. Students will hire, train, and supervise staff;
manage event logistics, operations and service providers; and oversee dining room operations.
Customer service; food, equipment and site safety; and high-volume food production will also
be addressed.
Front Office Management and Operations
Subject Code: 330030
Students will develop knowledge and skills needed in the lodging industry. Students will
perform front-office procedures such as reserving rooms, checking guests in and out, and
orienting guests to the lodging property. They will also maintain guest rooms and public areas,
develop a housekeeping plan, and establish a schedule for facilities maintenance. In addition,
site safety and sanitation, customer service, people management, employability skills,
leadership and communications will be emphasized.
Dining Room Service and Operations
Subject Code: 330110
Students will apply strategies and techniques to identify and meet dining guest needs. They will
provide table and beverage service; maintain eating areas, meeting spaces and serving stations;
manage online reservations and orders; and monitor table turns, wait lines and table
assignments. Nutritional analysis, types of table service, safety and sanitation, cultural
intelligence, employability skills and communications will also be addressed.
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Student Assessment Policy
The student shall perform competencies and descriptions in a manner acceptable
to the business community. The standards set for these competences are
recommended by the advisory committee members and local employers in the
community and evaluated by the teacher following these guidelines. In order to
receive credit for the course, competencies are to be mastered and will be
determined by the teacher as suggested by the advisory team. In order to measure
the progress of each student in the program and to measure the effectiveness of the
total program the following procedures will be used:
●
●
●
●
●
●
●
●
●

Pretesting
Post testing
Teacher observation and evaluation on a daily basis
Skills testing
Rubrics
Self -evaluation
Daily grading
Employability and participation grading
Industry Certification ServSafe (Food Handlers) and Guest Service,
Breakfast Attendant, Room Attendant and Front Desk Attendant.

Measurement of learning will be an ongoing activity with emphasis on laboratory
activities and competency improvement. Evaluation will be accomplished
through the pre assessment of the student’s skills, frequent formative assessments,
both visual and written, and summative evaluation to determine the mastery of
competencies. Using formative assessments that are conducted during instruction
allows the teacher to make the necessary instructional adjustments. The instructor
may decide to alter instructional materials and methods if the students are
experiencing difficulties in learning what is being taught. A percentage is then
calculated and a letter grade is assigned. Progress reports on all students are
distributed to parents on the midterm of each grading period. Grades are also
posted on-line weekly for both students and parents to see updates and
improvements.
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GPA Formula/Determining Class Rank Grades 10-12
1. Figure the GPA at the conclusion of each semester based on a 4-point system and credits
earned
O = 2 points
D = .5 point
A = 2 points
F = 0 points
B = 1.5 points
C = 1 points

2. Add-on
bonuses for .5 credit Honors O's, A's, and B's
An Honors O is worth .0166
An Honors A is worth .0083
An Honors B is worth .00415

3. Add-on
bonus for total credits over 20 credits earned (this will not be determined until the
end of the senior year.) A student must take at least one honors course to qualify for this add-on.
Figure total number of credits earned and subtract 20. Divide the result by 40.
4, Semester Credit: Each grading period is 37.5% of the final grade; exam is 25% of the final
grade.
5. The cumulative GPA is updated each semester.
6. A maximum of 32 total credits will be used to calculate the student's class rank and GPA. If
more than 32 credits are completed, the student's GPA/class rank will be determined on the
basis of the best 32 credits earned as determined by the student/family.
GPA FORMULA/Determining Class rank for class 2019: Please refer to BOE procedure for
updated information:
Grading Scale
Grads



C.P

Honors
A.P.

0
95.0
94.0
A
92.0
90.0
86.0
B
82.0
80.0
80.0
C
72.0
70.0
70.0
D
62.0
60.0
60.0
Grade Reports
An average grade will be determined at the termination of all courses, both one semester and
year courses. Students must obtain a minimum of four (4) passing grades from the four grading
periods and two exams in a year course and two (2) passing grades of the two grading periods
and exam in a semester course in order to earn credit. To receive credit in any subject a student
must complete the course requirements by the end of the semester or year school year. Failure
to do so will be indicated by a "Terminal Incomplete" (TI) and is interpreted as failure of the
course. Students may withdraw from a class during the first three weeks of the course without
penalty by seeing their guidance counselors and getting signatures on a class withdrawal form.
Failure to follow the proper procedures will result in a failing grade for the course.
Students/parents have until the end of the following grade period to challenge any grade given
during a grading period.
Students withdrawing after the first three weeks for a course shall receive a WD-F unless:
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A counselor makes a recommendation to an administrator for a withdrawal with no penalty after
consulting with the student and parent(s) and determining if there are extenuating
circumstances.
A teacher may request a student be withdrawn. An administrator will make the decision after
conferring with the teacher, student, counselor and parent(s). The final decision for whether or
not the student receives WD-F will be made by the administrator.
A WD-F used for the calculation of extracurricular eligibility during each grading period.
Students receiving a WD-F should make sure they have 5 additional credit classes and receive
no other failing grades in order to become or remain eligible. Students transferring from an
honors course to a regular course must make the request prior to the end of the eighth week.
Academic Honor Roll
The following standards will be used in determining the high school honor rolls:
1. Distinguished-3.75 and above with no grade below a "C". No WDF, Incomplete (INC) or
Terminal Incomplete (TI).
2. Merit-3.25-3.74 with no grade below a "C". No WDF, Incomplete (INC) or Terminal
Incomplete (TI).
3. A/B-Any combination of all "A's" and "B's". No WDF, incomplete (INC) or Terminal
Incomplete (TI).
Interim Reports
During the middle of each nine-week grading period, students will be given interim reports to
update them on their academic progress. It is the student's responsibility to take this report
home.
Course Fees
Students are required to pay fees in some courses. The fee money is used to purchase material
used by the students in those courses. Students having a financial problem should see their
counselor.
CTSO Participation
SkillsUSA participation
SkillsUSA is a partnership of students, teachers and industry working together to ensure
America has a skilled workforce. SkillsUSA helps each student excel. Students can participate
in a variety of activities; community service, leadership and employability training and skill
competitions. Participation in SkillsUSA is required.
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Curriculum Map

Junior year
Hospitality Fundamental - #330000
Week

Competencies taught

1.

3.1.1. Identify methods and practices to control or eliminate pathogens and the spread
of harmful bacteria, viruses, parasites, fungi and toxins.
3.1.2. Describe the nature and scope of the government agencies responsible for the
prevention of foodborne illnesses.

2.

3.1.3. Identify types of foodborne illness caused by bacteria and viruses, their common
symptoms and the food items most at risk for contamination.

3.1.4.
Identify parasites, fungi and biological toxins by their characteristics and the
major foodborne illnesses with which they are linked.

 
3.

3.1.5. Identify conditions under which bacteria multiply rapidly (i.e., FAT TOM: food,
acidity, temperature, time, oxygen, moisture), and implement preventive
measures.

 4.

5.

3.1.6. Identify the symptoms and consequences of allergic reactions and intolerances,
and implement exposure-prevention strategies.
3.1.7. Identify sources of common allergens, and implement exposure prevention
strategies.
3.2.1. Identify personal actions and behaviors that contribute to contamination and
cross-contamination of food, and describe ways to prevent those issues.

 6.

3.2.2. Identify when hand-washing must occur, and wash hands using the five-step
technique.
3.2.3. Select, maintain, and use proper work attire and personal protective clothing and
equipment appropriate to job tasks.
3.2.4. Handle situations involving bodily fluids.
3.2.5. Describe situations when food-handlers should be restricted or excluded from
working with food or being in the operation.


7.


3.2.6.
Lift and move heavy materials and equipment following established ergonomic
processes.
3.2.7. Explain how personal safety and sanitation contribute to an organization’s
response to allergies and intolerances.
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 8.

3.3.1. Describe food-safety guidelines (e.g., FDA Food Code), local health-code
requirements and the consequences of failing to comply.
3.3.4. Identify potential biological, chemical and physical hazards.

 9.

3.3.5. Identify potentially hazardous foods (PHF), Time and Temperature
Control for Safety of Food (TCS) and foods in the temperature danger zone
(TDZ).
3.3.6. Follow precautionary guidelines established to address food-safety issues for
high-risk populations and to reduce potential exposure to harmful pathogens.

10.
 

3.3.8. Monitor and track food temperatures throughout the receiving, thawing, storing,
cooking and holding processes.
3.3.9. Control environment for consumer self-service foods.
3.3.10. Mark, label, store, and dispose of food and food by-products (e.g., fats,
oil, grease).

11.


3.5.1.

3.5.2.
3.5.3.
3.5.5.

12.


1.1.1.
Identify the knowledge, skills and abilities necessary to succeed in careers.

1.1.2. Identify the scope of career opportunities and the requirements for education,
training, certification, licensure and experience.
1.1.3. Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.

 13. 

1.1.4. Describe the role and function of professional organizations, industry
associations and organized labor and use networking techniques to develop and
maintain professional relationships.

14.

1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job
applications,résumé writing, interviewing skills, portfolio development).

15.
 

1.1.6. Explain the importance of work ethic, accountability and responsibility and
demonstrate associated behaviors in fulfilling personal, community and
workplace roles.

16. 

1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when
making decisions and formulating solutions.
1.1.8. Identify the correlation between emotions, behavior and appearance and manage
those to establish and maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.

Analyze the root causes of accidents, and identify prevention strategies.
Handle, maintain, and dispose of garbage and non-food refuse.
Identify signs of infestations.
Select and mix cleaning or sanitation solutions in the right proportions,
and label container
3.5.8. Assess fire hazards, and determine fire prevention strategies.
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 17. 

18.
 

 

1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and
demonstrate respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits
and abusive behavior.

2.1.1. Describe the relationship between the economy and the hospitality and tourism
industry.
2.1.2. Identify the key segments of the hospitality and tourism industry, and explain their
interdependence.
2.1.4. Identify changes occurring in hospitality and tourism as a result of technological
advancements and competing online services.
Semester Exams

Catering and Banquet Services Operation #33002

19.
20. 
 21. 

22.
 23.

4.1.1. Differentiate among the segments of the culinary and foodservice operations
industry, and identify the types of food served by these segments.
4.1.2. Analyze the effect of cultural, historical, sociological and environmental
developments on food preparation and presentation.
4.1.3. Analyze food preparation and presentation trends.
4.1.5. Determine customer behavioral characteristics and factors that influence customer
selection of food places and menu items.
5.2.1. Select ingredients for use in cakes, confections and pastries.
5.2.2. Prepare and bake cookies to achieve the desired flavor, texture and shape.
5.2.3. Prepare, bake and fill pie crusts, tarts and pastries.

24.

5.2.4. Prepare, bake and assemble cakes and tortes.

 25.

5.4.4 . Demonstrate bagging and piping techniques.

26.

5.4.5. Prepare and apply base, crumb, marzipan and fondant cake coatings.

 27.

5.4.6. Prepare and apply edible decorations.

28.

5.4.7. Decorate cakes and cookies according to themes and designs.
5.4.8. Maintain freshness and quality of baked goods, pastries and desserts in ready
state to be served at a later time.

 29. 

5.2.7. Prepare frozen desserts.
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30.


 5.2.8. Prepare fruit desserts.

31.
 

5.2.9. Temper chocolate and coatings.

32.


4.6.1.
Plate food using design principles of color, height, focal point, proportion and

temperature.

33.
 

4.6.2. Prepare platter and buffet presentations.
4.6.3. Garnish plates, soups and desserts.

34.
 

4.8.1. Explain the challenges, principles and corrective actions associated with
preparing and serving foods to large groups.
4.8.2. Maintain quality controls, and apply appropriate cooking methodology during
batch cooking.

 35. 

4.8.3. Set up stations to support high-volume production.
4.8.4. Adjust preparation schedules and sequencing to support high-volume production.

36.


Review

End of the year Exams
Senior Year
Dining Room Service and Operations #330110
Week



Competencies
Taught


1.

7.3.1.
Strategically interact with customers and staff.

7.3.2. Determine the customer dynamics occurring during different shifts, and assess
their impact on operations.

2.
 

7.3.3. Integrate online reservations and orders into culinary and restaurant management
systems.

3.
 

7.3.4. Establish and implement processes to manage table turns, wait lines and table
assignments.
7.3.5. Establish and implement processes to facilitate interaction between the different
service teams.

4.

7.3.6. Identify types of table service.
7.3.7. Provide table and beverage service.

5.
 

7.3.8. Maintain eating areas, meeting spaces and serving stations.
7.3.9. Describe the procedures foodservice establishments use to manage liability risk
associated with alcohol consumption
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 6.

4.7.1. Select types of coffee and coffee flavorings, and prepare coffee drinks.
4.7.2. Select types of tea and tea flavorings, and prepare specialty tea drinks.

7.
 

4.7.3. Prepare milk and dairy-based drinks.
4.7.4. Prepare specialty juices, water and energy drinks.
4.7.5. Prepare carbonated beverages

 8. 

2.6.1. Interpret unspoken needs based on understanding of human behavior, preference
patterns and prior experiences.
2.6.2. Determine strategies for responding to potentially sensitive, compromising,
fraudulent or dangerous situations.

 9.

2.6.3. Accommodate special needs and specific requests of customers.

10.
 

2.6.4. Process customer orders accurately and efficiently while building rapport.
2.6.5. Balance multiple resource demands, and maintain service standards during peak
Volumes.
2.6.6. Respond to customer inquiries, resolve their complaints, and follow up on
Situations.

 11. 

2.6.7. Take and process customer payments.

12.
 

2.6.8. Identify and deliver on opportunities to make a difference in the customer
experience (i.e., positive moments of truth).
2.6.9. Leverage customer experiences to build brand preference and loyalty.
2.6.10. Identify and utilize credit-card fraud prevention methods, and understand the
importance of identity theft controls.

13.
 

1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal and active listening skills to communicate
Effectively.

14.

1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.5. Communicate information for an intended audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.

15.

1.2.7. Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
1.2.8. Identify the strengths, weaknesses and characteristics of leadership
styles that influence internal and external workplace relationships.

 16.

1.2.9. Identify advantages and disadvantages involving digital and/or electronic
communications.
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration and
work in a team.

 17. 

1.2.11. Write professional correspondence, documents, job applications and résumés.

20

18.
 

1.2.12. Use technical writing skills to complete forms and create reports.
1.2.14. Use motivational strategies to accomplish goals.
1.2.15. Adapt to different decision-making styles (e.g., analytical, abstract or
conceptual, intuitive, creative, procedural or directive).
1.2.16. Identify ways to affect workplace change
Semester Exams

Front Office Management and Operations #330030
19.

2.2.1. Describe how the principles of R.A.V.E. (respect and value everyone), customer
satisfaction and quality affect service delivery.
2.2.2. Explain the unique characteristics of services (i.e., intangibility, inseparability,
variability and perishability).

 20. 

2.2.3. Explain the influence of an organization’s mission and vision statement on
customer service practices.
2.2.4. Explain the factors that shape customer expectations of a particular service and
how subjective and objective elements of service quality can be assessed.

 21.

2.2.5. Identify the types of outcomes possible during guest recovery and the impact of
proactive guest experience management on realizing a positive outcome.

22.
 

2.3.1. Identify the components and types of brands and branding strategies.
2.3.2. Determine branding positioning.

23.
 

2.3.3. Select products and services to offer that enhance brand image.

24.
 

2.3.4. Determine how customer touch points impact branding strategy.
2.3.5. Coordinate people, processes and technology to deliver the brand promise.

25.
 

2.3.6. Determine the impact of an organization’s reputation on its brand image.

26.
 

8.1.1. Explain the components of the lodging “product” and the role of services in
providing the product.
8.1.3. Describe the classifications of lodging accommodations and room types
.
8.1.4. Differentiate service levels and features by accommodation types and
classifications.

27. 
 28.

8.1.5. Identify common divisions, or functional areas of lodging establishments; and
explain their responsibilities, activities and interactions.

29.

8.1.7. Analyze the role that physical facilities, property location and destination features
have on customer appeal and guest mix.
8.1.9. Explain lodging market segments.
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30.
 

8.2.1. Identify the factors that impact the customer experience throughout the guest life
cycle.
8.2.2. Analyze the effect of guest services, concierge and guest relations on the lodging
guest’s experience.

 31. 

8.2.3. Book direct and indirect individual room reservations, and block group
reservations.
8.2.4. Confirm, modify, and cancel reservations.
8.2.5. Resolve reservation issues.

 32.

8.2.6. Describe check-in and check-out processes available to lodging customers.
8.2.7. Check in and orient guests to the lodging property.
8.2.8. Determine services to offer arriving guests.

33.
 

8.2.9. Process guest requests, and complete front-desk transactions.
8.2.10. Follow front-desk procedures to maintain guest safety and security.
8.2.11. Process guest departures and late-guest checkouts, and provide services to
departing guests.

34.
 

8.3.1. Explain flow and cycle of linens.
8.3.2. Determine whether guest rooms and public areas meet quality standards.

 35. 

8.3.3. Select lodging cleaning supplies, equipment and processes based on the situation.
8.3.4. Determine whether room conditions warrant facilities management involvement.

 36. 

8.3.5. Prepare, clean, monitor, and stock rooms and assigned areas.
8.3.6. Remove stains from hotel surfaces and linens.
8.3.7. Maintain rooms and public areas.

End of the year Exams
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Millstream Career Center
Hospitality and Restaurant Services I

Instructor: Julie Lane
Length:Full year-3 periods a day-2 credits lab and 1 credit related
Units of Credit: 3 credits per year

Grade: 11
Cost: $42.00
($30.00
SkillsUSA

and $12.00 tech

fee)
Prerequisite:
Program Location: Millstream CC
Course Description:
HOSPITALITY & RESTAURANT SERVICES I
Level I: Lab - 238 Related – 217

Full
year – 3 periods per day – 2 credits lab and 1 credit related
This program is designed to prepare students for entry-level employment in the growing
hospitality industry. Training emphasis is on providing environmental services of room
keeping, laundry, banquet set-up, and food service in hotels, motels, hospitals, nursing homes,
and restaurants. Safe work habits and employability skills are learned. An in-house lab, as well
as possible community sites, provides students with hands-on experiences. Students are
members of SkillsUSA and participate in related activities.
Course Goals: Students will learn how to operate and maintain an in house laundry business. Cleaning
duties of lab and related rooms will be learned and regularly practiced. They will learn basic cooking
techniques, various restaurant job descriptions and terminology related to the foodservice industry.
Employability skills for acquiring and securing a job position will be learned and practiced through
daily classroom and lab work.
Student Expectations/Responsibilities/Requirements: Students will be expected to be on time and

prepared for class. Attendance
on a regular basis is mandatory. This program is designed with
participation as its core. Students will be provided with a pencil, blank paper, and notebook which are
to be kept in the classroom. Lab situations will require for shoulder length and longer hair to be pulled
back, and closed toe, rubber sole shoes to be worn. Aprons, gloves and goggles will be provided and

must be worn during appropriate lab situations. $30.00
SkillsUSA dues and $12.00 for technology fee
are due at the beginning of the school year.
Student Behavior Management Plan:
Students will be required to follow all rules assigned by Findlay High School. Each student will receive
a handbook which states all policies and regulations. The students will also be expected to follow
classroom rules set up at the beginning of the year by each new class. Failure to follow these policies
will result in detention after school and a parent contact. Further discipline infractions will result in
administrative referral.
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Grading Procedures:

A
B
C
D
F

100-92 %
91-82 %
81-72 %
71-62 %
Below 62 %

Student Youth Organizations:
SkillsUSA is a national nonprofit organization serving teachers and high school and college students
who are preparing for careers in trade, technical and skilled service occupations, including health
occupations.
SkillsUSA is a partnership of students, teachers and industry working together to ensure America has a
skilled workforce. SkillsUSA helps each student excel.

C:\MyFiles\Word Syllabus Form.wpd

----------------------------------------------------------------------------------------------------------------------------------------------------------------Please acknowledge that you have fully read the requirements of the Hospitality and Restaurant
Services Program syllabus and understand the expectations related to this course.
I have read and understand the requirements of the Hospitality and Restaurant Services course
syllabus.
Name________________________________________________
Date_______________________
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I

Millstream Career Center
Hospitality and Restaurant Services II

Instructor: Julie Lane
Length:Full year-3 periods a day-2 credits lab and 1 credit related
Units of Credit: 3 credits per year

Grade: 12
Cost: $42.00
($30.00
SkillsUSA

& $12.00 tech fee)

Prerequisite:
Program Location: Millstream CC
Course Description:
HOSPITALITY & RESTAURANT SERVICES II
Level II: Lab - 239 Related – 218
Full year – 3 periods per day – 2 credits lab and 1 credit related

This program is designed to prepare students for entry-level employment in the growing
hospitality industry. Training emphasis is on providing environmental services of room
keeping, laundry, banquet set-up, and food service in hotels, motels, hospitals, nursing homes,
and restaurants. Safe work habits and employability skills are learned. An in-house lab, as well
as possible community sites, provides students with hands-on experiences. Students are
members of SkillsUSA and participate in related activities.

Course Goals: Students will learn how to operate and maintain an in house laundry business. Cleaning
duties of lab and related rooms will be learned and regularly practiced. They will learn basic cooking
techniques, various restaurant job descriptions and terminology related to the food service industry.
Employability skills for acquiring and securing a job position will be learned and practiced through
daily classroom and lab work.

Student Expectations/Responsibilities/Requirements: Students will be expected to be on time and

prepared for class. Attendance
on a regular basis is mandatory. This program is designed with
participation as its core. Students will be provided with a pencil, blank paper, and notebook which are
to be kept in the classroom. Lab situations will require for shoulder length and longer hair to be pulled
back, and closed toe, rubber sole shoes to be worn. Aprons, gloves and goggles will be provided and

must be worn during appropriate lab situations. $30.00
SkillsUSA dues and $9.00 for technology fee
are due at the beginning of the school year.
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Student Behavior Management Plan:
Students will be required to follow all rules assigned by Findlay High School. Each student will receive
a handbook which states all policies and regulations. The students will also be expected to follow
classroom rules set up at the beginning of the year by each new class. Failure to follow these policies
will result in detention after school and a parent contact. Further discipline infractions will result in
administrative referral.

Grading Procedures:

A
B
C
D
F

100-92 %
91-82 %
81-72 %
71-62 %
Below 62 %

Student Youth Organizations:
SkillsUSA is a national nonprofit organization serving teachers and high school and college students
who are preparing for careers in trade, technical and skilled service occupations, including health
occupations.
SkillsUSA is a partnership of students, teachers and industry working together to ensure America has a
skilled workforce. SkillsUSA helps each student excel.

C:\MyFiles\Word Syllabus Form.wpd

----------------------------------------------------------------------------------------------------------------------------------------------------------------Please acknowledge that you have fully read the requirements of the Hospitality and Restaurant
Services Program syllabus and understand the expectations related to this course.
I have read and understand the requirements of the Hospitality and Restaurant Services course
syllabus.
Name________________________________________________
Date_______________________
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Hospitality and Tourism Career Field
Hospitality Fundamentals
Subject code: 330000
Outcome & Competency Descriptions
Course Description:

Strand 1.


This

first course in the career field will introduce students to culinary arts, food service
operations, lodging, travel and tourism. Students will obtain knowledge in customer
service principles and examine the impact of cultural, historical, social and technological
developments on key segments of the industry. They will also apply safety and
sanitation techniques to prevent and control injuries, illnesses and diseases in the
workplace. Business law, employability skills, leadership and communications will be
addressed.
Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and
employability in an entrepreneur, manager and employee role to the leadership,
planning, developing and analyzing of business enterprises related to the career field.

Outcome 1.1. Employability Skills TPO Outcome
Develop
career awareness and employability skills (e.g., face-to-face, online) needed

for gaining and maintaining employment in diverse business settings. Student must
perform this employability skills with 75% accuracy to pass course objective. These
skills will be obtained by students during in-house lab situation, work experience
opportunities in the community and The Café @ Millstream with observation and
participation rubric assessments with students achieving a 75% passing grade.
Competencies
1.1.1. Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education, training,
certification, licensure and experience.
1.1.3. Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations and
organized labor and use networking techniques to develop and maintain professional
relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job
applications,résumé writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making
decisions and formulating solutions.
1.1.8. Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect for
them.
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1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services - X

Strand 2.

Experience Management
Learners apply customer behavior concepts to create a brand identity, design and
deliver exceptional customer experiences, and build customer loyalty and brand
equity.
Outcome 2.1. Hospitality and Tourism Fundamentals
Students will explain the composition and economic significance of the
hospitality and tourism industry.
Students learn customer service skills and knowledge during in-house lab situation,
work experience opportunities in the community and at The Café @ Millstream with
observation and participation assessments and testing.  Students will also learn customer
service skills through classroom assignments and will demonstrate knowledge of
customer service principles and elements of in the hospitality and tourism industry by
written work achieving 75% accuracy.
Competencies:
2.1.1.
Describe the relationship between the economy and the hospitality and tourism industry.

2.1.2. Identify the key segments of the hospitality and tourism industry, and explain their
interdependence.
2.1.4. Identify changes occurring in hospitality and tourism as a result of technological
advancements and competing online services.
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services - X
Strand

3.

Safety and Sanitation
Learners apply knowledge of biological, physical and chemical hazards and the
concepts of safety and sanitation to protect employees and customers from injuries,
illnesses and diseases.
Outcome 3.1. Pathogens, Illnesses and Diseases
Identify pathogens that could render food unsafe for consumption without appropriate
precautions and controls. Students will participate, learn and complete classroom
activities with assessments of knowledge and completing the online ServSafe Food
handler certification with a 75% passing grade.
Competencies:
3.1.1. Identify methods and practices to control or eliminate pathogens and the spread of
harmful bacteria, viruses, parasites, fungi and toxins.
3.1.2. Describe the nature and scope of the government agencies responsible for the prevention
of foodborne illnesses.
3.1.3. Identify types of foodborne illness caused by bacteria and viruses, their common
symptoms and the food items most at risk for contamination.
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3.1.4. Identify parasites, fungi and biological toxins by their characteristics and the major
foodborne illnesses with which they are linked.
3.1.5. Identify conditions under which bacteria multiply rapidly (i.e., FAT TOM: food, acidity,
temperature, time, oxygen, moisture), and implement preventive measures.
3.1.6. Identify the symptoms and consequences of allergic reactions and intolerances, and
implement exposure-prevention strategies.
3.1.7. Identify sources of common allergens, and implement exposure prevention strategies.
“X” indicates that the pathway applies to the outcome.
 An

Culinary and Foodservice Operations - X
Lodging and Travel Services – X
Outcome 3.2. Personal Safety and Sanitation
Demonstrate strategies for preventing risks and biological and physical contamination
through personal hygiene, proper attire and precautionary medical safeguards. Students
will learn food safety strategies through participation cooking activities in the kitchen at
The Cafe @Millstream with observation and participation rubric assessments with a
75% passing score. Students will participate and complete the online ServSafe Food
handler certification with a 75% passing grade.
Competencies:
3.2.1. Identify personal actions and behaviors that contribute to contamination and
cross-contamination of food, and describe ways to prevent those issues.
3.2.2. Identify when hand-washing must occur, and wash hands using the five-step technique.
3.2.3. Select, maintain, and use proper work attire and personal protective clothing and
equipment appropriate to job tasks.
3.2.4. Handle situations involving bodily fluids.
3.2.5. Describe situations when food-handlers should be restricted or excluded from working
with food or being in the operation.
3.2.6. Lift and move heavy materials and equipment following established ergonomic processes.
3.2.7. Explain how personal safety and sanitation contribute to an organization’s response to
allergies and intolerances.
An
 “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services – X
Outcome 3.3

Food Safety and Sanitation
Demonstrate strategies for preventing and controlling biological, physical and chemical
contamination of food products through proper food handling and sanitization
procedures. Students will learn food safety strategies through participation cooking
activities in the kitchen at The Cafe @Millstream with observation and participation
rubric assessments with a 75% passing score. Students will participate and complete
the online ServSafe Food handler certification with a 75% passing grade.

Competencies:
3.3.1. Describe food-safety guidelines (e.g., FDA Food Code), local health-code requirements
and the consequences of failing to comply.
3.3.4. Identify potential biological, chemical and physical hazards.
3.3.5. Identify potentially hazardous foods (PHF), Time and Temperature Control for Safety of
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Food (TCS) and foods in the temperature danger zone (TDZ).
3.3.6. Follow precautionary guidelines established to address food-safety issues for high-risk
Populations and to reduce potential exposure to harmful pathogens.
3.3.8. Monitor and track food temperatures throughout the receiving, thawing, storing, cooking
and holding processes.
3.3.9. Control environment for consumer self-service foods.
3.3.10. Mark, label, store, and dispose of food and food by-products (e.g., fats, oil, grease).
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services – X
Outcome 3.4. Equipment Safety and Sanitation
Demonstrate strategies and techniques for eliminating biological, physical and chemical
contamination through proper equipment use, storage and maintenance. Students will
learn food safety strategies through participation cooking activities in the kitchen at The
Cafe @Millstream with observation and participation rubric assessments with a 75%
passing score. Students will participate and complete the online ServSafe Food handler
certification with a 75% passing grade.
Competencies :
3.4.1. Distinguish between cleaning, sterilizing and sanitizing.
3.4.2. Implement equipment safety requirements, and adhere to health and safety codes that
restrict equipment use.
3.4.3. Setup, program, sanitize, and use commercial equipment and machines.
3.4.5. Calibrate temperature probes.
3.4.6. Inspect, use, sanitize, and store knives, hand tools and implements.
3.4.7. Clean, sanitize, and store tableware and equipment.
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services – X
Outcome 3.5. Site Safety and Sanitation
Analyze how the physical environment contributes to safety risks, identify strategies
used to reduce or eliminate risks, and follow defined safety procedures.
Students will learn food safety strategies through participation cooking activities in the
kitchen at The Cafe @Millstream with observation and participation rubric assessments
with a 75% passing score. Students will participate and complete the online ServSafe
Food handler certification with a 75% passing grade.
Competencies:
3.5.1. Analyze the root causes of accidents, and identify prevention strategies.
3.5.2. Handle, maintain, and dispose of garbage and non-food refuse.
3.5.3. Identify signs of infestations.
3.5.5. Select and mix cleaning or sanitation solutions in the right proportions, and label container
3.5.8. Assess fire hazards, and determine fire prevention strategies.
An “X” indicates that the pathway applies to the outcome.

Culinary and Foodservice Operations - X
Lodging and Travel Services – X
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Hospitality

and Tourism Career Field
Catering and Banquet Service Operation
Subject code: 330025
Outcome & Competency Descriptions
Course Description:
 Students

will design and manage catering and banquet operations. They will

recommend types of food, functions and food-and –beverage services to clients,
create menus for special occasions and events, and determine financial
requirements. Students will hire, train and supervise staff, manage event
logistics operations and service providers; and oversee dining room operations.
Customer service; food, equipment and site safety; and high-volume food
production will also be addressed.

Strand

4.

Culinary Arts
Learners apply principles of sociology, chemistry, cultural psychology and food
science in the preparation, cooking and presentation of food and beverages.
Outcome 4.1. Culinary Industry Fundamentals
Analyze the effects of sociological, cultural, historical and environmental
developments on consumer food preferences and the resulting culinary issues
and challenges. Students will learn culinary fundamentals through textbook
investigating and learning with assessments of presentations and written
assignments with 75% passing grade.
Competencies:
4.1.1. Differentiate among the segments of the culinary and foodservice operations industry, and
identify the types of food served by these segments.
4.1.2. Analyze the effect of cultural, historical, sociological and environmental developments on
food preparation and presentation.
4.1.3. Analyze food preparation and presentation trends.
4.1.5. Determine customer behavioral characteristics and factors that influence customer
selection of food places and menu items.
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services – X

Strand

4.

Culinary Arts
Learners apply principles of sociology, chemistry, cultural psychology and food
science in the preparation, cooking and presentation of food and beverages.
Outcome 4.6. Food Presentation
Apply plating and presentation principles to deliver attractive and balanced menu
items.Students will learn presentation principles through participation cooking activities
in the kitchen at The Cafe @Millstream with observation and participation rubric
assessments with a 75% passing score.
Competencies:
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4.6.1. Plate food using design principles of color, height, focal point, proportion and
temperature.
4.6.2. Prepare platter and buffet presentations.
4.6.3. Garnish plates, soups and desserts.
“X” indicates that the pathway applies to the outcome.
 An

Culinary and Foodservice Operations - X
Lodging and Travel Services – X

Strand 4.

Culinary Arts
Learners apply principles of sociology, chemistry, cultural psychology and food
science in the preparation, cooking and presentation of food and beverages.

Outcome 4.8. Banquet and High-Volume Cookery
Prepare food in high volume to service high traffic and special requests.
Students will learn to prepare high volume recipes through participation cooking
activities in the kitchen at The Cafe @Millstream with observation and participation
rubric assessments with a 75% passing score.
Competencies:
4.8.1. Explain the challenges, principles and corrective actions associated with preparing and serving
foods to large groups.
4.8.2. Maintain quality controls, and apply appropriate cooking methodology during batch cooking.
4.8.3. Set up stations to support high-volume production.
4.8.4. Adjust preparation schedules and sequencing to support high-volume production.
An
“X” indicates that the pathway applies to the outcome.

Culinary and Foodservice Operations - X
Lodging and Travel Services – X

Strand 5.

Baking and Pastry Arts
Learners apply principles of chemistry, physics and nutrition science to the
preparation and baking of breads, desserts and pastries.

Outcome 5.2. Baking and Pastry Techniques
Select tools and apply procedures and techniques to bake a variety of desserts and baked
goods.
Students will learn fundamentals of baking through participation in baking activities;
such as preparing cookies, cakes, brownies and pies in the kitchen at The Cafe
@Millstream and the hospitality kitchen with observation and participation rubric
assessments with a 75% passing score.
Competencies:
5.2.1. Select ingredients for use in cakes, confections and pastries.
5.2.2. Prepare and bake cookies to achieve the desired flavor, texture and shape.
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5.2.3.
5.2.4.
5.2.7.
5.2.8.
5.2.9.

Prepare, bake and fill pie crusts, tarts and pastries.
Prepare, bake and assemble cakes and tortes.
Prepare frozen desserts.
Prepare fruit desserts.
Temper chocolate and coatings.

An
“X” indicates that the pathway applies to the outcome.

Culinary and Foodservice Operations - X
Lodging and Travel Services

 Strand 5.
Outcome 5.4.

Baking and Pastry Arts
Learners

apply principles of chemistry, physics and nutrition science to the
preparation and baking of breads, desserts and pastries.
Specialized Decorating and Presentation
Apply
specialized decorating techniques to service special events and requests.

Students will learn fundamentals of baking through participation in baking
activities; such as preparing cookies, cakes, brownies and pies in the kitchen at
The Cafe @Millstream and the hospitality kitchen with observation and
participation rubric assessments with a 75% passing score.

Competencies:
5.4.4 Demonstrate bagging and piping techniques.
5.4.5. Prepare and apply base, crumb, marzipan and fondant cake coatings.
5.4.6. Prepare and apply edible decorations.
5.4.7. Decorate cakes and cookies according to themes and designs.
5.4.8. Maintain freshness and quality of baked goods, pastries and desserts in ready state to be
served at a later time.
“X” indicates that the pathway applies to the outcome.
 An

Culinary and Foodservice Operations - X
Lodging and Travel Services
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Hospitality and Tourism Career Field
Dining Room Service and Operations
Subject code: 330110
Outcome & Competency Descriptions
Course Description:

Students
will apply strategies and techniques to identify and meet dining guest

Strand 1.


needs. They will provide table and beverage service; maintain eating areas,
meeting spaces and serving stations; manage online reservations and orders; and
monitor table turns, wait lines and table assignments. Nutritional analysis, types
of table service, safety, and sanitation, cultural intelligence, employability skills
and communications will also be addressed.
Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and
employability in an entrepreneur, manager and employee role to the leadership,
planning, developing and analyzing of business enterprises related to the career field.

Outcome

1.2. Leadership and Communications
Process, maintain, evaluate and disseminate information in a business. Develop
leadership and team building to promote collaboration. Students learn leadership
and team building skills and knowledge during work experience and
opportunities in the community and at The Café @ Millstream with
observation and participation assessments and testing.  Students will also learn
leadership and team building skills through classroom assignments and will
demonstrate knowledge of leadership and team building principles and elements
of in the hospitality and tourism industry by written work achieving 75%
accuracy.

Competencies:
1.2.2. Deliver formal and informal presentations.
1.2.3. Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.5. Communicate information for an intended audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.
1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
1.2.8. Identify the strengths, weaknesses and characteristics of leadership styles that
influence internal and external workplace relationships.
1.2.9. Identify advantages and disadvantages involving digital and/or electronic
communications.
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration and work in
a team.
1.2.11. Write professional correspondence, documents, job applications and résumés.
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1.2.12. Use technical writing skills to complete forms and create reports.
1.2.14. Use motivational strategies to accomplish goals.
1.2.15. Adapt
to different decision-making styles (e.g., analytical, abstract or

conceptual, intuitive, creative, procedural or directive).
1.2.16. Identify ways to affect workplace change
 An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services – X

Strand 2.

Experience Management
Learners apply customer behavior concepts to create a brand identity, design and
deliver exceptional customer experiences, and build customer loyalty and brand
equity.

Outcome 2.6. Customer Services
Apply strategies and techniques to identify and meet guest needs and to establish a sense
of connectedness with guests in a hospitality and tourism environment.
Students learn customer service skills and knowledge during in-house lab situation,
work experience opportunities in the community and at The Café @ Millstream with
observation and participation assessments and testing.  Students will also learn customer
service skills through classroom assignments and will demonstrate knowledge of
customer service principles and elements of in the hospitality and tourism industry by
written work achieving 75% accuracy.
Competencies:
2.6.1. Interpret unspoken needs based on understanding of human behavior, preference patterns and
prior experiences.
2.6.2. Determine strategies for responding to potentially sensitive, compromising, fraudulent or
dangerous situations.
2.6.3. Accommodate special needs and specific requests of customers.
2.6.4. Process customer orders accurately and efficiently while building rapport.
2.6.5. Balance multiple resource demands, and maintain service standards during peak volumes.
2.6.6. Respond to customer inquiries, resolve their complaints, and follow up on situations.
2.6.7. Take and process customer payments.
2.6.8. Identify and deliver on opportunities to make a difference in the customer experience
(i.e., positive moments of truth).
2.6.9. Leverage customer experiences to build brand preference and loyalty.
2.6.10. Identify and utilize credit-card fraud prevention methods, and understand the importance
of identity theft controls.
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services – X
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Strand 4.

Culinary Arts
Learners

apply principles of sociology, chemistry, cultural psychology and food
science in the preparation, cooking and presentation of food and beverages.

Outcome

4.7. Beverage Preparation
Recommend
beverage selections, and prepare non-alcoholic specialty drinks.

Students will learn beverage preparation through participating in the operations at
The cafe @ Millstream with observation and technique rubric assessments with a
75% passing score.

Competencies:
4.7.1. Select types of coffee and coffee flavorings, and prepare coffee drinks.
4.7.2. Select types of tea and tea flavorings, and prepare specialty tea drinks.
4.7.3. Prepare milk and dairy-based drinks.
4.7.4. Prepare specialty juices, water and energy drinks.
4.7.5. Prepare carbonated beverages.
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services – X

Strand 7.

Foodservice Operations
Learners
use foodservice management principles to achieve profit objectives and

deliver customer experiences consistent with the brand.

Outcome 7.3. Dining Room Operations
Manage
dining room staff, operations and systems to achieve organizational

objectives.
Students will learn dining room from customer service techniques through
participating in the operations at The cafe @ Millstream with observation and
technique rubric assessments with a 75% passing score.
Competencies:
7.3.1. Strategically interact with customers and staff.
7.3.2. Determine the customer dynamics occurring during different shifts, and assess their
impact on operations.
7.3.3. Integrate online reservations and orders into culinary and restaurant management systems.
7.3.4. Establish and implement processes to manage table turns, wait lines and table
assignments.
7.3.5. Establish and implement processes to facilitate interaction between the different service
teams.
7.3.6. Identify types of table service.
7.3.7. Provide table and beverage service.
7.3.8. Maintain eating areas, meeting spaces and serving stations.
7.3.9. Describe the procedures foodservice establishments use to manage liability risks
associated with alcohol consumption
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services –
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Hospitality and Tourism Career Field
Front Office Management and Operations
Subject code: 330030
Outcome & Competency Descriptions
Course Description:
Students will develop knowledge and skills needed in the lodging industry. Students
will perform front office procedures such as reserving rooms, checking guests in and
out, and orienting guests to the lodging property. They will also maintain guest
rooms and public areas, develop a housekeeping plan and establish a schedule for
facilities maintenance. In addition, site safety and sanitation, customer service,
people management, employability skills, leadership and communications will be
emphasized.
Strand 2.

Experience Management
Learners apply customer behavior concepts to create a brand identity, design and
deliver exceptional customer experiences, and build customer loyalty and brand
equity.

Outcome 2.2. Hospitality and Tourism Environment
Analyze how customer service principles, hospitality services and operational processes
work together to create a culture that allows organizations to meet or exceed customer
expectations.
Students learn customer service skills and knowledge during in-house lab situation,
work experience opportunities in the community and at The Café @ Millstream with
observation and participation assessments and testing.  Students will also learn customer
service skills through classroom assignments and will demonstrate knowledge of
customer service principles and elements of in the hospitality and tourism industry by
written work achieving 75% accuracy.
Competencies:
2.2.1. Describe how the principles of R.A.V.E. (respect and value everyone), customer
satisfaction and quality affect service delivery.
2.2.2. Explain the unique characteristics of services (i.e., intangibility, inseparability, variability
and perishability).
2.2.3. Explain the influence of an organization’s mission and vision statement on customer
service practices.
2.2.4. Explain the factors that shape customer expectations of a particular service and how
subjective and objective elements of service quality can be assessed.
2.2.5. Identify the types of outcomes possible during guest recovery and the impact of proactive
guest experience management on realizing a positive outcome.
An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations - X
Lodging and Travel Services - X
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Outcome 2.3. Brand Positioning
Determine
how the visible and intangible elements of a brand work together to

identify and distinguish the brand in the customers’ mind. Students will learn
elements of brand work to identify customers’ brand through classroom
assignments and will demonstrate knowledge of customer service principles and
elements of in the hospitality and tourism industry by written work achieving
75% accuracy.
Competencies:
2.3.1. Identify the components and types of brands and branding strategies.
2.3.2. Determine branding positioning.
2.3.3. Select products and services to offer that enhance brand image.
2.3.4. Determine how customer touch points impact branding strategy.
2.3.5. Coordinate people, processes and technology to deliver the brand promise.
2.3.6. Determine the impact of an organization’s reputation on its brand image.
“X” indicates that the pathway applies to the outcome.
 An

Culinary and Foodservice Operations - X
Lodging and Travel Services - X

Strand 8.

Outcome
,

Lodging Operations
Learners
use principles of lodging to achieve profit objectives and deliver customer

experiences consistent with the brand.
8.1. Lodging Fundamentals
Analyze the lodging industry to understand its classifications, service levels
divisions and role and responsibilities.
Students will learn lodging industry fundamentals through textbook investigating
and learning with assessments of presentations,written assignments, quizzes and
tests with 75% passing grade.

Competencies:
8.1.1. Explain the components of the lodging “product” and the role of services in providing
the product.
8.1.3. Describe the classifications of lodging accommodations and room types.
8.1.4. Differentiate service levels and features by accommodation types and classifications.
8.1.5. Identify common divisions, or functional areas of lodging establishments; and explain
their responsibilities, activities and interactions.
8.1.7. Analyze the role that physical facilities, property location and destination features have
on customer appeal and guest mix.
8.1.9. Explain lodging market segments.
 An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations Lodging and Travel Services – X
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Strand 8. Lodging Operations
Learners use principles of lodging to achieve profit objectives and deliver customer
experiences consistent with the brand.
Outcome 8.2. Guest Operations
Apply guest experience-management principles and knowledge of the guest life cycle
and guest management systems to service lodging guests consistently to meet or
exceed brand and customer expectations.
Students will learn lodging industry fundamentals through textbook investigating and
learning with assessments of presentations,written assignments, quizzes and tests
with 75% passing grade.
Competencies:
8.2.1. Identify the factors that impact the customer experience throughout the guest life cycle.
8.2.2. Analyze the effect of guest services, concierge and guest relations on the lodging guest’s
experience.
8.2.3. Book direct and indirect individual room reservations, and block group reservations.
8.2.4. Confirm, modify, and cancel reservations.
8.2.5. Resolve reservation issues.
8.2.6. Describe check-in and check-out processes available to lodging customers.
8.2.7. Check in and orient guests to the lodging property.
8.2.8. Determine services to offer arriving guests.
8.2.9. Process guest requests, and complete front-desk transactions.
8.2.10. Follow front-desk procedures to maintain guest safety and security.
8.2.11. Process guest departures and late-guest checkouts, and provide services to departing
guests.
 An “X” indicates that the pathway applies to the outcome.
Culinary and Foodservice Operations Lodging and Travel Services – X

Strand 8. Lodging Operations
Learners use principles of lodging to achieve profit objectives and deliver customer
experiences consistent with the brand.

Outcome 8.3. Housekeeping Operations
Maintain
guest rooms consistent with brand and quality standards, and manage

housekeeping services to meet organizational standards.
Students will learn housekeeping operations techniques through
participating in the designed activities of room cleaning and laundry services with
observation and technique rubric assessments with a 75% passing score.
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Competencies:
8.3.1. Explain flow and cycle of linens.
8.3.2. Determine whether guest rooms and public areas meet quality standards.
8.3.3. Select lodging cleaning supplies, equipment and processes based on the situation.
8.3.4. Determine whether room conditions warrant facilities management involvement.
8.3.5. Prepare, clean, monitor, and stock rooms and assigned areas.
8.3.6. Remove stains from hotel surfaces and linens.
8.3.7. Maintain rooms and public areas.
An
“X” indicates that the pathway applies to the outcome.

Culinary and Foodservice Operations Lodging and Travel Services – X
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Section 3: Approval by School Board Resolution
Findlay City Schools
WHEREAS, the Marketing Advisory Committee of the Findlay City Schools has reviewed the
Marketing Course of Study, and WHEREAS, the course of study is based upon the Ohio
Career Field Technical Content Standards for Marketing, and
WHEREAS, the Marketing Advisory Committee has reviewed these competencies and has
edited competencies to address local labor market needs, and to acknowledge the school
district’s ability to offer specialized programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Findlay City Schools adopt the Marketing Course of Study.

Approval date:
Superintendent

Approval date:
Board President

Section 4: District Mission, Vision, Philosophy and Goals

Findlay City Schools

Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.

We believe…







All students and families have worth and are to be valued.
Students need a safe and inclusive environment, in order to fully express who they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must be vested in their growth and
development.
All students need opportunities in and out of the classroom.
The Seven Habits of Highly Effective People:
o Habit 1: Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Understand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw
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Findlay City Schools
District Goals

Goal 1 – 100% of students will graduate on time.
Strategy 1:
Close the achievement gap, improve teacher performance, provide conducive learning environments.
Goal 2 – 100% of graduates will be enrolled in post-secondary or in the workforce within six month of their program.
Strategy 2:
Close the achievement gap, improve teacher performance, provide conducive learning environments.
Goal 3 – FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3:
FCS will review facilities routinely, judging their cost effectiveness and potential for future educational
capabilities, FCS will continually work at providing timely security measure to ensure a safe educational facilities. FCS
will provide access to technology that meets the needs of 21st Century learner.
Goal 4 – FCS will develop and implement plans to ensure sufficient funding for current and future operations,
programs, and facilities.
Strategy 4:
FCS will review facilities routinely, judging their cost effectiveness and potential for future educational
capabilities, FCS will continually work at providing timely security measure to ensure a safe educational facilities. FCS
will provide access to technology that meets the needs of 21st Century learner.
Goal 5 – FCS will create learning environments in which all students, staff and families will feel physically and
emotionally safe, valued, and engaged.
Strategy 5:
Each building level team will develop and monitor a plan to improve student, staff and family
perceptions of emotional safety, value (care, respect, trust and appreciation) and engagement.
Goal 6 – FCS will serve as a partner in addressing root issues in Hancock County through collaborative efforts.
Strategy 6:
To participate in community efforts/coalitions.
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Section 5: Program Description
Marketing
Overview of Program
The Marketing Program at Millstream Career Center is a two-year program designed for 11th
and 12th grade students who are interested in pursuing post-secondary education or
entering their chosen career field upon graduation. The program curriculum is based on the
Ohio Career Field Technical Content Standards Document for Marketing. This curriculum is
the result of a comprehensive review and refinement of content by a panel of
representatives from secondary, post-secondary and business leaders.
Students are encouraged to take the right classes so that they are prepared for their next
step in life. The following middle/high school portion of the program of study is a
recommended sequence for students interested in this career field.
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Language Arts
Math

Language Arts
Math

English 2
Geometry

English 3
Algebra 2

English 4
Senior Math

Science

Science

Biology

Chemistry

Senior Science

Social Studies

Social Studies

English 1
Algebra 1
9th Grade
Science
Social Studies

Social Studies

PE

PE

Health/PE

PE

Social Studies
Marketing
Principles
#144000

Personal
Finance

Business
Foundations

Elective
Strategic
Entrepreneurship
#141030
Integrated
Marketing
Communications
#144010

Foreign
Language

Elective

Computer
Applications

Art
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Marketing
Principles
#144000
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In the 11th and 12th grade component of the program, all students are part of a seamless curriculum,
which allows student to transition into post-secondary programs or enter their chosen career field upon
graduation. Each curriculum contains Outcome/TPOs and competencies which are required.
The basic instructional philosophy for the program encourages project-based learning. An advisory
committee comprised of representatives from business and industry, program graduates and academic
representatives from school meets twice each year to provide input and guidance in this program.
Throughout the school year, students participate in a variety of work-based learning in order to observe
and interact with employees, employers and administrative personnel to learn more about the industry
as a whole. Early placement/ internships/ mentoring assignments/ job shadowing are all examples of
work-based opportunities.
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College credit opportunities have been developed between Millstream Career Center and various
institutions of higher learning. There is on-going dialogue following the established process and
procedures between our school and each participating institution of higher learning to develop and
maintain the college credit opportunities. Opportunities may include college credit plus, articulated
(bilateral) credit, CT2, waiver of classes or other formats providing time-shortened or advanced skill
college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization
Students enrolled in Marketing are required to be members of DECA. Participation in DECA provides the
student with experiences in competitive events at local, regional and national levels. In addition to the
competitive events, the student learns citizenship, parliamentary procedures, democratic principles,
social skills and civic responsibility.
Population Served
The program is open to all 11th and 12th grade students.
Occupations Addressed
Public Relations Manager
Market Research Analyst
Promotions Manager
Marketing Director
Marketing Specialist

Advertising Manager
Brand Manager
Chief Marketing Officer
Marketing Manager
Product/Brand Manager

Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state of Ohio or
member school district
 90% post program placement with 66% transition to post-secondary education
 95% participation in CTSO
 95% student attendance

Course Summaries

Marketing Principles
Subject Code: 144000
This is the first course in the Marketing career field. It introduces students to the specializations offered in Marketing.
Students will obtain fundamental knowledge and skills in marketing communications, marketing management,
marketing research, merchandising and professional selling. They will acquire knowledge of marketing strategies,
market identification techniques, employability skills, business ethics and law, economic principles and international
business. Technology, leadership and communications will be incorporated in classroom activities.
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Integrated Marketing Communications
Subject Code: 144010
Students will create, execute, and evaluate promotional strategies and content for advertising, sales promotion, and
publicity/public relations. They will apply project management techniques to guide and control promotional
campaign development and execution. Students will incorporate motivation theories, branding techniques and
design principles in communications with targeted audiences. They will plan and implement procedures to use
marketing communications that mitigate image or brand-damaging issues. Technology, employability skills,
leadership and communications will be incorporated in classroom activities
Strategic Entrepreneurship
Subject Code: 141030
Students will use innovation skills to generate ideas for new products and services, evaluate the feasibility of ideas,
and develop a strategy for commercialization. They will use technology to select target markets, profile target
customers, define the venture’s mission, and create business plans. Students will take initial steps to establish a
business. Students will calculate and forecast costs, break-even, and sales. Establishing brand, setting prices,
promoting products, and managing customer relationships will be emphasized.
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Section 6: Scope and Sequence

Marketing Principles
Subject Code: 144000
This is the first course in the Marketing career field. It introduces students to the specializations offered in
Marketing. Students will obtain fundamental knowledge and skills in marketing communications, marketing
management, marketing research, merchandising and professional selling. They will acquire knowledge of
marketing strategies, market identification techniques, employability skills, business ethics and law, economic
principles and international business. Technology, leadership and communications will be incorporated in
classroom activities.
1.1

Employability Skills: Students will develop career awareness and employability skills
(e.g., face-to-face, online) needed for gaining and maintaining employment in diverse
business settings. Given access to online resources and classroom resources, the student
will develop career awareness and employability skills needed for gaining employment
in diverse business settings as assessed by teacher created rubric with 80% accuracy.

1.1.2

Identify the scope of career opportunities and the requirements for education, training,
certification, licensure, and experience.
Develop a career plan that reflects career interests, pathways, and secondary and
postsecondary options.

Outcome/TPO

Competencies

Outcome/TPO

1.1.3

1.2
Leadership and Communications: Students will process, maintain, evaluate and
disseminate information in a business. Develop leadership and team building to promote
collaboration. Students will identify, verify, and select written communication sources such as
existing product information and employee handbooks. Students will interpret and analyze
written information to a proficiency level of 85% or above.
1.2.3
1.2.5

Competencies

1.2.6
1.2.7
1.2.10

1.3.
Outcome/TPO

Identify and use verbal, nonverbal, and active listening skills to communicate
effectively.
Communicate information (e.g., directions, ideas, vision, workplace expectations for an
intended audience and purpose.
Use proper grammar and expression in all aspects of communication.
Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
Use interpersonal skills to provide group leadership, promote collaboration, and work in
a team.
Business Ethics and Law: Students will analyze how professional, ethical, and legal
behavior contributes to continuous improvement in organizational performance and
regulatory compliance. Students will examine, investigate, and categorize basic
business law concepts utilizing classroom resources as measured through a teacher
created test to a proficiency level of 85% or above using classroom resources.

1.4.

Competencies

1.3.4.
1.3.6.

Identify how federal and state consumer protection laws affect products and services.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-to-door
sales, deceptive service estimates, fraudulent misrepresentations) and their overall
impact on organizational performance.
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1.4

Knowledge Management and Information Technology: Students will demonstrate
current and emerging strategies and technologies used to collect, analyze, record and
share information in business operations. Students will contrast, devise, and justify
literacy skills for a working marketing plan utilizing a national content rubric to a
proficiency level of 85% or above utilizing classroom resources

1.4.2

Select and use software applications to locate, record, analyze and present information
(e.g., word processing, electronic mail, spreadsheet, databases, presentation, Internet
search engines).

Outcome/TPO

Competencies

1.11
Outcome/TPO

Principles of Business Economics: Examine and employ economic principles,
concepts, and policies to accomplish organizational goals and objectives. Utilizing
classroom resources, students will examine, discuss, and explain basics concepts of the
connections between supply, demand and price as measured through teacher created
tests and/or assignments to a proficiency level of 85% or above

1.11.2
Competencies

Outcome/TPO

Competencies

Identify the difference between monetary and nonmonetary incentives and explain how
changes in incentives cause changes in behavior.
1.11.9 Describe how laws and regulations influence domestic and international trade.
2.2
Economic Principles: Students will Relate principles and concepts of applied
economics to business models, business activities and organizational goal achievement.
Students will discuss, explain and elaborate on basic concepts of the nature of business and
describe how it correlates with contributions to society measured through a teacher created test
or activity to a proficiency level of 85% or above utilizing classroom resources.
2.2.8
Describe the nature of taxes paid by businesses and their impact.
2.2.10 Analyze the impact of specialization and division of labor on productivity.
2.2.11 Explain reasons that labor unions form, analyze their impact on business, and describe
types of negotiation strategies used in the collective bargaining process.
2.2.12 Explain the impact of the law of diminishing returns and the concept of economies of
scale.
2.2.13 Describe the types of market structures (e.g., monopolistic, monopsonistic).
2.2.15 Describe the phases of business cycles (i.e., expansion, peak, contraction, trough) and
industry cycles (i.e., start-up or innovations, dominance, shakeout or consolidation,
maturity, decline), benefits of understanding them, their internal and external causes,
their impact on business and ways businesses deal with different phases.
2.3

International Business :Students will Relate factors impacting international business to
internal business operations, practices and strategies. Students will identify, investigate
and explain how worldwide trade has impacted transnational retailing practices as
measured through a teacher created test or assignment to a proficiency level of 85% or
above utilizing classroom resources.

2.3.1

Describe the global environment in which businesses operate, identify leading
economies, and explain how the global environment impacts a business’s overall global
strategy.

Outcome/TPO

Competencies

Outcome/TPO

2.4
Business Processes: Students will Relate business-process design to organizational
structure and organizational goal achievement. Students will discuss, explain and elaborate on
basic concepts of the nature of business and describe how it correlates with contributions to
society measured through a teacher created test or activity to a proficiency level of 85% or above
utilizing classroom resources.
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Competencies

Outcome/TPO

Competencies

Outcome/TPO

2.4.4

3.3
Business Communications Management: Students will Apply strategies and
procedures to plan, create, implement, and evaluate internal and external company
communications. Students will identify, verify, and select written communication sources such
as existing product information and employee handbooks. Students will interpret and analyze
written information to a proficiency level of 85% or above.
3.3.5

5.1.2

5.1.3
5.1.4
5.1.5
5.1.6
Competencies
5.1.7

5.1.8
5.1.9
5.1.10
5.1.11
5.1.12

Competencies

Outcome/TPO

“Sell” ideas to internal and external audiences.

5.1
Marketing Fundamentals: Students will describe principles of marketing, marketing
functions and the factors influencing their effectiveness. Students will explain, investigate, and
select marketing’s role and function in business with DECA Competitive Events using national
events standards to a proficiency level of 85% or above utilizing classroom resources.
5.1.1

Outcome/TPO

Describe the relationship among policies, processes and procedures.

Identify marketing functions, their interrelatedness, their overall contributions to
business strategy and the metrics used to measure success.
Identify legal and ethical issues associated with marketing activities or functions,
describe the organizational values impacted, and identify the marketing-mix
components (e.g., product, price, promotion, place) affected.
Explain the nature, scope, benefits and considerations in channel management (e.g.,
how channels perform or interact).
Describe the marketing-information management function, its nature and considerations
(e.g., types of relevant information, uses, legal and ethical concerns).
Describe the function of pricing to understand its role in marketing.
Explain factors affecting pricing decisions (e.g., customer value perception, brand,
negotiating power, corporate policies, competitive strategy, stage of customer life
cycle).
Describe foundational concepts associated with product and service management to
understand its nature and scope (e.g., product life cycles).
Explain the drivers of brand and the impact, benefits and drawbacks of branding.
Describe promotion’s nature, scope and role in meeting business objectives (e.g., types
of promotion, promotional mix, promotional channels).
Describe the impact of industry, environment and culture on the nature and scope of
selling and sales activities (e.g., customer service, relationship building).
Describe sales processes and techniques that can be used to facilitate selling.
Explain the impact of technology on marketing costs, marketing strategy and marketing
return on investment.

5.2
Channel Management: Students will apply the concepts and processes needed to
identify, select, monitor and evaluate distribution channels that support achievement of
organizational goals and objectives. Students will examine, investigate, and categorize
distribution channel management activities as measured through utilizing a national content
rubric standard to a proficiency level of 85% or above utilizing classroom resources and
technology.
5.2.1

Distinguish among distribution channels for consumer goods, industrial goods and
services.

5.3
Marketing Information Management: Students will apply the concepts, systems and
tools needed to gather, synthesize, evaluate and disseminate marketing information for use in
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making business decisions that achieve organizational goals and objectives. Students will list,
analyze and discuss marketing information management activities using in class and out-of-class
resources to show command of their nature and scope as measured through actual research
activities that are directly tied to national content standards through a classroom rubric to a
proficiency level of 85% or above.
5.3.1
Competencies

5.3.2
5.3.3
5.4

Marketing Research: Students will apply qualitative and quantitative research
methods, techniques and tools to gather, synthesize, evaluate and disseminate
information about a specified problem, issue or opportunity for use in making business
decisions that achieve organizational goals and objectives. Given access to online and
classroom resources, students will develop research methods and tools needed for
making business decisions by scoring an 80% using classroom rubric.

5.4.1

Explain reasons for conducting marketing research and the importance and scope of
marketing-research activities, and distinguish among research types (e.g., primary,
secondary, quantitative, qualitative).

5.5

Market Planning: Students will utilize principles and tools to select an audience and
to identify and select marketing strategies to reach targeted audiences. Students will list,
explain, and analyze marketing strategies that guide marketing decision making as
measured by a teacher created test to a proficiency level of 85% or above using
classroom resources and technology.

5.5.1
5.5.2

Distinguish between marketing strategies and tactics.
Explain the considerations used to develop and implement domestic and global
marketing strategies.
Describe the concept of market and market identification.

Outcome/TPO

Competencies

Outcome/TPO

Competencies

5.5.3

Outcome/TPO

Competencies

Distinguish between market-driven and customer-driven information, and explain the
need for marketing information.
Describe the factors that determine the relevancy of information for marketing purposes.
Describe data and reports that are monitored for marketing decision-making.

5.6
Pricing: Students will apply the concepts and strategies needed to determine and
adjust prices to maximize return and meet customers or clients’ perception of value. Students
will describe, explain, and discuss pricing activities to show command of their role in marketing
as measured through a teacher created test to a proficiency level of 85% or above using
classroom resources.
5.6.1
5.6.9
5.6.10

Describe the functions of prices in markets.
Compare and contrast the pricing of goods and services in business-to-business (B2B)
and business-to-consumer (B2C) environments.
Compare and contrast the pricing of tangible versus the pricing of intangible goods.

5.8

Branding: Students will apply branding techniques and methods to acquire position in
the minds of internal and external customers that is consistent with organizational goals
and objectives. Given instruction, discussion and case studies, students will interpret,
apply and communicate an organization’s branding policies with 80% accuracy
according to a rubric.

5.8.1

Describe the role and importance of customer voice in branding and how this voice may
vary across media and channels.
Determine company’s unique selling proposition.

Outcome/TPO

Competencies
5.8.4
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5.8.6

Distinguish between product or service branding and corporate branding.

5.9

Marketing Communications: Students will apply the concepts and determine the
strategies needed to communicate information about products, services, images or ideas
to achieve desired Outcomes. Students will show, list, and categorize basic marketing
concepts as measured through a teacher created test to a proficiency level of 85% or
above utilizing classroom resources

5.9.1

Describe types of promotional channels used to communicate with targeted audiences
(e.g., word-of-mouth, direct, advertising, social) and the use of public-relations
activities and trade shows or expositions.

5.11

Selling: Students will determine client needs, wants and fears; and respond through
planned, personalized communication that influences purchase decisions and enhances
future business opportunities. Students will interpret, separate, and verify direct
business sales activities as measured through a teacher created test to a proficiency level
of 85% or above utilizing classroom resources

5.11.3
5.11.4

Describe the impact that digital communication is having on selling.
Identify sources of product information that can be used to communicate product
benefits and ensure appropriateness of a product for the customer or client.

Outcome/TPO

Competencies

Outcome/TPO

Competencies

Integrated Marketing Communications
Subject Code: 144010
Students will create, execute, and evaluate promotional strategies and content for advertising, sales promotion, and publicity/public
relations. They will apply project management techniques to guide and control promotional campaign development and execution.
Students will incorporate motivation theories, branding techniques and design principles in communications with targeted
audiences. They will plan and implement procedures to use marketing communications that mitigate image or brand-damaging
issues. Technology, employability skills, leadership and communications will be incorporated in classroom activities

1.1

Employability Skills: Develop career awareness and employability skills (e.g., faceto-face, online) needed for gaining and maintaining employment in diverse business
settings. Given access to online resources and classroom resources, the student will
develop career awareness and employability skills needed for gaining employment in
diverse business settings as assessed by teacher created rubric with 80% accuracy

1.1.2

Identify the scope of career opportunities and the requirements for education, training,
certification, licensure, and experience.

Outcome/TPO

Competencies

1.2
Leadership and Communications: Students will process, maintain, evaluate and
disseminate information in a business. Develop leadership and team building to promote
collaboration. Students will determine, develop and explain essential leadership skills necessary
Outcome/TPO for achieving objectives as measured through a teacher created test, group activities or other
assignments to a proficiency level of 85% or above utilizing classroom resources.

Competencies

1.2.1
1.2.2
1.2.5
1.2.7

Extract relevant, valid information from materials and cite sources of information.
Deliver formal and informal presentations.
Communicate information (e.g., directions, ideas, vision, workplace expectations for an
intended audience and purpose.
Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
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1.2.9

Identify advantages and disadvantages involving digital and/or electronic
communications (e.g., common content for large audience, control of tone, speed,
cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.10 Use interpersonal skills to provide group leadership, promote collaboration, and work
in a team.
1.2.12 Use technical writing skills to complete forms and create reports.
1.2.13 Identify stakeholders and solicit their opinions.
1.4
Knowledge Management and Information Technology: Students will
Demonstrate current and emerging strategies and technologies used to collect, analyze, record
and share information in business operations. Students will classify, predict, and formulate the
Outcome/TPO impact of technology as measured through a teacher created business model utilizing a national
content rubric to a proficiency level of 85% or above utilizing classroom resources and
technology
1.4.2
Competencies

Select and use software applications to locate, record, analyze and present information
(e.g., word processing, e-mail, spreadsheet, databases, presentation, Internet search
engines).

3.1
Customer Relations: Students will apply techniques, strategies and tools to
develop, maintain and grow positive internal and external customer, or client, relationships.
Students will explain, elucidate, and demonstrate basic customer relations skills that will
Outcome/TPO promote positive rapport and improve company image as measured through a teacher created
test or assignment to a proficiency level of 85% or above utilizing classroom resources to
compose and devise responses.

Competencies

3.1.6
3.1.9

Reinforce company’s image and culture to exhibit the business’s brand promise.
Identify opportunities to use crowdsourcing to engage customers or clients, improve
customer or client relationships, promote brand, and solicit new ideas and solutions.

3.3
Business Communications Management: Apply strategies and procedures to
plan, create, implement, and evaluate internal and external company communications. Students
will identify, verify, and select written communication sources such as existing product
Outcome/TPO information and employee handbooks. Students will interpret and analyze written information
to a proficiency level of 85% or above.
3.3.8
Competencies

Collaborate on and aggregate complex internal documents to create a common voice
that is vision, mission and brand-consistent.
3.3.9 Conduct creative briefing, and gain commitment from clients.
3.3.10 Develop a crisis-management plan to control communications and mitigate damage to
company’s image.
3.3.12 Repurpose content for use in communication.

5.1
Marketing Fundamentals: Students will describe principles of marketing,
marketing functions and the factors influencing their effectiveness. Students will explain,
investigate, and select marketing’s role and function in business with DECA Competitive Events
Outcome/TPO using national events standards to a proficiency level of 85% or above utilizing classroom
resources.
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Competencies

5.1.9

Describe promotion’s nature, scope and role in meeting business objectives (e.g.,
types of promotion, promotional mix, promotional channels).

5.3
Marketing Information Management: Students will apply the concepts,
systems and tools needed to gather, synthesize, evaluate and disseminate marketing information
for use in making business decisions that achieve organizational goals and objectives. Students
will list, analyze and discuss marketing information management activities using inclass and outOutcome/TPO of-class resources to show command of their nature and scope as measured through actual
research activities that are directly tied to national content standards through a classroom rubric
to a proficiency level of 85% or above.

5.3.5

Track business information to stay abreast of trends and changes that could impact
marketing (e.g., customer databases, partners’ and competitors’ activities, sales and
operational data, environmental changes).

5.8

Branding: Students will apply branding techniques and methods to acquire position
in the minds of internal and external customers that is consistent with organizational
goals and objectives. Given instruction, discussion and case studies, students will
interpret, apply and communicate an organization’s branding policies with 80%
accuracy according to a rubric.

Competencies

Outcome/TPO

5.8.1

Competencies

Describe the role and importance of customer voice in branding and how this voice may
vary across media and channels.
5.8.6 Distinguish between product or service branding and corporate branding.
5.8.9 Determine and communicate brand values to customers and employees.
5.8.11 Assess product packaging to improve its function and brand recognition (e.g., packaging
requirements, graphic design, adequacy).
5.8.13 Build brand, and use grassroots and co-branding strategies.

5.9
Marketing Communications: Students will apply the concepts and determine the
strategies needed to communicate information about products, services, images or ideas to
achieve desired Outcome/TPOs that support organizational goals and objectives. Students will
Outcome/TPO show, list, and categorize basic business law concepts as measured through a teacher created test
to a proficiency level of 85% or above utilizing classroom resources.
5.9.1

5.9.2

Competencies

5.9.3
5.9.4
5.9.5
5.9.6
5.9.7

Describe types of promotional channels used to communicate with targeted audiences
(e.g., word-of-mouth, direct, advertising, social) and the use of public-relations
activities and trade shows or expositions.
Explain types of media used in advertising (e.g., print, broadcast, digital, out-of-home,
specialty, direct mail, product placement) and the types of advertisements used by those
media.
Explain the use of an advertisement’s components to communicate with targeted
audiences.
Critique advertisements to ensure achievement of goals or objectives.
Explain considerations affecting global marketing communications.
Implement word-of-mouth strategies to build brand and to promote products using
word-of-mouth strategies.
Identify product-placement opportunities, and use them to promote products.
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5.9.8

5.9.9
5.9.10
5.9.11

5.9.12
5.9.13

5.10
Outcome/TPO

Competencies

Execute direct-marketing strategies to attract attention and to build brand (e.g., direct
mail, online advertising, email marketing, websites, social media, podcasts and
webcasts, videos and images, mobile, search-engine optimization, crowdsourcing).
Develop and critique content for use in inbound and outbound marketing
communications.
Describe design principles to be able to communicate needs to designers or creatives.
Employ publicity to inform audiences of business activities, to create goodwill and to
establish or reinforce brand (e.g., press releases, public-service announcements, press
kits).
Participate in community outreach involvement that fosters a positive company image
and networking.
Employ sales-promotion activities to inform or remind customers of business or product
(e.g., signage, slogans and taglines, brand identifiers, frequency or loyalty programs,
specialty promotions, special events, trade shows or expositions, web games).
Marketing Communications Management: Plan and control marketing
communications activities consistent with brand guidelines, organizational and
departmental strategies and marketing plans and budgets. Students will show, list, and
categorize basic marketing concepts as measured through a teacher created test to a
proficiency level of 85% or above utilizing classroom resources

5.10.1 Identify and evaluate inbound and outbound marketing communications tactics and
strategies, and recommend improvements.
5.10.2 Negotiate media buys and placement to enhance return on investment.
5.10.4 Develop marketing or creative briefs to assist with acceptance, design and
implementation of promotional strategies by others (e.g., art director, copywriter,
website developer).
5.10.5 Evaluate promotional strategies and activities, and recommend improvements.
5.10.6 Describe the role, organization and fee structures of advertising agencies.
5.10.7 Select and collaborate with third-party vendors (e.g., advertising agencies, researchers),
and evaluate their work.

5.11
Selling: Students will determine client needs, wants and fears; and respond through
planned, personalized communication that influences purchase decisions and enhances future
business opportunities. Students will interpret, separate, and verify direct business sales activities
Outcome/TPO as measured through a teacher created test to a proficiency level of 85% or above utilizing
classroom resources.

Competencies

5.11.1 Describe motivational theories that can be used to enhance customer relationships and
increase the likelihood of making sales.
5.11.4 Identify sources of product information that can be used to communicate product
benefits and ensure appropriateness of a product for the customer or client.

5.12
Marketing Operations: Students will apply operational policies to perform
procedures and activities that ensure marketing’s efficiency and effectiveness. Students will
Outcome/TPO discuss and identify security issues to protect the company information as measured through
teacher created quizzes to a proficiency level of 75% or above utilizing classroom resources.
Competencies

5.12.1 Apply marketing analytics.
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5.12.5 Leverage data to recommend personalized, relevant campaigns.
5.12.6 Develop marketing campaign workflows.
5.12.7 Leverage data to support real-time customization of customer interactions.
6.3

Business Applications: Students will apply tools, processes and procedures to
manage the efficient and effective use of technology to achieve organizational goals.
Given access to online resources and classroom resources, the student will research and
use website creation tools as assessed according to a rubric.

6.3.4

Research and use website creation tools to post web pages and storefronts that support
multimedia use and achieve operational metrics (e.g., load time, availability, usability,
search engine optimization) on multiple devices and platforms.
Research and incorporate visual, interactive and social media content into business
communications.

Outcome/TPO

Competencies
6.3.5

8.3
Project Management: Students will plan, manage, monitor, and control projects
to improve workflow, minimize costs, and achieve intended project Outcome/TPOs using
planning and project-management tools. Students will describe and analyze channel management
Outcome/TPO strategies to maximize marketing efforts using outlines and group presentations using teacher
created rubrics to a proficiency level of 75% using classroom resources and technology.
8.3.1

Competencies

Compare and contrast the role and responsibilities of project sponsors, project
managers, and project team members.
8.3.2 Explain the impact of expectation setting on project Outcome/TPOs.
8.3.3 Define project objectives, scope, outputs, and resource requirements (i.e., project
charter and statement of work).
8.3.4 Document, sequence, allocate, and schedule activities to facilitate on-time and onbudget completion of project by qualified resources.
8.3.5 Manage project scope and activities as project progresses (e.g., identify scope changes,
monitor critical path, update project activities).
8.3.6 Manage project schedule, resources, costs, and quality as project progresses (e.g.,
review project completion status, identify potential delays, review costs, review drafts).
8.3.7 Monitor and communicate project status, issues and changes to stakeholders.
8.3.8 Manage the project team throughout the project to reduce conflict, minimize rework,
and meet the project objectives (e.g., enforce ground rules, identify and provide
training, facilitate cross-team communications, catalog and resolve issues, provide
feedback).
8.3.9 Close project (e.g., obtain buyer acceptance, finalize billing, archive documentation).
8.3.10 Evaluate project results (e.g., compare project results to expectations, conduct surveys,
review lessons learned), and recommend follow-up actions.

10.1
Strategic Planning: Students will Implement planning tools to guide organization’s
or department’s activities. Students will list and compare an organization’s or department’s
activities to encourage growth and development using cooperative learning experiences at
Outcome/TPO approved training stations as measured using teacher created employer evaluation forms to a
proficiency level of 75% or above utilizing classroom resources and training stations.

Competencies

10.1.4 Conduct an organizational or department situational analysis of the internal and external
environment to support development of a strategic plan.
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10.1.6 Develop and communicate time-bound company or departmental vision, goals and
objectives.
10.1.7 Develop strategic action plans at the departmental level to achieve goals and objectives
(e.g., marketing, research and development, procurement, production, human
resources, information technology).
10.2
Outcome/TPO

Strategic Execution: Students will apply the principles and concepts used to align
organizational and departmental strategies with tactical execution plans. Students will
list and discuss planning tools to guide the organization’s or department’s activities using
a teacher created quiz to a proficiency level of 75% or above utilizing classroom
resources

Competencies

10.2.1 Identify activities required to support the strategic goals, objectives, and plans of the
organization; and adjust departmental focus.
10.2.2 Identify functions, skills, and capabilities required to execute strategy; and determine
whether those skills and capabilities are present or available.
10.2.3 Compare options for departmental structure, and evaluate their ability to support plan
execution (e.g., in-house or outsourced; centralized, remote, hybrid; cross-functional
teams or specialized groups).
10.2.4 Describe the relationship of departmental strategies to departmental goals and
objectives.
10.2.5 Determine departmental policies required to support strategy.
10.2.6 Explain uses of and differences in financial and operational information analysis (e.g.,
financial KPIs, marketing KPIs, logistics KPIs), and identify metrics that promote a
balanced and successful approach to execute strategy.
10.2.7 Determine alternative actions to take when goals are not being met (e.g., modify tactics,
increase allocated resources, challenge goals, identify exit options).

Strategic Entrepreneurship
Subject Code: 141030
Students will use innovation skills to generate ideas for new products and services, evaluate the feasibility of
ideas, and develop a strategy for commercialization. They will use technology to select target markets, profile
target customers, define the venture’s mission, and create business plans. Students will take initial steps to
establish a business. Students will calculate and forecast costs, break-even, and sales. Establishing brand,
setting prices, promoting products, and managing customer relationships will be emphasized.
1.1

Employability Skills: Students will develop career awareness and employability
skills (e.g., face-to-face, online) needed for gaining and maintaining
employment in diverse business settings. Given access to online resources and
classroom resources, the student will develop career awareness and
employability skills needed for gaining employment in diverse business settings
as assessed by teacher created rubric with 80% accuracy

1.1.4

Describe the role and function of professional organizations, industry
associations and organized labor and use networking techniques to develop
and maintain professional relationships.

Outcome/TPO

Competencies

1.2
Leadership and Communications: Students will process, maintain, evaluate
and disseminate information in a business. Develop leadership and team building to
Outcome/TPO
promote collaboration. Students will determine, develop and explain essential
leadership skills necessary for achieving objectives as measured through a teacher
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created test, group activities or other assignments to a proficiency level of 85% or
above utilizing classroom resources.
1.2.2
1.2.3

Competencies

Deliver formal and informal presentations.
Identify and use verbal, nonverbal, and active listening skills to communicate
effectively.
1.2.4 Use negotiation and conflict-resolution skills to reach solutions.
1.2.5 Communicate information (e.g., directions, ideas, vision, workplace
expectations for an intended audience and purpose.
1.2.7 Use problem-solving and consensus-building techniques to draw conclusions
and determine next steps.
1.2.10 Use interpersonal skills to provide group leadership, promote collaboration,
and work in a team.
1.2.12 Use technical writing skills to complete forms and create reports.

1.3
Business Ethics and Law: Analyze how professional, ethical, and legal behavior
contributes to continuous improvement in organizational performance and regulatory
compliance. Students will examine, investigate, and categorize basic business law
Outcome/TPO concepts utilizing classroom resources as measured through a teacher created test to a
proficiency level of 85% or above using classroom resources.
1.3.1
1.3.3
1.3.4
1.3.6
Competencies
1.3.7

1.3.8

Analyze how regulatory compliance affects business operations and
organizational performance.
Use ethical character traits consistent with workplace standards (e.g., honesty,
personal integrity, compassion, justice).
Identify how federal and state consumer protection laws affect products and
services.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful doorto-door sales, deceptive service estimates, fraudulent misrepresentations) and
their overall impact on organizational performance.
Identify the labor and practice laws that affect employment and the
consequences of noncompliance for both employee and employer (e.g.,
harassment, labor, employment, employment interview, testing, minor labor
laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC], human trafficking) and interpret
personal safety rights according to the employee Right-to-Know Plan.
Verify compliance with computer and intellectual property laws and
regulations.

1.5
Global Environment: Students will evaluate how beliefs, values, attitudes and
behaviors influence organizational strategies and goals. Students will describe, discuss
Outcome/TPO and explain how global trade influences the business decision making process as
measured through a teacher created test and assignments to a proficiency level of 85%
or above utilizing classroom resources.
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1.5.5
Competencies

1.5.8

Recognize the ways in which bias and discrimination may influence
productivity and profitability.
Identify how multicultural teaming and globalization can foster development of
new and improved products and services and recognition of new
opportunities.

1.6
Business Literacy: Students will develop foundational skills and knowledge in
entrepreneurship, financial literacy and business operations. Students will assess,
determine and explain the entrepreneurial discovery strategies for venture creation as
Outcome/TPO measured through a teacher created test, projects or assignments to a proficiency
level of 85% or above utilizing classroom resources.
1.6.1
1.6.2

Competencies

Identify business opportunities.
Assess the reality of becoming an entrepreneur, including advantages and
disadvantages (e.g., risk vs. reward, reasons for success and failure).
1.6.3 Explain the importance of planning your business.
1.6.4 Identify types of businesses, ownership and entities (i.e., individual
proprietorships, partnerships, corporations, cooperatives, public, private,
profit, not-for-profit).
1.6.9 Explain how the performance of an employee, a department and an
organization is assessed.
1.6.12 Describe classifications of employee benefits, rights, deductions and
compensations.

1.7
Entrepreneurship/Entrepreneurs: Analyze the environment in which a
business operates and the economic factors and opportunities associated with selfemployment. Students will assess, determine and explain the entrepreneurial
Outcome/TPO discovery strategies for venture creation as measured through a teacher created test,
projects or assignments to a proficiency level of 85% or above utilizing classroom
resources.
1.7.2

Competencies

Explain the role of profit as the incentive to entrepreneurs in a market
economy.
1.7.3 Identify the factors that contribute to the success and failure of
entrepreneurial ventures.
1.7.6 Describe life cycles of an entrepreneurial business and an entrepreneur.
1.7.7 Create a list of personal strengths, weaknesses, skills and abilities needed to be
successful as an entrepreneur.
1.7.8 Explain pathways used to become an entrepreneur.
1.7.9 Conduct a self-assessment to determine entrepreneurial potential.
1.7.10 Describe techniques for obtaining experience (e.g., apprenticeship, cooperative [co-op] education, work placement, internship, job shadowing)
related to an entrepreneurial objective.
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1.7.13 Protect intellectual property and knowledge (e.g., copyright, patent,
trademark, trade secrets, processes).

1.8
Operations Management: Students will plan, organize and monitor an
organization or department to maximize contribution to organizational goals and
objectives. Students will predict, name, and contrast quality control processes that
Outcome/TPO minimize errors and speed daily workflow measured through teacher created in-class
case studies using a teacher generated rubric to a proficiency level of 85% or above
utilizing classroom resources and equipment.
Competencies

1.8.8

Identify routine activities for maintaining business facilities and equipment.

1.9
Financial Management: Students will use financial tools, strategies and
systems to develop, monitor, and control the use of financial resources to ensure
personal and business financial well-being. Students will show, design, and construct
Outcome/TPO fundamental money practices in financial through classroom assessment activities that
contain teacher generated rubrics to a proficiency level of 85% or above utilizing
classroom resources and equipment.
1.9.1
1.9.3
1.9.4
1.9.5
Competencies

1.9.6
1.9.7
1.9.8
1.9.9

Create, analyze and interpret financial documents (e.g., budgets, income
statements).
Review and summarize savings, investment strategies and purchasing options
(e.g., cash, lease, finance, stocks, bonds).
Identify credit types and their uses in order to establish credit.
Identify ways to avoid or correct debt problems (e.g., collection agency
payments and post-collection agency payments).
Explain how credit ratings and the criteria lenders use to evaluate repayment
capacity affect access to loans.
Review and summarize categories (types) of insurance and identify how
insurances can reduce financial risk.
Identify income sources and expenditures.
Compare and contrast different banking services available through financial
institutions.

2.1
Business Activities: Students will relate business functions to business models,
business strategies and organizational goal achievement. Students will discuss, explain
and elaborate on basic concepts of the nature of business and describe how it
Outcome/TPO correlates with contributions to society measured through a teacher created test or
activity to a proficiency level of 85% or above utilizing classroom resources.

Competencies

2.1.1

Explain the reasons that businesses and organizations exist and their role in
society, and describe types of business models.
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2.1.3

2.1.4

2.1.5

2.1.6

2.1.7
2.1.9
2.1.10
2.1.11
2.1.12
2.1.13

Describe types of business activities, or functions (e.g., accounting, finance,
human resources management, information management, marketing,
operations, sales and strategic management); the interactions among business
functions, or activities; and the differences in implementation that occur in big
versus small business.
Explain forces that are driving business changes (e.g., globalization, consumer
demand, government policies, political climate, diversity, spending trends,
industry structure changes) and how organizations are adapting to today’s
business environment (e.g., proactive management, competitive aggression,
innovative management, agile management, organizational learning, market
orientation, slack resources).
Describe the need for and role of accounting and finance (e.g., understanding
accounting treatment, verifying information, analyzing variances, guiding
decision-making), and explain how they interact with and impact other
business activities or functions.
Explain the role and function of human resources management, describe its
interactions with other functional areas, and identify its contributions to an
organization.
Explain the nature and scope of information management and its contributions
to business operations.
Explain factors that motivate customers, clients and businesses to buy and
actions employees can take to achieve the company’s desired results.
Describe connections among business ethics, company actions and results
(e.g., influencing consumer behavior, gaining market share).
Differentiate between operations and supply chain, and describe their
components, or activities, and contributions to business.
Explain the nature of management and levels of management (e.g., front line,
middle management, executive).
Identify ways that technology impacts business activities.

2.2
Economic Principles: Students will relate principles and concepts of applied
economics to business models, business activities and organizational goal
achievement. Utilizing classroom resources, students will examine, discuss, and explain
Outcome/TPO basics concepts of the connections between supply, demand and price as measured
through teacher created tests and/or assignments to a proficiency level of 85% or
above.
2.2.3
Competencies

2.2.7

Outcome/TPO 2.3

Identify the impact of small business and entrepreneurship on market
economies.
Determine the relationship between government and business, identify
government agencies that facilitate trade, and describe the impact of
government regulations on business activities.

International Business: Students will relate factors impacting international
business to internal business operations, practices and strategies. Students will
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identify, investigate and explain how worldwide trade has impacted
transnational retailing practices as measured through a teacher created test or
assignment to a proficiency level of 85% or above utilizing classroom
resources.
2.3.1

Describe the global environment in which businesses operate, identify leading
economies, and explain how the global environment impacts a business’s
overall global strategy.

2.4

Business Processes: Students will relate business-process design to
organizational structure and organizational goal achievement. Students will
identify, investigate and explain how reporting lines has impacted
transnational retailing practices as measured through a teacher created test or
assignment to a proficiency level of 85% or above utilizing classroom
resources.

2.4.1

Explain the impact of organizational design (e.g., reporting lines) on business
process design.

Competencies

Outcome/TPO

Competencies

3.1
Customer Relations: Students will apply techniques, strategies and tools to
develop, maintain and grow positive internal and external customer, or client,
relationships. Students will explain, elucidate, and demonstrate basic customer
Outcome/TPO relations skills that will promote positive rapport and improve company image as
measured through a teacher created test or assignment to a proficiency level of 85% or
above utilizing classroom resources to compose and devise responses.
3.1.1

Competencies

3.1.8
3.1.9

Explain the nature of positive customer, or client, relations and their role in
keeping customers; and describe the importance of meeting and exceeding
customer expectations.
Build, maintain and improve relationships with customers or clients; and
promote brand and solicit new ideas and solutions using social media.
Identify opportunities to use crowdsourcing to engage customers or clients,
improve customer or client relationships, promote brand, and solicit new ideas
and solutions.

3.2
Relationship Management: Students will apply techniques and strategies to
develop, maintain and grow positive relationships with employees, peers and
stakeholders. Students will explain, elucidate, and demonstrate basic customer
Outcome/TPO relations skills that will promote positive rapport and improve company image as
measured through a teacher created test or assignment to a proficiency level of 85% or
above utilizing classroom resources to compose and devise responses.

Competencies

3.2.7
3.2.8

Identify when and how to take risks to achieve objectives.
Describe the nature of organizational culture and its impact on business, and
interpret and adapt to a business’s culture.
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3.2.11 Manage internal and external business relationships to foster positive
interactions, and strategically plan and leverage business relationships for
growth.

3.3
Business Communications Management: Students will apply strategies and
procedures to plan, create, implement, and evaluate internal and external company
communications. Students will explain, develop and display effective internal and
Outcome/TPO external business correspondence as measured through a teacher created written
assignment and /or test to a proficiency level of 85% or above utilizing classroom
resources.
Competencies

3.3.5

“Sell” ideas to internal and external audiences.

4.4
Legal Environment: Students will identify the requirements of the legal
environment in which businesses and society operate to facilitate accurate and
efficient legal services. Students will examine, plan, and create personal financial goals
Outcome/TPO with classroom assessments by completing a teacher created test to a proficiency level
of 85% or above utilizing classroom resources.

Competencies

4.4.7

Explain tax regulations affecting business, tax reporting requirements,
penalties for noncompliance with tax laws and the tax enforcement process.

4.6
Corporate Social Responsibility (CSR): Students will Interpret, apply and
communicate an organization’s ethics and social responsibility policies and code of
conduct in routine and ambiguous situations. Students will examine, separate, and
choose marketing and business polices that demonstrate ethical and legal behavior as
Outcome/TPO measured through a teacher created case studies based on national marketing content
standards to a proficiency level of 85% or above utilizing classroom resources and
technology.
4.6.1

Competencies

4.6.2

4.6.5

Compare and contrast ethical standards and challenges in domestic and
international markets and across countries or areas (e.g., Brazil, China, Latin
America, Pacific Rim).
Compare and contrast ethical challenges across industry sectors (e.g.,
healthcare, financial services, consumer products, manufacturing, retail) and
functional areas (e.g., marketing, human resources, financial reporting).
Develop ethics and CSR policies and reporting processes.

4.8
Legal Foundations: Students will identify the legal principles that undergird
business operations, and apply regulatory provisions to business situations. Students
Outcome/TPO will examine, investigate, and categorize basic business law concepts utilizing
classroom resources as measured through a teacher created test to a proficiency level
of 85% or above using classroom resources.
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4.8.9
Competencies

Identify requirements needed for an enforceable contract, and differentiate
among types of contracts (e.g., oral, written, implied, transferable,
nontransferable).
4.8.11 Determine tactics businesses can take to avoid litigation and alternative
methods and processes they can use to resolve disputes.

5.1
Marketing Fundamentals: Students will describe principles of marketing,
marketing functions and the factors influencing their effectiveness. Students will use,
predict, and plan for knowledge of customers and clients as measured through a
Outcome/TPO teacher role-play activity using a teacher created rubric to a proficiency level of 85% or
above utilizing classroom resources and technology.
5.1.6

Competencies

Explain factors affecting pricing decisions (e.g., customer value perception,
brand, negotiating power, corporate policies, competitive strategy, stage of
customer life cycle).
5.1.7 Describe foundational concepts associated with product and service
management to understand its nature and scope (e.g., product life cycles).
5.1.8 Explain the drivers of brand and the impact, benefits and drawbacks of
branding.
5.1.9 Describe promotion’s nature, scope and role in meeting business objectives
(e.g., types of promotion, promotional mix, promotional channels).
5.1.11 Describe sales processes and techniques that can be used to facilitate selling.

5.5
Outcome/TPO

Market Planning: Students will Utilize principles and tools to select an
audience and to identify and select marketing strategies to reach targeted
audiences. . Students will list, explain, and analyze marketing strategies that
guide marketing decision making as measured by a teacher created test to a
proficiency level of 85% or above using classroom resources and technology.

5.5.3
5.5.4
5.5.5
Competencies

Describe the concept of market and market identification.
Identify market segments, and select target market(s).
Profile target customer to determine market needs and customer demand for
products and services.
5.5.6 Explain the role of situation analysis in the marketing planning process.
5.5.7 Conduct a market analysis (market size, area, potential, etc.).
5.5.9 Conduct a competitive analysis.
5.5.10 Forecast sales, and establish sales goals.
5.5.11 Set marketing goals, objectives and budget to achieve corporate goals and
objectives.

5.8
Outcome/TPO

Branding: Students will Apply branding techniques and methods to acquire
position in the minds of internal and external customers that is consistent with
organizational goals and objectives. Given instruction, discussion and case
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studies, students will interpret, apply and communicate an organization’s
branding policies with 80% accuracy according to a rubric.
Competencies

5.8.4

Determine company’s unique selling proposition.

5.9

Marketing Communications: Students will apply the concepts and determine
the strategies needed to communicate information about products, services,
images or ideas to achieve desired Outcome/TPOs that support organizational
goals and objectives. Students will show, list, and categorize basic marketing
concepts as measured through a teacher created test to a proficiency level of
85% or above utilizing classroom resources

5.9.1

Describe types of promotional channels used to communicate with targeted
audiences (e.g., word-of-mouth, direct, advertising, social) and the use of
public-relations activities and trade shows or expositions.

Outcome/TPO

Competencies

6.1
Management Fundamentals: :Students will describe business management
practices and their contributions to goal achievement and organizational success.
Students will list, analyze, and demonstrate product and service management activities
Outcome/TPO using teacher created classroom activities using a national content standard to a
proficiency level of 85% or above using classroom resources.
6.1.1

Competencies

Distinguish between management and leadership, and describe the factors
that influence management.
6.1.3 Describe the types of resources managed in business and their significance in
business operations, and explain the differences between managing internal
versus external resources.
6.1.4 Explain the purposes and nature of management functions (e.g., strategic and
tactical planning, organizing, directing, staffing, controlling), and describe
considerations in the business environment that impact their use.
6.1.5 Compare management and motivation theories, and determine appropriate
situations in which each would be used.
6.1.10 Describe the need for and impact of quality management in organizations.
6.1.12 Describe project management processes, skills and knowledge necessary for
successful project Outcome/TPOs.

6.2
Information Management: Students will institute and evaluate information
management tools, policies, procedures and strategies to achieve business unit and
organizational goals. Students will discuss and identify information technology tools to
Outcome/TPO manage and perform marketing work responsibilities as measured through teacher
created quizzes to a proficiency level of 75% or above utilizing classroom resources.
Competencies

6.2.3

Monitor and audit internal records.
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6.3
Business Applications: Students will apply tools, processes and procedures to
manage the efficient and effective use of technology to achieve organizational goals.
Students will discuss and identify information technology tools to manage and perform
Outcome/TPO marketing work responsibilities as measured through teacher created quizzes to a
proficiency level of 75% or above utilizing classroom resources.
6.3.4
Competencies

Research and use website creation tools to post web pages and storefronts
that support multimedia use and achieve operational metrics (e.g., load time,
availability, usability, search engine optimization) on multiple devices and
platforms.
6.3.11 Identify the information technology needs of a new business venture, project,
product, or service.

6.6
Talent Acquisition: Students will apply policies, procedures and strategies to
obtain the best qualified candidates for job positions in union and non-union
environments while minimizing associated costs. Students will discuss, identify, and
Outcome/TPO investigate staffing issues through group discussions as measured through teacher
evaluations of 85% or above utilizing classroom resources and technology.
Competencies

6.6.1

Determine staffing needs, and evaluate availability of talent.

7.5
Facilities Management: Students will Plan, maintain, and monitor property
and equipment to facilitate ongoing business activities. Students will translate, explain,
Outcome/TPO and determine basic business records through a teacher created test to a proficiency
level of 85% or above utilizing classroom resources.

Competencies

7.5.10 Evaluate options for securing facilities and office space to support growth, risk
mitigation strategies (e.g., off-site data centers), and new ventures.

9.1
Financial Principles: Students will apply tools, strategies, and systems to plan
and monitor the use of financial resources. Students will identify, justify, and design
financial goals and requirements for classroom discussions business as measured
Outcome/TPO through utilization of a national content rubric to a proficiency level of 85% or above
utilizing classroom resources and technology.
9.1.1
9.1.4
Competencies
9.1.5

Compare and contrast types of business, types of business ownership, and the
role of profit and taxes in influencing business structure.
Determine risks to short-term and long-term business strategy using critical
information on financial documents (e.g., pay register, bank statements,
income tax forms, financial statements).
Explain how accounting and accounting standards impact business financial
performance, and distinguish between cash and accrual methods of
accounting.
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9.1.6

Distinguish among profit, cash flows, and return on investment (ROI)
measures; and identify factors that could cause different Outcome/TPOs within
these three measures of business performance.
9.1.9 Calculate sales and financial ratios.
9.1.13 Compare and contrast financing options for domestic and international
markets.

9.6
Financial Reporting and Auditing: Students will perform specialized
accounting; and summarize, report and evaluate the accuracy of a company’s financial
information. Students will explain and perform accounting procedures to track money
Outcome/TPO flow and determine financial status using a simulation as measured through simulation
generated guidelines to a proficiency level of 75% or above using classroom resources,
technology, and equipment.
9.6.1
Competencies

Explain the importance of accurately reporting a business’s financial position
and activities, the types of systems that are used for that purpose (i.e., tax
systems, financial and cost systems) and the linkage to operational systems
(i.e., enterprise systems).

9.7
Managerial Accounting: Students will Track, report, and analyze a company’s
financial information to enable decision-making by internal parties. Students will
explain and perform accounting procedures to track money flow and determine
Outcome/TPO financial status using a simulation as measured through simulation generated
guidelines to a proficiency level of 75% or above using classroom resources,
technology, and equipment.
9.7.2
9.7.3
Competencies

9.7.4
9.7.5
9.7.6
9.7.7

Track and allocate costs to projects and cost centers (e.g., job order cost
sheets, standard cost application, overhead calculation).
Apply cost accounting techniques to challenge prices and to calculate cost of
goods sold (e.g., job and process costing, activity-based costing).
Calculate break-even; and analyze cost, volume, and profit variances (c-v-p).
Set break-even and c-v-p targets.
Apply cost and revenue data for short-term and long-term decision-making,
strategic planning, and forecasting.
Project future revenues and expenses for budgeting and forecasting purposes.

10.1 Strategic Planning: Students will Implement planning tools to guide
organization’s
department’s activities. Students will discuss, compare, and contrast planning tools to
Outcome/TPO guide organizations as measured through a teacher created classroom activities based
on a rubric from national content standards to a proficiency level of 85% or above
utilizing classroom resources.
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Competencies

Outcome/TPO

Competencies

Outcome/TPO

Competencies

10.1.2 Define business mission.
10.1.8 Track achievement of goals and objectives using benchmarking techniques and
internal information.

10.2

Strategic Execution: Students will apply the principles and concepts used to
align organizational and departmental strategies into tactical execution plans.

10.2.1 Identify activities required to support the strategic goals, objectives, and plans
of the organization; and adjust departmental focus.
10.2.2 Identify functions, skills, and capabilities required to execute strategy; and
determine whether those skills and capabilities are present or available.
10.2.7 Determine alternative actions to take when goals are not being met (e.g.,
modify tactics, increase allocated resources, challenge goals, identify exit
options).

10.6

Product Development: Students will generate, screen and develop ideas into
new products and services that can be commercialized.

10.6.1 Generate ideas for new products and services using innovation skills, creativethinking techniques, and crowdsourcing.
10.6.2 Develop decision-making criteria, and define the decision-making process that
will be used to screen ideas for feasibility.
10.6.3 Research the potential costs, revenues and profits, and marketing strategy of
the new product or service (i.e., conduct feasibility study).
10.6.4 Consider legal restrictions and requirements impacting the sale and marketing
of new products and services (e.g., non-disclosure agreements, non-compete
agreements, statement-of-work, master service agreements).
10.6.8 Determine resources available to advance ideas to the commercialization stage
in either an intrapreneurship or entrepreneurship capacity (e.g., grants,
business-development agencies and incubators, partnerships, joint ventures).
10.6.9 Create a business plan.
10.6.10 Implement the initial steps to establish a business (e.g., select business
structure, complete legal and regulatory filings, establish financial and tax
accounts).
10.6.11 Identify the purposes and the components of a business plan.

Given access to online resources and classroom resources, the student will develop career awareness
and employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in diverse
business settings as assessed by mock interviews and scoring at least 70% on a written paper occupation in

Sequence/Curriculum Mapping
First year/First semester
Course Name and course # Marketing Principles 144000
Week
1
2
3
4

Competencies being taught
1.1
Employability Skills: Develop career awareness and employability skills (e.g., face-to-face,
online) needed for gaining and maintaining employment in diverse business settings.
1.1
Employability Skills: Develop career awareness and employability skills (e.g., face-to-face,
online) needed for gaining and maintaining employment in diverse business settings.
5.6
Pricing: Apply the concepts and strategies needed to determine and adjust prices to
maximize return and meet customers or clients’ perception of value.
5.6
Pricing: Apply the concepts and strategies needed to determine and adjust prices to
maximize return and meet customers or clients’ perception of value.

5

1.2
Leadership and Communications: Process, maintain, evaluate and disseminate
information in a business. Develop leadership and team building to promote collaboration.

6

1.2
Leadership and Communications: Process, maintain, evaluate and disseminate
information in a business. Develop leadership and team building to promote collaboration.

7
8
9
10
11
12
13
14
15
16
17
18

5.11
Selling: Determine client needs, wants and fears; and respond through planned, personalized
communication that influences purchase decisions and enhances future business opportunities.
1.5 Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to
continuous improvement in organizational performance and regulatory compliance.
1.5 Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to
continuous improvement in organizational performance and regulatory compliance.
1.4
Knowledge Management and Information Technology: Demonstrate current and emerging
strategies and technologies used to collect, analyze, record and share information in business operations
1.4
Knowledge Management and Information Technology: Demonstrate current and emerging
strategies and technologies used to collect, analyze, record and share information in business operations
1.11
Principles of Business Economics: Examine and employ economic principles, concepts, and
policies to accomplish organizational goals and objectives.
1.11
Principles of Business Economics: Examine and employ economic principles, concepts, and
policies to accomplish organizational goals and objectives.
2.2
Economic Principles: Relate principles and concepts of applied economics to business
models, business activities and organizational goal achievement.
2.2
Economic Principles: Relate principles and concepts of applied economics to business
models, business activities and organizational goal achievement.
2.3
International Business: Relate factors impacting international business to internal business
operations, practices and strategies.
2.3
International Business: Relate factors impacting international business to internal business
operations, practices and strategies.
5.11
Selling: Determine client needs, wants and fears; and respond through planned, personalized
communication that influences purchase decisions and enhances future business opportunities.

BuAdministrative Service
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Sequence/Curriculum Mapping
First year/Second semester
Course Name and course # Marketing Principles 144000
Week
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18

Competencies being taught
2.4
Business Processes: Relate business-process design to organizational structure and
organizational goal achievement.
2.4
Business Processes: Relate business-process design to organizational structure and
organizational goal achievement.
3.3
Business Communications Management: Apply strategies and procedures to plan, create,
implement, and evaluate internal and external company communications.
3.3
Business Communications Management: Apply strategies and procedures to plan, create,
implement, and evaluate internal and external company communications.
5.2
Channel Management: Apply the concepts and processes needed to identify, select, monitor
and evaluate distribution channels that support achievement of organizational goals and objectives.
5.2
Channel Management: Apply the concepts and processes needed to identify, select, monitor
and evaluate distribution channels that support achievement of organizational goals and objectives.
5.3
Marketing Information Management: Apply the concepts, systems and tools needed to gather,
synthesize, evaluate and disseminate marketing information for use in making business decisions that
achieve organizational goals and objectives.
5.3
Marketing Information Management: Apply the concepts, systems and tools needed to gather,
synthesize, evaluate and disseminate marketing information for use in making business decisions that
achieve organizational goals and objectives.
5.4
Marketing Research: Apply qualitative and quantitative research methods, techniques and tools
to gather, synthesize, evaluate and disseminate information about a specified problem, issue or
opportunity for use in making business decisions that achieve organizational goals and objectives.
5.4
Marketing Research: Apply qualitative and quantitative research methods, techniques and tools
to gather, synthesize, evaluate and disseminate information about a specified problem, issue or
opportunity for use in making business decisions that achieve organizational goals and objectives.
5.5
Market Planning: Utilize principles and tools to select an audience and to identify and select
marketing strategies to reach targeted audiences.
5.5
Market Planning: Utilize principles and tools to select an audience and to identify and select
marketing strategies to reach targeted audiences.
5.6
Pricing: Apply the concepts and strategies needed to determine and adjust prices to maximize
return and meet customers or clients’ perception of value.
5.6
Pricing: Apply the concepts and strategies needed to determine and adjust prices to maximize
return and meet customers or clients’ perception of value.
5.9
Marketing Communications: Apply the concepts and determine the strategies needed to
communicate information about products, services, images or ideas to achieve desired outcomes that
support organizational goals and objectives.
5.9
Marketing Communications: Apply the concepts and determine the strategies needed to
communicate information about products, services, images or ideas to achieve desired outcomes that
support organizational goals and objectives.
5.8
Branding: Apply branding techniques and methods to acquire position in the minds of internal
and external customers that is consistent with organizational goals and objectives.
5.8
Branding: Apply branding techniques and methods to acquire position in the minds of internal
and external customers that is consistent with organizational goals and objectives.
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Sequence/Curriculum Mapping
Second year/First semester
Course Name and course # Integrated Marketing Communications 144010
Week
1
2

Competencies being taught
1.1
Employability Skills: Develop career awareness and employability skills (e.g., face-to-face,
online) needed for gaining and maintaining employment in diverse business settings.
1.1
Employability Skills: Develop career awareness and employability skills (e.g., face-to-face,
online) needed for gaining and maintaining employment in diverse business settings.
1.2

Leadership and Communications: Process, maintain, evaluate and disseminate information
in a business. Develop leadership and team building to promote collaboration.

1.2

Leadership and Communications: Process, maintain, evaluate and disseminate information
in a business. Develop leadership and team building to promote collaboration.

1.2

Leadership and Communications: Process, maintain, evaluate and disseminate information
in a business. Develop leadership and team building to promote collaboration.

3
4
5
6
7
8
9
10
11
12
13
14

1.4
Knowledge Management and Information Technology: Demonstrate current and emerging
strategies and technologies used to collect, analyze, record and share information in business
operations.
1.4
Knowledge Management and Information Technology: Demonstrate current and emerging
strategies and technologies used to collect, analyze, record and share information in business
operations.
3.1
Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow
positive internal and external customer, or client, relationships.
3.1
Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow
positive internal and external customer, or client, relationships.
3.1
Customer Relations: Apply techniques, strategies and tools to develop, maintain and grow
positive internal and external customer, or client, relationships.
3.3
Business Communications Management: Apply strategies and procedures to plan, create,
implement, and evaluate internal and external company communications.
3.3
Business Communications Management: Apply strategies and procedures to plan, create,
implement, and evaluate internal and external company communications.
5.1
Marketing Fundamentals: Describe principles of marketing, marketing functions and the
factors influencing their effectiveness
5.1
Marketing Fundamentals: Describe principles of marketing, marketing functions and the
factors influencing their effectiveness
5.3

Marketing Information Management: Apply the concepts, systems and tools needed to
gather, synthesize, evaluate and disseminate marketing information for use in making business
decisions that achieve organizational goals and objectives.

5.3

Marketing Information Management: Apply the concepts, systems and tools needed to
gather, synthesize, evaluate and disseminate marketing information for use in making business
decisions that achieve organizational goals and objectives.

15
16
17
18

5.8

Branding: Apply branding techniques and methods to acquire position in the minds of
internal and external customers that is consistent with organizational goals and objectives.
5.8
Branding: Apply branding techniques and methods to acquire position in the minds of
internal and external customers that is consistent with organizational goals and objectives.
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Sequence/Curriculum Mapping
Second year/Second semester
Course Name and course # Integrated Marketing Communications - 144010
Week

Competencies being taught
5.9

Marketing Communications: Apply the concepts and determine the strategies needed to
communicate information about products, services, images or ideas to achieve desired
outcomes that support organizational goals and objectives.

5.9

Marketing Communications: Apply the concepts and determine the strategies needed to
communicate information about products, services, images or ideas to achieve desired
outcomes that support organizational goals and objectives.

5.9

Marketing Communications: Apply the concepts and determine the strategies needed to
communicate information about products, services, images or ideas to achieve desired
outcomes that support organizational goals and objectives.

1
2
3
4
5

5.10
Marketing Communications Management: Plan and control marketing communications
activities consistent with brand guidelines, organizational and departmental strategies and marketing
plans and budgets.
5.10
Marketing Communications Management: Plan and control marketing communications
activities consistent with brand guidelines, organizational and departmental strategies and marketing
plans and budgets.
5.11

Selling: Determine client needs, wants and fears; and respond through planned, personalized
communication that influences purchase decisions and enhances future business opportunities.

5.11

Selling: Determine client needs, wants and fears; and respond through planned, personalized
communication that influences purchase decisions and enhances future business opportunities.

5.12

Marketing Operations: Apply operational policies to perform procedures and activities that
ensure marketing’s efficiency and effectiveness.

5.12

Marketing Operations: Apply operational policies to perform procedures and activities that
ensure marketing’s efficiency and effectiveness.

6
7
8
9
10
11
12
13
14
15
16
17
18

6.3
Business Applications: Apply tools, processes and procedures to manage the efficient and
effective use of technology to achieve organizational goals.
6.3
Business Applications: Apply tools, processes and procedures to manage the efficient and
effective use of technology to achieve organizational goals.
8.3
Project Management: Plan, manage, monitor, and control projects to improve workflow,
minimize costs, and achieve intended project outcomes using planning and project-management tools.
8.3
Project Management: Plan, manage, monitor, and control projects to improve workflow,
minimize costs, and achieve intended project outcomes using planning and project-management tools.
10.1
Strategic Planning: Implement planning tools to guide organization’s or department’s
activities.
10.1
Strategic Planning: Implement planning tools to guide organization’s or department’s
activities.
10.1
Strategic Planning: Implement planning tools to guide organization’s or department’s
activities.
10.2
Strategic Execution: Apply the principles and concepts used to align organizational and
departmental strategies with tactical execution plans.
10.2
Strategic Execution: Apply the principles and concepts used to align organizational and
departmental strategies with tactical execution plans.

Section 7: Student Assessment Policy
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The student shall perform competencies and descriptors in a manner acceptable to the
business community. The standards set for these competencies are recommended by the
advisory committee members and local employers in the community and evaluated by the
teacher following these guidelines. In order to receive credit for the course, competencies to
be mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the effectiveness of
the total program, the following procedures will be used:
•
•
•
•
•
•
•
•
•

Pretests
Post tests
Teacher observation and evaluation
Notebooks
Class discussions
Skill testing
Project development
Daily grades
Work-based learning experiences

Measurement of learning will be an ongoing activity with emphasis on laboratory activities and
competency improvement. Evaluation will be accomplished through pre-assessment of student’s skills,
frequent formative assessment, both visual and written, and summative evaluation to determine the
mastery of competencies. Formative assessments that are conducted during instruction help the
teacher make necessary instructional adjustments. The instructor may decide to alter instructional
materials and methods if students are experiencing difficulties in learning what is being taught. All
evaluations are in the form of points received out of points possible. A percentage is then calculated
and a letter grade is assigned. Progress reports on all students are distributed to parents on the midterm of each grading period.
Grading Scale:
A
100-92
B
91-82
C
81-72
D
71-62
F
Below 62
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Section 8: Syllabi

Marketing I – Course #458
Room A203
Teacher:

Mr. Aaron Roth

Telephone:

419-420-3372

E-Mail:

aroth@findlaycityschools.org

Units of Credit:

Marketing I (#458) = One Credit

Grade:

11

Cost:
$20

DUE BY 9-16-18
$ 6 for Ohio DECA dues
$ 8 for National DECA dues
$ 6 for IA DECA

COURSE DESCRIPTION
Marketing I. This is the first class in the Marketing career field. It introduces students to the
specializations offered in Marketing. Students will obtain fundamental knowledge and skills in marketing
communications, marketing management, market research, merchandising and professional selling.
Students are members of DECA and will continue to develop marketing competency, integrity, and
teamwork while participating in local, district and state DECA activities.

COURSE CONTENT












Employability Skills
Leadership and Communications
Business Ethics and Law
Customer Relations
Channel Management
Economic Principles
Marketing Fundamentals
Market Planning
Knowledge Management and Information Technology
Marketing Communications
Selling
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Marketing Operations
Business Processes
Professional Development
Customer Relationships
- Understanding customer needs and wants
- Providing customer value and satisfaction
- Creating customer loyalty and retention
- Customer-driven marketing strategies

MISSED CLASSES
As soon as you know you are going to miss Marketing I (field trip, college day, etc.) it is your responsibility
to notify the teacher and be certain the absence gets recorded in the attendance book. It is also your
responsibility to request assignments you will miss. Missed assignments are due on the day you return to
school unless another due date has been arranged.

MARKETING FIELD TRIPS
We will be attending DECA conferences and have marketing-related field trips throughout the school year.
It is your responsibility to inform your academic teachers and get all assignments before you are absent
because of a field trip. You may be denied field trip privileges if an academic teacher feels your grade will
suffer if his/her class is missed.
All DECA conferences have a registration fee that must be paid in advance. Provided funds are available,
these registration fees will be paid from our activity account. You are expected to attend these
conferences. Failure to attend may result in you reimbursing our activity account for the cost of your
registration.

BUSINESS ATTIRE
Community activities and DECA functions will require professional attire. For guys, this means dress pants
with belt (no cargo pants), long-sleeved dress shirt, tie, and dress shoes (no tennis shoes). For girls, a suit is
preferred. Options include a skirt or pants with a conservative blouse/sweater and closed-toe shoes.
Facial piercings and tattoos are not widely accepted in the business world. Students will be expected to
cover tattoos and remove piercings before participating in DECA activities and contests.

STUDENT BEHAVIOR MANAGEMENT PLAN
Students are expected to make good choices that will result in a positive learning environment for
everyone. Poor choices will result in disciplinary action by the instructor and/or school administration.
The seriousness of the incident will determine the course of action that will be taken. Minor incidents may
result in a discussion between the student and teacher, a telephone call to the student’s parent/guardian
and/or a teacher detention. More serious or repeat incidents will result in the matter being referred to the
student’s principal.

GRADING SCALE
Grades will be calculated using points received for projects, assignments, activities, quizzes, and tests. All
grades will be posted to ProgressBook in a timely manner. Please regularly monitor ProgressBook so you
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know what your grade is and if you have missing assignments. The standard FHS grading scale will be
used:
A
=
100-92
B
=
91-82
C
=
81-72
D
=
71-62
F
=
61-0

STUDENT YOUTH ORGANIZATION: DECA




All marketing students are required to be members of DECA
DECA is a co-curricular activity and is integrated into our classroom activities
Levels of DECA 
*Local - Our Millstream chapter
*District
*State
*International



We are in Ohio DECA District 3 which includes:
 Bellefontaine High School
 Bucyrus High School
 Carey High School
 Lima Senior High School
 Sidney High School
 St. Mary’s Memorial High School
 Upper Sandusky High School

.

Marketing II – Course #459
Room A203
Teacher:

Mr. Aaron Roth

Telephone:

419-420-3372

E-Mail:

aroth@findlaycityschools.org

Units of Credit:

Marketing II (#459) = One Credit

Prerequisites:

Grade:

Option 1:

Successful completion of Marketing I during Jr. Year
Enrollment in Marketing II & Strategic Entrepreneurship

Option 2:

Enrollment in Marketing I & II during Sr. year

12

Cost:
$20

DUE BY 9-16-17
$ 6 for Ohio DECA dues
$ 8 for National DECA dues
$ 6 for IA DECA

COURSE DESCRIPTION
In Marketing II students will create, execute, and evaluate promotional strategies and content for
advertising, sales promotion, and publicity/public relations. Students will incorporate motivation theories,
branding techniques and design principles in communications with targeted audiences. Students are
members of DECA and will continue to develop marketing competency, integrity, and teamwork while
participating in local, district and state DECA activities.

COURSE CONTENT














Employability Skills
Leadership and Communications
Knowledge Management
Customer Relations
Business Communications Management
Marketing Fundamentals
Branding
Marketing Communications
Selling
Marketing Operations
Strategic Planning
Professional Development
Customer Relationships
Understanding customer needs and wants
Providing customer value and satisfaction
Creating customer loyalty and retention
Customer-driven marketing strategies

MISSED CLASSES
As soon as you know you are going to miss Marketing II (field trip, college day, etc.) it is your responsibility to notify the teacher
and be certain the absence gets recorded in the attendance book. It is also your responsibility to request assignments you will
miss. Missed assignments are due on the day you return to school unless another due date has been arranged.

MARKETING FIELD TRIPS
We will be attending DECA conferences and have marketing-related field trips throughout the school year. It is your
responsibility to inform your academic teachers and get all assignments before you are absent because of a field trip. You may
be denied field trip privileges if an academic teacher feels your grade will suffer if his/her class is missed.
All DECA conferences have a registration fee that must be paid in advance. Provided funds are available, these registration fees
will be paid from our activity account. You are expected to attend these conferences. Failure to attend may result in you
reimbursing our activity account for the cost of your registration.

BUSINESS ATTIRE
Community activities and DECA functions will require professional attire. For guys, this means dress pants with belt (no cargo
pants), long-sleeved dress shirt, tie, and dress shoes (no tennis shoes). For girls, a suit is preferred. Options include a skirt or
pants with a conservative blouse/sweater and closed-toe shoes.
Facial piercings and tattoos are not widely accepted in the business world. Students will be expected to cover tattoos and
remove piercings before participating in DECA activities and contests.

STUDENT BEHAVIOR MANAGEMENT PLAN
Students are expected to make good choices that will result in a positive learning environment for everyone. Poor choices will
result in disciplinary action by the instructor and/or school administration.
The seriousness of the incident will determine the course of action that will be taken. Minor incidents may result in a discussion
between the student and teacher, a telephone call to the student’s parent/guardian and/or a teacher detention. More serious
or repeat incidents will result in the matter being referred to the student’s principal.

GRADING SCALE
Grades will be calculated using points received for projects, assignments, activities, quizzes, and tests. All grades will be posted
to ProgressBook in a timely manner. Please regularly monitor ProgressBook so you know what your grade is and if you have
missing assignments. The standard FHS grading scale will be used:
A
=
100-92
B
=
91-82
C
=
81-72
D
=
71-62
F
=
61-0

STUDENT YOUTH ORGANIZATION: DECA




All marketing students are required to be members of DECA
DECA is a co-curricular activity and is integrated into our classroom activities
Levels of DECA 
*Local - Our Millstream chapter
*District
*State
*International



We are in Ohio DECA District 3 which includes:

.




Bellefontaine High School
Bucyrus High School







Carey High School
Lima Senior High School
Sidney High School
St. Mary’s Memorial High School
Upper Sandusky High School

Some of our DECA activities include:
September

IA Competition at University of Findlay (Practice competitions. Approx. 8 a.m.-2 p.m.)

October

District 3 DECA Fall Leadership Conference at Ohio Northern University (Participation not
required, but encouraged. Approx. 8:15 a.m. – 4:00 p.m.)

January

District 3 DECA Career Development Conference at University of Findlay– where you
compete to qualify for the Ohio DECA Career Development Conference (All students
participate. Approx. 8:15 a.m. – 4:30 p.m.)
February ___
1st Snow Date:
2nd Snow Date: February ___

March

Ohio DECA Career Development Conference in Columbus – where you compete to qualify
for the DECA International Career Development Conference (Only students who qualified at
District 3 DECA Career Development Conference will attend. Leave approx. 1 p.m. Friday and
return late Saturday night)

May

DECA International Career Development Conference – Atlanta, GA
(Only for students who qualified at the Ohio DECA Career Development Conference will
attend.)

May

Millstream Senior Awards Ceremony: National-Technical Honor Society Induction,
Millstream Scholarships, Students of the Year and Career Passports (Periods 7-9)

What Does “DECA” Stand For?
Years ago, “DECA” was an acronym for Distributive Education Clubs of America. When the Department of Education changed the
program name from Distributive Education to Marketing, the organization for high school marketing students continued to be
DECA because the name was well-known and widely-recognized.
When someone asks you, “What is DECA?” tell them…
“DECA is the organization for students enrolled in Marketing classes. It prepares emerging leaders and entrepreneurs for
careers in marketing, finance, hospitality and management.”

.
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Strategic Entrepreneurship – Course #460
Room A203
Teacher:

Mr. Aaron Roth

Telephone:

419-420-3372

E-Mail:

aroth@findlaycityschools.org

Units of Credit:

Strategic Entrepreneurship (#460) = One Credit

Grade:

12

COURSE DESCRIPTION
Strategic Entrepreneurship: Students will use innovation skills to generate ideas for new products and
services, evaluate the feasibility of ideas, and develop a strategy for commercialization. They will use
technology to select target markets, profile target customers, define the venture’s mission, and create
business plans.

COURSE CONTENT





















Employability Skills
Leadership and Communications
Business Ethics and Law
Customer Relations
Global Environment
Business Literacy
Entrepreneurship/Entrepreneurs
Operations Management
Financial Management
Business Activities
Economic Principles
Business Process
Relationship Management
Legal Environment
Corporate Social Responsibility
Legal Foundations
Market Planning
Branding
Strategic Planning
Strategic Execution

MISSED CLASSES
As soon as you know you are going to miss Entrepreneurship (field trip, college day, etc.) it is
your responsibility to notify the teacher and be certain the absence gets recorded in the
attendance book. It is also your responsibility to request assignments you will miss. Missed
assignments are due on the day you return to school unless another due date has been
arranged.

STUDENT BEHAVIOR MANAGEMENT PLAN
Students are expected to make good choices that will result in a positive learning environment
for everyone. Poor choices will result in disciplinary action by the instructor and/or school
administration.
The seriousness of the incident will determine the course of action that will be taken. Minor
incidents may result in a discussion between the student and teacher, a telephone call to the
student’s parent/guardian and/or a teacher detention. More serious or repeat incidents will
result in the matter being referred to the student’s principal.

GRADING SCALE
Grades will be calculated using points received for projects, assignments, activities, quizzes, and
tests. All grades will be posted to ProgressBook in a timely manner. Please regularly monitor
ProgressBook so you know what your grade is and if you have missing assignments. The
standard FHS grading scale will be used:
A
=
100-92
B
=
91-82
C
=
81-72
D
=
71-62
F
=
61-0

1

Section 9: Career Field Technical Content Standard
http://education.ohio.gov/getattachment/Topics/Career-Tech/Business-and-AdministrativeServices-Career-Fi-1/Business-Career-Field-Technical-Content-Standards-2-FEB-20154.pdf.aspx
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Section 1: Acknowledgements
A number of individuals contributed their time and expertise to the
development of this course of study. Those listed below provided vision,
implementation and continued support for this program.

Board of Education
 Barbara Dysinger, President - bdysinger@fcsboard.findlaycityschools.org
 Jane Robertson, Vice President - jrobertson@fcsboard.findlaycityschools.org
 Barb Lockard - blockard@fcsboard.findlaycityschools.org
 Shane Pochard - spochard@fcsboard.findlaycityschools.org
 Kathy Siebenaler Wilson - kathysw@fcsboard.findlaycityschools.org

EDWARD KURT
Superintendent of Schools
TROY ROTH
Assistant Superintendent
DAVID DANHOFF
Director of Millstream Career Center

I would like to thank those from the program advisory committee:
Dr. Allison Goedde
Sargent Chad Pullium
Mr. Rex Howard
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Section 2: Approval by Advisory Committee

After reviewing this document, we recommend that the Media Productions & Visual Design
Course of Study based on the Ohio Career Field Technical Content Standard for Interactive
Multimedia be approved and adopted.
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Business
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Date

Date

Name
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Name

Date

Date

Name

Name

Business
Name

Business
Name

Date

Date
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Section 3:Approval by School Board Resolution
Findlay City Schools School Board
WHEREAS, the Media Production & Visual Design Advisory Committee of the Findlay
City Schools has reviewed the Media Production & Visual Design Course of Study,
and WHEREAS, the course of study is based upon the Ohio Career Field Technical
Content Standards for Media Production & Visual Design and
WHEREAS, the Media Production & Visual Design Advisory Committee has reviewed
these competencies and has edited competencies to address local labor market
needs, and to acknowledge the school district’s ability to offer specialized programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Findlay City Schools adopt the Media Production & Visual
Design Course of Study.

Approval date:
Superintendent

Approval date:
Board
President
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Section 4:

District Mission, Vision, Philosophy and
Goals

Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.
We believe…






o
o
o
o
o
o
o

All students and families have worth and are to be valued.
Students need a safe and inclusive environment, in order to fully express who
they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must
be vested in their growth and development.
All students need opportunities in and out of the classroom.
The Seven Habits of Highly Effective People:
Habit 1: Be Proactive
Habit 2: Begin with the End in Mind
Habit 3: Put First Things First
Habit 4: Think Win-Win
Habit 5: Seek First to Understand, Then to Be Understood
Habit 6: Synergize
Habit 7: Sharpen the Saw
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Findlay City Schools
District Goals

Goal 1 – 100% of students will graduate on time.
Strategy 1:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 2 – 100% of graduates will be enrolled in post-secondary or in the workforce within six month of
their program.
Strategy 2:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 3 – FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3:
FCS will review facilities routinely, judging their cost effectiveness and potential for future
educational capabilities, FCS will continually work at providing timely security measure to ensure a safe
educational facilities. FCS will provide access to technology that meets the needs of 21 st Century learner.
Goal 4 – FCS will develop and implement plans to ensure sufficient funding for current and future
operations, programs, and facilities.
Strategy 4:
FCS will review facilities routinely, judging their cost effectiveness and potential for future
educational capabilities, FCS will continually work at providing timely security measure to ensure a safe
educational facilities. FCS will provide access to technology that meets the needs of 21 st Century learner.
Goal 5 – FCS will create learning environments in which all students, staff and families will feel physically
and emotionally safe, valued, and engaged.
Strategy 5:
Each building level team will develop and monitor a plan to improve student, staff and
family perceptions of emotional safety, value (care, respect, trust and appreciation) and engagement.
Goal 6 – FCS will serve as a partner in addressing root issues in Hancock County through collaborative
efforts.
Strategy 6:
To participate in community efforts/coalitions.
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Section 5:Program Description
Media Production & Visual Design
Overview of Program
Media Production & Visual Design at Millstream Career Center is a two-year program
designed for 11th and 12th grade students who are interested in pursuing postsecondary education or entering their chosen career field upon graduation. The
program curriculum is based on the Ohio Career Field Technical Content Standards
Document for Media Production & Visual Design. This curriculum is the result of a
comprehensive review and refinement of content by a panel of representatives from
secondary, post-secondary and business leaders.
Students are encouraged to take the right classes so that they are prepared for their
next step in life. The following middle/high school portion of the program of study is a
recommended sequence for students interested in this career field.
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8

10

11

12

English 1

English 2

English 3

English 4

Geometry

Algebra 2

Senior Math

Biology

Chemistry

Senior Science

Social Studies

Algebra 1
9th Grade
Science
Social Studies

Social Studies

Elective

PE

Health/PE

PE

Pathway Intro
Course
Foreign
Language

Pathway Intro
Course

Social Studies
Creating &
Editing Design
Images
Design
Techniques

Language
Arts
Math

Language
Arts
Math

Science

Science

Social Studies
PE

Computer
Applications

Art

9

Animation
Video & Sound

Elective

In the 11th and 12th grade component of the program, all students are part of a
seamless curriculum, which allows student to transition into post-secondary
programs or enter their chosen career field upon graduation. Each curriculum
contains Outcome/TPOs and competencies which are required.
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The basic instructional philosophy for the program encourages project-based
learning. An advisory committee comprised of representatives from business
and industry, program graduates and academic representatives from school
meets twice each year to provide input and guidance in this program.
Throughout the school year, students participate in a variety of work-based
learning in order to observe and interact with employees, employers and
administrative personnel to learn more about the industry as a whole. Early
placement/ internships/ mentoring assignments/ job shadowing are all examples
of work-based opportunities.
College credit opportunities for have been developed between Millstream Career
Center and various institutions of higher learning. There is on-going dialogue
following the established process and procedures between our school and
participating institutions of higher learning to develop and maintain the college
credit opportunities. Opportunities may include college credit plus, articulated
(bilateral) credit, CT2, waiver of classes or other formats providing timeshortened or advanced skill college degree paths.
Statement of Expectation of Participation in a Career Technical Student
Organization
Students enrolled in Media Production & Visual Design are required to be
members of Career Technical Student Organization. Participation in (CTSO)
provides the student with experiences in competitive events at local, regional and
national levels. In addition to the competitive events, the student learns
citizenship, parliamentary procedures, democratic principles, social skills and
civic responsibility.
Population Served
The program is open to all 11th and 12th grade students.
Occupations Addressed

High
School Exit
Careers
Imaging
Specialist
Multimedia
Specialist
Media
Designer

Associate
Degree Exit
Careers
Production
Assistant
Audio/Visual
Specialist
Web Content
Designer

Baccalaureate
Degree Exit Careers
Animator
Virtual Reality
Designer
Multimedia
Programmer
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Interactive
Digital
Media
Specialist
Web Design

Instructional
Designer

Graphics Technical

Writer

Graphic
Designer

Storyboard
Artist
Character
Designer
Background
Painter
Clean-Up
Artist

Visual Design
Consultant
Project Manager
Multimedia Technical
Quality Assurance
Technician
Special Effects Artists
Broadcast Graphics
Designer
Video-Post-Production

Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state
of Ohio or member school district
 90% post program placement with 66% transition to post-secondary
education
 95% participation in SkillsUSA
 95% student attendance

Creating and Editing Digital Graphics
Subject Code: 145100
Students will learn to design, develop, and produce interactive media projects,
web sites, and social media contexts. Students will demonstrate methods of
creating professional quality media using commercial and open source software.
Career Field
Course
Name
Description

Information Technology
Creating & Editing Digital Graphics
This first course in the IT career field is designed to provide students with a
working knowledge of computer concepts and essential skills necessary for
work and communication in today's society. Students will learn safety,
security, and ethical issues in computing and social networking. Students will
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also learn about input/output systems, computer hardware and operating
systems, and office applications.

Strand

Description

1. Business Operations/21st Century Skills
Learners apply principles of economics, business management,
marketing, and employability in an entrepreneur, manager, and
employee role to the leadership, planning, developing, and analyzing
of business enterprises related to the career field.

11

1.1.
REQUIRED Employability Skills: Students will develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and maintaining
Outcome/TPO employment in diverse business settings. The student will utilize the Internet and
classroom resources to examine and discuss the impact of information technology on
society with 85 percent accuracy.
1.1.1.
Identify the knowledge, skills, and abilities necessary to succeed in
careers.
1.1.2.
Identify the scope of career opportunities and the requirements for
education, training, certification, licensure, and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways, and
secondary and postsecondary options.
1.1.4.
Describe the role and function of professional organizations, industry
associations, and organized labor and use networking techniques to develop and
maintain professional relationships.
Competencies

1.1.5.
Develop strategies for self-promotion in the hiring process (e.g., filling
out job applications, résumé writing, interviewing skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability, and responsibility
and demonstrate associated behaviors in fulfilling personal, community, and
workplace roles.
1.1.7.
Apply problem-solving and critical-thinking skills to work-related issues
when making decisions and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior, and appearance
and manage those to establish and maintain professionalism.
1.1.9.
1.1.10.

Give and receive constructive feedback to improve work habits.
Adapt personal coping skills to adjust to taxing workplace demands.

Competencies
1.1.11.
Recognize different cultural beliefs and practices in the workplace and
demonstrate respect for them.
1.1.12.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe
habits, and abusive behavior.

Outcome/TPO

Competencies

1.2.
REQUIRED Leadership and Communications: Students will process,
maintain, evaluate, and disseminate information in a business. Develop leadership
and team building to promote collaboration. Students will apply their knowledge by
creating a written reports on word processing software with 70% accuracy.
1.2.1.
Extract relevant, valid information from materials and cite sources of
information.
1.2.2.

Deliver formal and informal presentations.

1.2.3.
Identify and use verbal, nonverbal, and active listening skills to
communicate effectively.
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1.2.4.

Use negotiation and conflict-resolution skills to reach solutions.

1.2.5.
Communicate information (e.g., directions, ideas, vision, workplace
expectations) for an intended audience and purpose.
1.2.6.

Use proper grammar and expression in all aspects of communication.

1.2.7.
Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
1.2.8.
Identify the strengths, weaknesses, and characteristics of leadership
styles that influence internal and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or
electronic communications (e.g., common content for large audience, control of tone,
speed, cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.10.
Use interpersonal skills to provide group leadership, promote
collaboration, and work in a team.

Outcome/TPO

1.2.11.
résumés.

Write professional correspondence, documents, job applications, and

1.2.12.

Use technical writing skills to complete forms and create reports.

1.2.13.
1.2.14.

Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.

1.3.
REQUIRED Business Ethics and Law: Students will analyze how
professional, ethical, and legal behavior contributes to continuous improvement in
organizational performance and regulatory compliance. After reading the assigned
text, the student will be able to identify legal and ethical behavior with 75% accuracy
using role playing/role reversal activities.
1.3.1.
Analyze how regulatory compliance affects business operations and
organizational performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe, and
healthy work environment.

Competencies
1.3.3.
Use ethical character traits consistent with workplace standards (e.g.,
honesty, personal integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws affect products
and services.
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1.3.5.
Access and implement safety compliance measures (e.g., quality
assurance information, safety data sheets [SDSs], product safety data sheets
[PSDSs], United States Environmental Protection Agency [EPA], United States
Occupational Safety and Health Administration [OSHA]) that contribute to the
continuous improvement of the organization.

1.3.6.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful
door-to-door sales, deceptive service estimates, fraudulent misrepresentations) and
their overall impact on organizational performance.
1.3.7.
Identify the labor laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor,
employment, employment interview, testing, minor labor laws, Americans with
Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity
Commission [EEOC]).
1.3.8.
regulations.

Verify compliance with computer and intellectual property laws and

1.3.9.
Identify potential conflicts of interest (e.g., personal gain, project
bidding) between personal, organizational, and professional ethical standards.

Outcome/TPO

Competencies

1.4.
REQUIRED Knowledge Management and Information Technology: Students
will demonstrate current and emerging strategies and technologies used to collect,
analyze, record, and share information in business operations. Given demonstrations,
examples, scanner, and graphic software, the student will be able to demonstrate and
select the most appropriate graphics software for a visual according to industry
standards with 85 percent accuracy.
1.4.1.
Use office equipment to communicate (e.g., phone, radio equipment,
fax machine, scanner, public address systems).
1.4.2.
Select and use software applications to locate, record, analyze, and
present information (e.g., word processing, e-mail, spreadsheet, databases,
presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations, and codes (e.g.,
property, privacy, access, accuracy issues, client and patient record confidentiality)
pertaining to technology specific to the industry pathway.
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1.4.4.

Use system hardware to support software applications.

1.4.5.
Use information technology tools to maintain, secure, and monitor
business records.
1.4.6.
Use an electronic database to access and create business and
technical information.
1.4.7.
Use personal information management and productivity applications to
optimize assigned tasks (e.g., lists, calendars, address books).
1.4.8.
guidelines.

Career Field
Course Name
Description

Use electronic media to communicate and follow network etiquette

Information Technology
Design Techniques
This first course in the IT career field is designed to provide students
with a working knowledge of computer concepts and essential skills
necessary for work and communication in today's society. Students
will learn safety, security, and ethical issues in computing and social
networking. Students will also learn about input/output systems,
computer hardware and operating systems, and office applications.
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Strand
Description

2. IT Fundamentals
Learners apply fundamental principles of IT, including the history of
IT and its impact on society, common industry terms, systems
theory, information storage and retrieval, database management,
and computer hardware, software, and peripheral device
configuration and installation. This base of knowledge and skills
may be applied across the career field.
Emerging Technologies: Students will learn about Identify
trending technologies, their fundamental architecture, and their
value in the marketplace. The student will utilize the Internet and
classroom resources to identify and explain through instruction
how to access the Internet with 85 percent accuracy.
2.4.

Outcome/TPO/TPO

2.4.1. Investigate the scope and the impact of mobile computing
environments on society.
Competencies

2.4.2. Describe the differences, advantages, and limitations of cloud
computing (e.g., public cloud, private cloud, hybrid cloud) and onpremises computing.
2.4.3. Utilize cloud computing applications (e.g. services, applications,
virtual environments).

Students will develop a project concept proposal. Students
will be assessed by a teacher created rubric on a summative
assessment on the related competencies. Given information
sources, appropriate materials, in class examples, and exercises,
the student will be able to prepare the preliminary application with
a minimum 75% accuracy.
2.9.

Outcome/TPO/TPO

2.9.1.
2.9.2.

Identify and incorporate branding strategies.
Determine the scope and purpose of the project.

2.9.3. Determine the target audience, client needs, expected
Outcome/TPOs, objectives, and budget.
Competencies

2.9.4.

Develop a conceptual model and design brief for the project.

2.9.5. Develop a timeline, communication plan, task breakdown, costs
(e.g., equipment, labor), deliverables, and responsibilities for completion.
2.9.6.

Develop and present a comprehensive proposal to stakeholders.

2.11. Students will select and apply troubleshooting methodologies
Outcome/TPO

for problem solving. Given in-class discussions, student exercises,
and
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assigned text, the student will be able to identify and manage a
project’s resources, schedule, and evaluation within established
industry criteria.
2.11.1. Identify the problem.
2.11.2. Select troubleshooting methodology (e.g., top down, bottom up,
follow the path, spot the differences).
Competencies

2.11.3.
2.11.4.
2.11.5.
2.11.6.
2.11.7.

Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Test a solution.
Implement a solution.

2.11.8. Document the problem and the verified solution.
2.12. Students will performance Tests and Acceptance Plans: Develop
performance tests and acceptance plans. After reading the assigned
Outcome/TPO

material and completing practice exercises, the student will
demonstrate knowledge of the role of Information Technology in
meeting business strategic objectives by integrating the learning
from different areas into a plan for solving an IT problem, with a
score of 75%.
2.12.1. Create a written procedure agreed by the stakeholders and
project team for determining the acceptability of the project deliverables.

Competencies

2.12.2. Develop a test system that accurately mimics external
interfaces.
2.12.3. Develop test cases that are realistic, compare with expected
performance, and include targeted platforms and device types.
2.12.4. Develop, perform, and document usability and testing
integration.
2.12.5. Make corrections indicated by test results.
2.12.6. Seek stakeholder acceptance upon successful completion of the
test plan.

Outcome/TPO

Students will plan rollout and facilitate handoff to customer. The
student will utilize classroom instruction and classroom resources
and equipment to create presentations using presentation graphics
software with 85 percent accuracy.

Competencies

2.13.1. Include overall project goals and timelines in the rollout plan.
2.13.2. Communicate rollout plans to key stakeholders in a timely
manner.
2.13.3. Conduct final review and approvals according to company
standards.

2.13.
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2.13.4. Identify support staff, training needs, and contingency plans in
the rollout plan.
2.13.5. Test delivered application to assure that it is fully functional for
the customer or user and meets all requirements.
2.13.6. Deliver support and training materials.

Strand
Description

6. Web Development
Learners apply principles of design and technology, including
programming standards and protocols, to create, test, host, and
maintain webpages and websites with text, graphics, multimedia,
scripting, linking, and data integration in a structure that is easy to
navigate and accessible for all users via a variety of hardware and
software platforms.
Students will create basic webpages. Given the completed
textbook/workbook exercises and teacher handouts, the student
will describe the function and structure of URLs and demonstrate
how URLs are used in web page programming and hypertext
linking with 85% accuracy.
6.1.

Outcome/TPO

6.1.1. Describe the basic principles of Hypertext Markup Language
(HTML) and its functional relationship with web browsers.
6.1.2. Plan a webpage considering subject, devices, audience, layout,
color, links, graphics, and Americans with Disabilities Act (ADA)
requirements.
6.1.3. Format the text of a webpage in a WYSIWYG (What You See Is
What You Get) editor and in a text editor using HTML formatting tags
(e.g., hyperlink, e-mail, table formatting, graphic attributes).
Competencies

6.1.4. Use writing process techniques (i.e., drafting, revising, editing,
proofreading) to check the webpage for format and text accuracy.
6.1.5. Create and format ordered and unordered lists on a webpage
using HTML list formatting tags.
6.1.6. Create and format a table in a webpage using HTML table
formatting tags and attributes.
6.1.7. Integrate styles (e.g., inline or external Cascading Style Sheets
[CSS]).
6.2.

Outcome/TPO

Competencies

Students will add links to a webpage and insert multimedia files.

Given the completed textbook/workbook exercises and
teacher handouts, the student will describe the function and
structure of URLs and demonstrate how URLs are used in web
page programming and hypertext linking with 85% accuracy.
6.2.1.

Create absolute links and relative links.
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6.2.2. Write a Hypertext Markup Language (HTML) anchor that links to
another section of the same webpage.
6.2.3. Create hyperlinks that send e-mail messages and download
files.
6.2.4. Insert image and wrap text around the image using Cascading
Style Sheets (CSS).
6.2.5. Resize a graphic image in a webpage using CSS.
6.2.6. Insert audio and video files into a webpage using HTML tags.
6.2.7. Build a hover or mouseover effect to change the style of a link.

Strand
Description

Outcome/TPO

7. Digital Media
Learners apply principles of digital media to produce interactive
media; develop and produce multimedia applications; integrate
typography into media; create 3D models and 2D and 3D
animation; and create digital video, audio, and photographs.
7.1. Students will describe and explain interactive media and
interactive media production. Given demonstrations, examples,

lighting, and camera equipment, the student will be able to shoot
and compose photographs with 75 percent accuracy.
7.1.1. Identify the types and uses of interactive media environments
(e.g., web-based, kiosks, games, mobile devices, video, print).
7.1.2.

Describe the components of interactive media.

7.1.3. Identify the major characteristics of interactive media
presentations.
7.1.4. Identify important historical developments and future trends in
interactive media.
7.1.5.

Identify the major interactive media genres.

Competencies
7.1.6. Perform critical review of interactive media products in different
genres.
7.1.7. Identify the intellectual property rights, responsibilities, and
controls related to interactive media.
7.1.8.

Analyze the social and cultural implications of interactive media.

7.1.9. Identify major applications for interactive media (e.g., sales and
marketing, interactive advertising, education, corporate training,
corporate communications, distance learning, news, entertainment).
7.1.10. Identify specific uses for interactive media in each potential
market.
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Students will develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications. Given
examples and demonstrations, the student will be able to write
functional specifications and develop storyboards for a client-based
project according to client-based specifications.
7.2.

Outcome/TPO

7.2.1. Choose a navigational menu structure (e.g., rollovers, dropdowns, disjointed).
7.2.2.
7.2.3.

Construct and place navigational units.
Build in interactive elements.

7.2.4. Determine uses and needs for site maps, multimedia scripts,
storyboards, and flowcharts.
7.2.5. Make preliminary sketches showing placement of images and
text on screen.
Competencies

7.2.6.

Show placement of buttons and navigational graphics.

7.2.7.

Provide information on color schemes.

7.2.8.

Describe music, video, and special effects to be used.

7.2.9.

Provide a sample layout to stakeholders for review.

7.2.10. Select and create visual design elements appropriate for the
intended audience and use.
7.2.11. Develop characters and narrative to support intended
Outcome/TPOs.

Students will produce interactive media. Given appropriate
elements of interactive media, the student will produce an
interactive multimedia project based on client-based functional
specifications.
7.3.

Outcome/TPO

7.3.1. Select the media elements to be used (e.g., sound, video,
graphics, text, animation).
7.3.2. Generate text for multi-image presentations (e.g., title graphics,
charts, graphs).

Competencies

7.3.3.

Incorporate graphics (e.g., digital, hand-drawn, photographic).

7.3.4.

Incorporate computer animation.

7.3.5. Prepare and integrate photographic images and special effects
with graphic images.
7.3.6.

Incorporate video footage.

7.3.7.

Edit video footage.
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7.3.8. Record and/or acquire sound tracks (e.g., narrative, voiceover,
sound effects, music).
7.3.9. Integrate sound with visuals.
7.3.10. Produce, test, debug, and archive a final product.
7.4.
Outcome/TPO

Graphics: Students will construct and manipulate digital graphics.

Given demonstrations, examples, scanner, and graphics software,
the student will be able to create an appropriate visual for an
advertising design, according to industry standards with 85 percent
accuracy.

Competencies

7.4.1.

Identify the purpose and intended audience of graphics.

7.4.2.

Select color, shape, size, and texture of objects.

7.4.3.

Create or acquire graphics.

7.4.4.

Manipulate and layer objects.

7.4.5.

Differentiate between vector and raster images.

7.4.6.

Select an appropriate graphic file format and resolution.

7.4.7.

Optimize and export graphics files for intended use.

7.4.8.

Select graphic software applications.

7.4.9.

Manipulate graphic objects.

7.4.10. Compress and decompress graphic files.
7.4.11. Describe and select color profiles (e.g., Red Green Blue [RGB],
Cyan Magenta Yellow Key [CMYK], Pantone)

Typography: Students will integrate typography in media.
Given demonstrations, examples, sample alphabets, and
proportional wheel, the student will be able to select and interpret
an appropriate font for an advertising piece with 85 percent
accuracy.
7.5.

Outcome/TPO

Competencies

7.5.1. Identify typographic measurements (e.g., picas, points, pixels,
ems).
7.5.2. Mix families of type within a project.
7.5.3. Select appropriate kerning, leading, tracking, and other related
formatting.
7.5.4. Identify appropriate typefaces (e.g., serif, sans serif, Web Safe,
screen, print).
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7.5.5.

Prepare a type style guide.

Photographs: Students will create photographs. The student
will utilize classroom instruction and classroom resources and
equipment to create relational databases using database software
with 85 percent accuracy.
7.9.

Outcome/TPO

7.9.1. Select and set up lighting needed (e.g., electronic flash units,
reflectors, bounce, spot, daylight).
7.9.2.

Competencies

Select a digital file format or film format and camera.

7.9.3. Select and attach lenses (e.g., wide-angle, telephoto, zoom) and
filters (e.g., color-compensating, polarizing, special effects).
7.9.4. Determine composition, formal qualities, scale, and use of
space.
7.9.5. Shoot photographs.
7.9.6. Edit photographs (e.g., color corrections, cropping, and
enhancements).

Career Field
Course Name
Description

Information Technology
Animation
Students will use animation and storyboarding techniques to plan the
production of an animation project. Students will design from script
and storyboard actions in the pre-production planning process.
Students will use commercial and open source digital animation
software to create finished animations, cartoons, and other short
movies. They will accomplish this using animated text, character
movements, voice, background sound, sound effects, camera
movements, and multiple scenes.
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1.. Business Operations/21st Century Skills
Strand
Description

Outcome/TPO

Learners apply principles of economics, business management, marketing,
and employability in an entrepreneur, manager, and employee role to the
leadership, planning, developing, and analyzing of business enterprises related
to the career field.
1.1.
REQUIRED Employability Skills: Students will develop career
awareness and employability skills (e.g., face-to-face, online) needed for
gaining and maintaining employment in diverse business settings. The student
will utilize the Internet and classroom resources to examine and discuss the
impact of information technology on society with 85 percent accuracy.
1.1.1.
Identify the knowledge, skills, and abilities necessary to succeed
in careers.
1.1.2.
Identify the scope of career opportunities and the requirements
for education, training, certification, licensure, and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways,
and secondary and postsecondary options.
1.1.4.
Describe the role and function of professional organizations,
industry associations, and organized labor and use networking techniques to
develop and maintain professional relationships.

Competencies

1.1.5.
Develop strategies for self-promotion in the hiring process (e.g.,
filling out job applications, résumé writing, interviewing skills, portfolio
development).
1.1.6.
Explain the importance of work ethic, accountability, and
responsibility and demonstrate associated behaviors in fulfilling personal,
community, and workplace roles.
1.1.7.
Apply problem-solving and critical-thinking skills to work-related
issues when making decisions and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior, and
appearance and manage those to establish and maintain professionalism.
1.1.9.

Competencies

1.1.10.
demands.

Give and receive constructive feedback to improve work habits.
Adapt personal coping skills to adjust to taxing workplace

1.1.11.
Recognize different cultural beliefs and practices in the workplace
and demonstrate respect for them.
1.1.12.
Identify healthy lifestyles that reduce the risk of chronic disease,
unsafe habits, and abusive behavior.

23

Outcome/TPO

1.2.
REQUIRED Leadership and Communications: Students will process,
maintain, evaluate, and disseminate information in a business. Develop
leadership and team building to promote collaboration. Students will apply their
knowledge by creating a written reports on word processing software with 70%
accuracy.
1.2.1.
Extract relevant, valid information from materials and cite
sources of information.
1.2.2.

Deliver formal and informal presentations.

1.2.3.
Identify and use verbal, nonverbal, and active listening skills to
communicate effectively.
1.2.4.

Use negotiation and conflict-resolution skills to reach solutions.

1.2.5.
Communicate information (e.g., directions, ideas, vision,
workplace expectations) for an intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of
communication.
1.2.7.
Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
Competencies
1.2.8.
Identify the strengths, weaknesses, and characteristics of
leadership styles that influence internal and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or
electronic communications (e.g., common content for large audience, control of
tone, speed, cost, lack of non-verbal cues, potential for forwarding information,
longevity).
1.2.10.
Use interpersonal skills to provide group leadership, promote
collaboration, and work in a team.
1.2.11.
Write professional correspondence, documents, job applications,
and résumés.

Outcome/TPO

1.2.12.

Use technical writing skills to complete forms and create reports.

1.2.13.
1.2.14.

Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.

1.3.
REQUIRED Business Ethics and Law: Students will analyze how
professional, ethical, and legal behavior contributes to continuous improvement
in organizational performance and regulatory compliance. After reading the
assigned text, the student will be able to identify legal and ethical behavior with
75% accuracy using role playing/role reversal activities.
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1.3.1.
Analyze how regulatory compliance affects business operations
and organizational performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean,
safe, and healthy work environment.
1.3.3.
Use ethical character traits consistent with workplace standards
(e.g., honesty, personal integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws affect
products and services.
1.3.5.
Access and implement safety compliance measures (e.g.,
quality assurance information, safety data sheets [SDSs], product safety data
sheets [PSDSs], United States Environmental Protection Agency [EPA], United
States Occupational Safety and Health Administration [OSHA]) that contribute
to the continuous improvement of the organization.
Competencies
1.3.6.
Identify deceptive practices (e.g., bait and switch, identity theft,
unlawful door-to-door sales, deceptive service estimates, fraudulent
misrepresentations) and their overall impact on organizational performance.
1.3.7.
Identify the labor laws that affect employment and the
consequences of noncompliance for both employee and employer (e.g.,
harassment, labor, employment, employment interview, testing, minor labor
laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC]).
1.3.8.
Verify compliance with computer and intellectual property laws
and regulations.
1.3.9.
Identify potential conflicts of interest (e.g., personal gain, project
bidding) between personal, organizational, and professional ethical standards.

Outcome/TPO

Competencies

1.4.
REQUIRED Knowledge Management and Information Technology:
Students will demonstrate current and emerging strategies and technologies
used to collect, analyze, record, and share information in business operations.
Given demonstrations, examples, scanner, and graphic software, the student
will be able to demonstrate and select the most appropriate graphics software
for a visual according to industry standards with 85 percent accuracy.
1.4.1.
Use office equipment to communicate (e.g., phone, radio
equipment, fax machine, scanner, public address systems).
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1.4.2.
Select and use software applications to locate, record, analyze,
and present information (e.g., word processing, e-mail, spreadsheet,
databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations, and codes
(e.g., property, privacy, access, accuracy issues, client and patient record
confidentiality) pertaining to technology specific to the industry pathway.
1.4.4.

Use system hardware to support software applications.

1.4.5.
Use information technology tools to maintain, secure, and
monitor business records.
1.4.6.
Use an electronic database to access and create business and
technical information.
1.4.7.
Use personal information management and productivity
applications to optimize assigned tasks (e.g., lists, calendars, address books).
1.4.8.
Use electronic media to communicate and follow network
etiquette guidelines.

Strand
Description

2. IT Fundamentals
Learners apply fundamental principles of IT, including the history of IT and its
impact on society, common industry terms, systems theory, information
storage and retrieval, database management, and computer hardware,
software, and peripheral device configuration and installation. This base of
knowledge and skills may be applied across the career field.

2.4. Emerging Technologies: Students will identify trending technologies, their
fundamental architecture, and their value in the marketplace. The student will
Outcome/TPO

utilize the Internet and classroom resources to distinguish and explain the
type of software associated with information technology with 85 percent
accuracy.
2.4.1. Investigate the scope and the impact of mobile computing environments on
society.

Competencies

2.4.2. Describe the differences, advantages, and limitations of cloud computing
(e.g., public cloud, private cloud, hybrid cloud) and on-premises computing.
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2.4.3. Utilize cloud computing applications (e.g. services, applications, virtual
environments).

Outcome/TPO

2.7. Web Architecture: Students will explain the fundamentals of delivering
information and applications using web architecture. The student will utilize the

Internet and classroom resources to distinguish and explain the type of
software associated with information technology with 85 percent accuracy.
2.7.1. Describe methods of securely transmitting data.
2.7.2. Describe ways to present data (e.g., mobile applications, desktop
applications, web applications).
2.7.3. Differentiate between a client and a server.
2.7.4. Identify how the use of different browsers and devices affects the look of a
webpage.

Competencies

2.7.5. Explain the relationship between data transmission volumes, bandwidth,
and latency.
2.7.6.

Describe the characteristics and use of browser plug-ins.

2.7.7. Compare the advantages and disadvantages of running an in-house server
or using a service provider.
2.7.8. Describe the difference between static and dynamic sites and the reasons
for using each.
2.9.
Outcome/TPO

Competencies

Project Concept Proposal: Students will develop a project concept proposal.

Given examples and discussion, the student will be able to develop a project
concept proposal according to teacher specific standards with 85 percent
accuracy.
2.9.1.

Identify and incorporate branding strategies.

2.9.2.

Determine the scope and purpose of the project.

2.9.3. Determine the target audience, client needs, expected Outcome/TPOs,
objectives, and budget.
2.9.4.

Develop a conceptual model and design brief for the project.

2.9.5. Develop a timeline, communication plan, task breakdown, costs (e.g.,
equipment, labor), deliverables, and responsibilities for completion.
2.9.6.

Develop and present a comprehensive proposal to stakeholders.

2.11. Troubleshooting: Select and apply troubleshooting methodologies for problem
solving. Given the appropriate readings and class activities, the
Outcome/TPO

student will be able to demonstrate basic knowledge for troubleshooting
computer systems based on a minimum of 75% accuracy on an assessment
document
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2.11.1. Identify the problem.
2.11.2. Select troubleshooting methodology (e.g., top down, bottom up, follow the
path, spot the differences).
Competencies

2.11.3.
2.11.4.
2.11.5.
2.11.6.
2.11.7.

Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Test a solution.
Implement a solution.

2.11.8. Document the problem and the verified solution.
2.12. Performance Tests and Acceptance Plans: Students will develop performance
tests and acceptance plans. Given in-class discussions, student exercises, and
Outcome/TPO

assigned text, the student will be able to identify and manage a project’s
resources, schedule,
and evaluation within established industry criteria.
2.12.1. Create a written procedure agreed by the stakeholders and project team for
determining the acceptability of the project deliverables.
2.12.2. Develop a test system that accurately mimics external interfaces.

Competencies

2.12.3. Develop test cases that are realistic, compare with expected performance,
and include targeted platforms and device types.
2.12.4. Develop, perform, and document usability and testing integration.
2.12.5. Make corrections indicated by test results.
2.12.6. Seek stakeholder acceptance upon successful completion of the test plan.

Outcome/TPO

2.13. Rollout and Handoff: Students will plan rollout and facilitate handoff to
customer. The student will utilize classroom instruction and

classroom resources and equipment to create presentations using
presentation graphics software with 85 percent accuracy.
2.13.1. Include overall project goals and timelines in the rollout plan.
2.13.2. Communicate rollout plans to key stakeholders in a timely manner.
2.13.3. Conduct final review and approvals according to company standards.

Competencies

2.13.4. Identify support staff, training needs, and contingency plans in the rollout
plan.
2.13.5. Test delivered application to assure that it is fully functional for the customer
or user and meets all requirements.
2.13.6. Deliver support and training materials.

Strand
Description

6. Web Development
Learners apply principles of design and technology, including programming
standards and protocols, to create, test, host, and maintain webpages and
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websites with text, graphics, multimedia, scripting, linking, and data
integration in a structure that is easy to navigate and accessible for all users
via a variety of hardware and software platforms.

6.2. Links and Multimedia: Students will add links to a webpage and insert
multimedia files. Given the completed textbook/workbook exercises and
Outcome/TPO

teacher handouts, the student will describe the function and structure of
URLs and demonstrate
how URLs are used in web page programming and hypertext linking with
85% accuracy.
6.2.1.

Create absolute links and relative links.

6.2.2. Write a Hypertext Markup Language (HTML) anchor that links to another
section of the same webpage.
Competencies

Strand
Description

6.2.3.
6.2.4.
(CSS).
6.2.5.
6.2.6.
6.2.7.

Create hyperlinks that send e-mail messages and download files.
Insert image and wrap text around the image using Cascading Style Sheets
Resize a graphic image in a webpage using CSS.
Insert audio and video files into a webpage using HTML tags.
Build a hover or mouseover effect to change the style of a link.

7. Digital Media
Learners apply principles of digital media to produce interactive media;
develop and produce multimedia applications; integrate typography into
media; create 3D models and 2D and 3D animation; and create digital video,
audio, and photographs.
7.1. Interactive Media: Students will describe and explain interactive media and
interactive media production. After reading the assigned text, and completing

Outcome/TPO

practice exercises, the student will demonstrate knowledge of the
constitutional and software law by a score of 85% on a testing instrument.
7.1.1. Identify the types and uses of interactive media environments (e.g., webbased, kiosks, games, mobile devices, video, print).

Competencies

7.1.2.

Describe the components of interactive media.

7.1.3.

Identify the major characteristics of interactive media presentations.

7.1.4. Identify important historical developments and future trends in interactive
media.
7.1.5.

Identify the major interactive media genres.
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7.1.6.

Perform critical review of interactive media products in different genres.

7.1.7. Identify the intellectual property rights, responsibilities, and controls related
to interactive media.
7.1.8.

Analyze the social and cultural implications of interactive media.

7.1.9. Identify major applications for interactive media (e.g., sales and marketing,
interactive advertising, education, corporate training, corporate communications,
distance learning, news, entertainment).
7.1.10. Identify specific uses for interactive media in each potential market.

7.2. Multimedia Tools: Students will develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications. Given examples and
Outcome/TPO

demonstrations, the student will be able to write functional specifications and
develop storyboards for a client-based project according to client-based
specifications.
7.2.1. Choose a navigational menu structure (e.g., rollovers, drop-downs,
disjointed).

Competencies

7.2.2.

Construct and place navigational units.

7.2.3.

Build in interactive elements.

7.2.4. Determine uses and needs for site maps, multimedia scripts, storyboards,
and flowcharts.
7.2.5. Make preliminary sketches showing placement of images and text on
screen.
7.2.6.

Show placement of buttons and navigational graphics.

7.2.7.

Provide information on color schemes.

7.2.8.

Describe music, video, and special effects to be used.

7.2.9. Provide a sample layout to stakeholders for review.
7.2.10. Select and create visual design elements appropriate for the intended
audience and use.
7.2.11. Develop characters and narrative to support intended Outcome/TPOs.
7.3.
Outcome/TPO

Competencies

Production: Students will produce interactive media. Given demonstrations,

examples, scanner, and graphics software, the student will be able to create,
edit, manipulate, convert, store, retrieve, and print graphics for an advertising
design, according to industry standards with 85 percent accuracy.
7.3.1. Select the media elements to be used (e.g., sound, video, graphics, text,
animation).
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7.3.2. Generate text for multi-image presentations (e.g., title graphics, charts,
graphs).
7.3.3.

Incorporate graphics (e.g., digital, hand-drawn, photographic).

7.3.4.

Incorporate computer animation.

7.3.5. Prepare and integrate photographic images and special effects with graphic
images.
7.3.6.

Incorporate video footage.

7.3.7.

Edit video footage.

7.3.8. Record and/or acquire sound tracks (e.g., narrative, voiceover, sound
effects, music).
7.3.9. Integrate sound with visuals.
7.3.10. Produce, test, debug, and archive a final product.
Graphics: Students will construct and manipulate digital graphics. Given
demonstrations, examples, scanner, and graphics software, the student will
be able to create, edit, manipulate, convert, store, retrieve, and print graphics
for an advertising design, according to industry standards with 85 percent
7.4.
Outcome/TPO

accuracy.

Competencies

7.4.1.

Identify the purpose and intended audience of graphics.

7.4.2.

Select color, shape, size, and texture of objects.

7.4.3.

Create or acquire graphics.

7.4.4.

Manipulate and layer objects.

7.4.5.

Differentiate between vector and raster images.

7.4.6.

Select an appropriate graphic file format and resolution.

7.4.7.

Optimize and export graphics files for intended use.

7.4.8.

Select graphic software applications.

7.4.9.

Manipulate graphic objects.

7.4.10. Compress and decompress graphic files.
7.4.11. Describe and select color profiles (e.g., Red Green Blue [RGB], Cyan
Magenta Yellow Key [CMYK], Pantone)
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Career Field
Course
Name
Description

Information Technology
Video and Sound
Students will create professional video and audio productions for distribution
in traditional and new media channels. Students will plan, produce, edit, and
launch media products. Students will develop scripts and storyboards,
compose shots and operate cameras, capture sounds using microphone
hardware, apply special effect techniques, and edit to achieve the final
product. Students will be able to use animation and graphic design for video.

Strand

1. Business Operations/21st Century Skills
Learners apply principles of economics, business management,
marketing, and employability in an entrepreneur, manager, and
Outcome/TPO employee role to the leadership, planning, developing, and
analyzing of business enterprises related to the career field.

32

I

1.1.
REQUIRED Employability Skills: Students will develop career
awareness and employability skills (e.g., face-to-face, online) needed for
gaining and maintaining employment in diverse business settings. The student
will utilize the Internet and classroom resources to examine and discuss the
impact of information technology on society with 85 percent accuracy.
1.1.1.
Identify the knowledge, skills, and abilities necessary to succeed
in careers.
1.1.2.
Identify the scope of career opportunities and the requirements
for education, training, certification, licensure, and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways,
and secondary and postsecondary options.
1.1.4.
Describe the role and function of professional organizations,
industry associations, and organized labor and use networking techniques to
develop and maintain professional relationships.
Competencies 1.1.5.
Develop strategies for self-promotion in the hiring process (e.g.,
filling out job applications, résumé writing, interviewing skills, portfolio
development).
1.1.6.
Explain the importance of work ethic, accountability, and
responsibility and demonstrate associated behaviors in fulfilling personal,
community, and workplace roles.
1.1.7.
Apply problem-solving and critical-thinking skills to work-related
issues when making decisions and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior, and
appearance and manage those to establish and maintain professionalism.
1.1.9.

Competencies

1.1.10.
demands.

Give and receive constructive feedback to improve work habits.
Adapt personal coping skills to adjust to taxing workplace

1.1.11.
Recognize different cultural beliefs and practices in the workplace
and demonstrate respect for them.
1.1.12.
Identify healthy lifestyles that reduce the risk of chronic disease,
unsafe habits, and abusive behavior.
1.2.
REQUIRED Leadership and Communications: Students will process,
maintain, evaluate, and disseminate information in a business. Develop
Outcome/TPO leadership and team building to promote collaboration. Students will apply their
knowledge by creating a written reports on word processing software with 70%
accuracy.
1.2.1.
Extract relevant, valid information from materials and cite
sources
of
information.
Competencies
1.2.2.
Deliver formal and informal presentations.
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1.2.3.
Identify and use verbal, nonverbal, and active listening skills to
communicate effectively.
1.2.4.

Use negotiation and conflict-resolution skills to reach solutions.

1.2.5.
Communicate information (e.g., directions, ideas, vision,
workplace expectations) for an intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of
communication.
1.2.7.
Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
1.2.8.
Identify the strengths, weaknesses, and characteristics of
leadership styles that influence internal and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or
electronic communications (e.g., common content for large audience, control of
tone, speed, cost, lack of non-verbal cues, potential for forwarding information,
longevity).
1.2.10.
Use interpersonal skills to provide group leadership, promote
collaboration, and work in a team.
1.2.11.
Write professional correspondence, documents, job applications,
and résumés.

Outcome/TPO

1.2.12.

Use technical writing skills to complete forms and create reports.

1.2.13.
1.2.14.

Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.

1.3.
REQUIRED Business Ethics and Law: Students will analyze how
professional, ethical, and legal behavior contributes to continuous improvement
in organizational performance and regulatory compliance. After reading the
assigned text, the student will be able to identify legal and ethical behavior with
75% accuracy using role playing/role reversal activities.
1.3.1.
Analyze how regulatory compliance affects business operations
and organizational performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean,
safe, and healthy work environment.

Competencies
1.3.3.
Use ethical character traits consistent with workplace standards
(e.g., honesty, personal integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws affect
products and services.
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1.3.5.
Access and implement safety compliance measures (e.g.,
quality assurance information, safety data sheets [SDSs], product safety data
sheets [PSDSs], United States Environmental Protection Agency [EPA], United
States Occupational Safety and Health Administration [OSHA]) that contribute
to the continuous improvement of the organization.

1.3.6.
Identify deceptive practices (e.g., bait and switch, identity theft,
unlawful door-to-door sales, deceptive service estimates, fraudulent
misrepresentations) and their overall impact on organizational performance.
1.3.7.
Identify the labor laws that affect employment and the
consequences of noncompliance for both employee and employer (e.g.,
harassment, labor, employment, employment interview, testing, minor labor
laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC]).
1.3.8.
Verify compliance with computer and intellectual property laws
and regulations.
1.3.9.
Identify potential conflicts of interest (e.g., personal gain, project
bidding) between personal, organizational, and professional ethical standards.

Outcome/TPO

1.4.
REQUIRED Knowledge Management and Information Technology:
Students will demonstrate current and emerging strategies and technologies
used to collect, analyze, record, and share information in business operations.
Given demonstrations, examples, scanner, and graphic software, the student
will be able to demonstrate and select the most appropriate graphics software
for a visual according to industry standards with 85 percent accuracy.
1.4.1.
Use office equipment to communicate (e.g., phone, radio
equipment, fax machine, scanner, public address systems).

1.4.2.
Select and use software applications to locate, record, analyze,
and present information (e.g., word processing, e-mail, spreadsheet,
Competencies databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations, and codes
(e.g., property, privacy, access, accuracy issues, client and patient record
confidentiality) pertaining to technology specific to the industry pathway.
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1.4.4.

Use system hardware to support software applications.

1.4.5.
Use information technology tools to maintain, secure, and
monitor business records.
1.4.6.
Use an electronic database to access and create business and
technical information.
1.4.7.
Use personal information management and productivity
applications to optimize assigned tasks (e.g., lists, calendars, address books).
1.4.8.
Use electronic media to communicate and follow network
etiquette guidelines.

Strand
Description

Outcome/TPO

Competencies

2. IT Fundamentals
Learners apply fundamental principles of IT, including the history of IT
and its impact on society, common industry terms, systems theory,
information storage and retrieval, database management, and computer
hardware, software, and peripheral device configuration and installation.
This base of knowledge and skills may be applied across the career
field.
2.4. Emerging Technologies: Students will identify trending technologies,
their fundamental architecture, and their value in the marketplace.
2.4.1. Investigate the scope and the impact of mobile computing
environments on society.
2.4.2. Describe the differences, advantages, and limitations of cloud
computing (e.g., public cloud, private cloud, hybrid cloud) and on-premises
computing.
2.4.3. Utilize cloud computing applications (e.g. services, applications,
virtual environments).
2.7. Web Architecture: Students will explain the fundamentals of delivering
information and applications using web architecture. The student will utilize

Outcome/TPO

the Internet and classroom resources to distinguish and explain the type
of software associated with information technology with 85 percent
accuracy.
2.7.1.

Competencies

Describe methods of securely transmitting data.

2.7.2. Describe ways to present data (e.g., mobile applications, desktop
applications, web applications).
2.7.3.

Differentiate between a client and a server.
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2.7.4. Identify how the use of different browsers and devices affects the look
of a webpage.
2.7.5. Explain the relationship between data transmission volumes,
bandwidth, and latency.
2.7.6.

Describe the characteristics and use of browser plug-ins.

2.7.7. Compare the advantages and disadvantages of running an in-house
server or using a service provider.
2.7.8. Describe the difference between static and dynamic sites and the
reasons for using each.

Outcome/TPO

2.9. Project Concept Proposal: Students will develop a project concept
proposal. Given information sources, appropriate materials, in class

examples, and exercises, the student will be able to prepare the
preliminary application with a minimum 75% accuracy.
2.9.1.

Identify and incorporate branding strategies.

2.9.2.

Determine the scope and purpose of the project.

2.9.3. Determine the target audience, client needs, expected
Outcome/TPOs, objectives, and budget.
Competencies

2.9.4.

Develop a conceptual model and design brief for the project.

2.9.5. Develop a timeline, communication plan, task breakdown, costs (e.g.,
equipment, labor), deliverables, and responsibilities for completion.
2.9.6.

Develop and present a comprehensive proposal to stakeholders.

2.10. Equipment: Students will select, operate, and maintain equipment. The
Outcome/TPO

student will utilize classroom instruction and classroom resources and
equipment to create business documents using word processing
software with 85 percent accuracy.

Competencies

2.10.1.
2.10.2.
2.10.3.
2.10.4.
2.10.5.
2.10.6.
2.10.7.
2.10.8.
2.10.9.

Identify hardware platforms, configurations, and support models.
Identify processor, memory, and storage requirements.
Identify architecture requirements.
Identify software application requirements.
Prepare and operate equipment per project design specifications.
Monitor equipment operation and troubleshoot issues and problems.
Backup, archive, and manage data.
Prepare equipment for storage or decommissioning.
Perform routine maintenance per manufacturer specifications.

Outcome/TPO

2.11. Troubleshooting: Students will select and apply troubleshooting
methodologies for problem solving. Given the appropriate readings and
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class activities, the student will be able to demonstrate basic knowledge
for troubleshooting computer systems based on a minimum of 75%
accuracy on an assessment document.
2.11.1. Identify the problem.
2.11.2. Select troubleshooting methodology (e.g., top down, bottom up, follow
the path, spot the differences).
Competencies

2.11.3.
2.11.4.
2.11.5.
2.11.6.
2.11.7.

Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Test a solution.
Implement a solution.

2.11.8. Document the problem and the verified solution.
2.12. Performance Tests and Acceptance Plans: Students develop
performance tests and acceptance plans. Given discussion and appropriate
Outcome/TPO

readings, the student will be able to demonstrate knowledge of
developing a project plan by scoring a minimum of 75% on the
assessment document.
2.12.1. Create a written procedure agreed by the stakeholders and project
team for determining the acceptability of the project deliverables.
2.12.2. Develop a test system that accurately mimics external interfaces.

Competencies

2.12.3. Develop test cases that are realistic, compare with expected
performance, and include targeted platforms and device types.
2.12.4. Develop, perform, and document usability and testing integration.
2.12.5. Make corrections indicated by test results.
2.12.6. Seek stakeholder acceptance upon successful completion of the test
plan.

Outcome/TPO

2.13. Rollout and Handoff: Students will plan rollout and facilitate handoff to
customer. The student will utilize classroom instruction and

classroom resources and equipment to create presentations using
presentation graphics software with 85 percent accuracy.
2.13.1. Include overall project goals and timelines in the rollout plan.
2.13.2. Communicate rollout plans to key stakeholders in a timely manner.
2.13.3. Conduct final review and approvals according to company standards.

Competencies

2.13.4. Identify support staff, training needs, and contingency plans in the
rollout plan.
2.13.5. Test delivered application to assure that it is fully functional for the
customer or user and meets all requirements.
2.13.6. Deliver support and training materials.
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Strand
Description

6. Web Development
Learners apply principles of design and technology, including
programming standards and protocols, to create, test, host, and
maintain webpages and websites with text, graphics, multimedia,
scripting, linking, and data integration in a structure that is easy to
navigate and accessible for all users via a variety of hardware and
software platforms. Given appropriate elements of interactive media,
the student will produce an interactive multimedia project based on
client-based functional specifications.
6.2. Links and Multimedia: Students will add links to a webpage and insert
multimedia files. Given a print-out of an Internet program’s page coding,

Outcome/TPO

the
student will identify all the programming codes and tags in the
document, and identify its features and strengths, with 85% accuracy.
6.2.1.

Create absolute links and relative links.

6.2.2. Write a Hypertext Markup Language (HTML) anchor that links to
another section of the same webpage.
Competencies

Strand
Description

6.2.3. Create hyperlinks that send e-mail messages and download files.
6.2.4. Insert image and wrap text around the image using Cascading Style
Sheets (CSS).
6.2.5. Resize a graphic image in a webpage using CSS.
6.2.6. Insert audio and video files into a webpage using HTML tags.
6.2.7. Build a hover or mouseover effect to change the style of a link.

7. Digital Media
Learners apply principles of digital media to produce interactive media;
develop and produce multimedia applications; integrate typography into
media; create 3D models and 2D and 3D animation; and create digital
video, audio, and photographs.
7.1. Interactive Media: Students will describe and explain interactive media
and interactive media production. Given demonstrations and examples as

Outcome/TPO

well as appropriate software, the student will be able to create and
render the 3-D model according to industry standards, with 85 percent
accuracy.
7.1.1. Identify the types and uses of interactive media environments (e.g.,
web-based, kiosks, games, mobile devices, video, print).

Competencies

7.1.2.

Describe the components of interactive media.

7.1.3.

Identify the major characteristics of interactive media presentations.
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7.1.4. Identify important historical developments and future trends in
interactive media.
7.1.5.

Identify the major interactive media genres.

7.1.6. Perform critical review of interactive media products in different
genres.
7.1.7. Identify the intellectual property rights, responsibilities, and controls
related to interactive media.
7.1.8.

Analyze the social and cultural implications of interactive media.

7.1.9. Identify major applications for interactive media (e.g., sales and
marketing, interactive advertising, education, corporate training, corporate
communications, distance learning, news, entertainment).
7.1.10. Identify specific uses for interactive media in each potential market.
7.2. Multimedia Tools: Students will develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications. After reading the
Outcome/TPO

assigned text, observations of workplace work areas/equipment, and
completing practice exercises, the student will demonstrate knowledge
of health and safety standards/concepts with a score of 85% on a
testing instrument.
7.2.1. Choose a navigational menu structure (e.g., rollovers, drop-downs,
disjointed).
7.2.2.

Construct and place navigational units.

7.2.3.

Build in interactive elements.

7.2.4. Determine uses and needs for site maps, multimedia scripts,
storyboards, and flowcharts.
7.2.5. Make preliminary sketches showing placement of images and text on
screen.
Competencies
7.2.6.

Show placement of buttons and navigational graphics.

7.2.7.

Provide information on color schemes.

7.2.8.

Describe music, video, and special effects to be used.

7.2.9.

Provide a sample layout to stakeholders for review.
7.2.10. Select and create visual design elements appropriate for
the intended audience and use.
7.2.11. Develop characters and narrative to support intended Outcome/TPOs.
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Production: Students will produce interactive media. Given
demonstrations and examples as well as appropriate software, the
student will be able to utilize the basic principles of animation and
identify available animation software programs, with 85 percent accuracy.
7.3.

Outcome/TPO

7.3.1. Select the media elements to be used (e.g., sound, video, graphics,
text, animation).
7.3.2. Generate text for multi-image presentations (e.g., title graphics,
charts, graphs).

Competencies

7.3.3.

Incorporate graphics (e.g., digital, hand-drawn, photographic).

7.3.4.

Incorporate computer animation.

7.3.5. Prepare and integrate photographic images and special effects with
graphic images.
7.3.6.

Incorporate video footage.

7.3.7.

Edit video footage.

7.3.8. Record and/or acquire sound tracks (e.g., narrative, voiceover, sound
effects, music).
7.3.9. Integrate sound with visuals.
7.3.10. Produce, test, debug, and archive a final product.
Video: Students will create a video production. Given demonstrations
and examples as well as appropriate software, the student will be able
to identify the skills/equipment required for film/video production
according to industry standards, with 85 percent accuracy.
7.7.
Outcome/TPO

7.7.1.
7.7.2.
7.7.3.
7.7.4.
7.7.5.
Competencies

Identify equipment and other production needs.
Analyze the script and storyboard to develop a production schedule.
Set up audio, lighting, and scenery for a shoot.
Select a video recording format and shoot a video.
Select a linear or nonlinear editing system and edit a video.

7.7.6. Add transitions (e.g., dissolves, wipes, cuts), titles, special effects,
and digital effects.
7.7.7.

Add a sound track, narration, and/or voiceover.

7.7.8.

Export a video to desired medium.

Audio: Students will create an audio production. Given
demonstrations and appropriate tools, the student will be able to
describe the basic acoustic principles and formulae, analog/digital
7.8.

Outcome/TPO
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signal processing and critique audio recording utilizing current trends in
electronic music, with 85 percent accuracy.

Competencies

7.8.1.

Evaluate performance needs and technical resources.

7.8.2.

Identify sound requirements based on script analysis.

7.8.3.
7.8.4.

Design score appropriate to production and post-production needs.
Determine microphone and speaker placement.

7.8.5.

Select and incorporate Foley mechanical and electrical sound effects.

7.8.6. Set up and operate audio-for-video recording devices.
7.8.7. Set up and operate a time code system for audio-video
synchronization.
7.8.8. Perform audio mixing.

Typography: Students will integrate typography in media. Given
demonstrations, examples, sample alphabets, and
proportional wheel, the student will be able to select and interpret an
appropriate font for an advertising piece with 85 percent accuracy.
7.5.

Outcome/TPO

Competencies

7.5.1.
7.5.2.
7.5.3.

Identify typographic measurements (e.g., picas, points, pixels, ems).
Mix families of type within a project.
Select appropriate kerning, leading, tracking, and other related formatting.

7.5.4.
print).

Identify appropriate typefaces (e.g., serif, sans serif, Web Safe, screen,

7.5.5.

Prepare a type style guide.

Animation: Students will create 2D and 3D animation. Given different 3-D
images, demonstrations, and examples,
the student will be able to demonstrate knowledge of the steps and
components for a 3-D model,
with 85 percent accuracy.
7.6.

Outcome/TPO

Competencies

7.6.1.
7.6.2.
7.6.3.

Develop a plan and storyboard for an animation.
Import 2D or 3D assets.
Create key frames and apply tweens and paths.

7.6.4.

Create special effects and virtual navigation.

7.6.5.
7.6.6.

Create 2D or 3D environments.
Render and export animations.
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6. Scope and Sequence
Sequence/Curriculum Mapping
Junior Year/Semester 1
Creating and Editing Digital Graphics 1451000
Week Competencies being taught
1.1.
REQUIRED Employability Skills: Develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and
maintaining employment in diverse business settings.
1.4.
REQUIRED Knowledge Management and Information Technology:
Demonstrate current and emerging strategies and technologies used
to collect, analyze, record, and share information in business
operations.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
2.4.
Emerging Technologies: Identify trending technologies, their
1
fundamental architecture, and their value in the marketplace.
1.2.
REQUIRED Leadership and Communications: Process, maintain,
evaluate, and disseminate information in a business. Develop leadership and
team building to promote collaboration.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
2.4.
Emerging Technologies: Identify trending technologies, their
2
fundamental architecture, and their value in the marketplace.
1.3.
REQUIRED Business Ethics and Law: Analyze how professional,
ethical, and legal behavior contributes to continuous improvement in
organizational performance and regulatory compliance.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
2.12. Performance Tests and Acceptance Plans: Develop performance tests
3
and acceptance plans.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
4
2.13. Rollout and Handoff: Plan rollout and facilitate handoff to customer.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
5
6.1.
Webpages: Create basic webpages.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
6.1.
Webpages: Create basic webpages.
6.2.
Links and Multimedia: Add links to a webpage and insert multimedia
6
files.
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7.2.
Multimedia Tools: Develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications.
7.3.
Production: Produce interactive media.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
6.2.
Links and Multimedia: Add links to a webpage and insert multimedia
files.
7.2.
Multimedia Tools: Develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications.
7.3.
Production: Produce interactive media.
7
6.2.
Links and Multimedia: Add links to a webpage and insert multimedia
files.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.2.
Multimedia Tools: Develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications.
7.3.
Production: Produce interactive media.
8
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
2.9.
Project Concept Proposal: Develop a project concept proposal.
7.3.
Production: Produce interactive media.
9
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.4.
Graphics: Construct and manipulate digital graphics.
10

12

2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
7.4.
Graphics: Construct and manipulate digital graphics.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
7.4.
Graphics: Construct and manipulate digital graphics.

13

7.5.

Typography: Integrate typography in media.

14

7.5.
7.5.
7.9.

Typography: Integrate typography in media.
Typography: Integrate typography in media.
Photographs: Create photographs.

7.9.

Photographs: Create photographs.

11

15
16
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17

18

7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.9.
Photographs: Create photographs.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.9.
Photographs: Create photographs.
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Sequence/Curriculum Mapping
Junior Year/Second semester
Design Techniques 145095
Week Competencies being taught
1.1. REQUIRED Employability Skills: Develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and
maintaining employment in diverse business settings.
1.4.
REQUIRED Knowledge Management and Information Technology:
Demonstrate current and emerging strategies and technologies used to
collect, analyze, record, and share information in business operations.
1
2.10. Equipment: Select, operate, and maintain equipment.
1.2.
REQUIRED Leadership and Communications: Process, maintain,
evaluate, and disseminate information in a business. Develop leadership and
2
team building to promote collaboration.
1.3.
REQUIRED Business Ethics and Law: Analyze how professional,
ethical, and legal behavior contributes to continuous improvement in
3
organizational performance and regulatory compliance.
2.4.
Emerging Technologies: Identify trending technologies, their
4
fundamental architecture, and their value in the marketplace.
2.7.
Web Architecture: Explain the fundamentals of delivering information
5
and applications using web architecture.
2.9.
Project Concept Proposal: Develop a project concept proposal.
6
7
8
9
10

11

12
13
14
15

2.10. Equipment: Select, operate, and maintain equipment.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
2.12. Performance Tests and Acceptance Plans: Develop performance tests
and acceptance plans.
2.13. Rollout and Handoff: Plan rollout and facilitate handoff to customer.
6.1.
Webpages: Create basic webpages.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
6.1.
Webpages: Create basic webpages.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.2.
Multimedia Tools: Develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications.

17

7.3.
7.4.
7.9.
7.5.
7.9.

Production: Produce interactive media.
Graphics: Construct and manipulate digital graphics.
Photographs: Create photographs.
Typography: Integrate typography in media.
Photographs: Create photographs.

18

7.9.

Photographs: Create photographs.

16
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Sequence/Curriculum Mapping
Senior Year /First semester

Animation 145115
Week Competencies being taught
1.1. REQUIRED Employability Skills: Develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and
maintaining employment in diverse business settings.
1.4.
REQUIRED Knowledge Management and Information Technology:
Demonstrate current and emerging strategies and technologies used to
collect, analyze, record, and share information in business operations.
1
2.10. Equipment: Select, operate, and maintain equipment.
1.2.
REQUIRED Leadership and Communications: Process, maintain,
evaluate, and disseminate information in a business. Develop
leadership and team building to promote collaboration.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
2
problem solving.
1.3.
REQUIRED Business Ethics and Law: Analyze how professional,
ethical, and legal behavior contributes to continuous improvement in
organizational performance and regulatory compliance.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
3
problem solving.
4

7.6.

5

2.9.
Project Concept Proposal: Develop a project concept proposal.
2.4.
Emerging Technologies: Identify trending technologies, their
fundamental architecture, and their value in the marketplace.
2.12. Performance Tests and Acceptance Plans: Develop performance tests
and acceptance plans.
2.12. Performance Tests and Acceptance Plans: Develop performance tests
and acceptance plans.
2.13. Rollout and Handoff: Plan rollout and facilitate handoff to customer.

6
7
8
9
10
11
12

2.13.
6.2.
files.
6.2.
files.

Animation: Create 2D and 3D animation.

Rollout and Handoff: Plan rollout and facilitate handoff to customer.
Links and Multimedia: Add links to a webpage and insert multimedia
Links and Multimedia: Add links to a webpage and insert multimedia

14

7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.2.
Multimedia Tools: Develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications.

15

7.3.

13

Production: Produce interactive media.
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I

16

7.4.

Graphics: Construct and manipulate digital graphics.

17

7.5.

Typography: Integrate typography in media.

18

I 7.6.

Animation: Create 2D and 3D animation.
Sequence/Curriculum Mapping
Second year/Second semester
Video and Sound

Course Name and course #
Week Competencies being taught
1.1.
REQUIRED Employability Skills: Develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and
maintaining employment in diverse business settings.
1.4.
REQUIRED Knowledge Management and Information Technology:
Demonstrate current and emerging strategies and technologies used to
collect, analyze, record, and share information in business operations.
1
1.2.
REQUIRED Leadership and Communications: Process, maintain,
evaluate, and disseminate information in a business. Develop leadership and
team building to promote collaboration.
1.3.
REQUIRED Business Ethics and Law: Analyze how professional,
ethical, and legal behavior contributes to continuous improvement in
organizational performance and regulatory compliance.
2
2.4.
Emerging Technologies: Identify trending technologies, their
3
fundamental architecture, and their value in the marketplace.
2.4.
Emerging Technologies: Identify trending technologies, their
4
fundamental architecture, and their value in the marketplace.
2.7.
Web Architecture: Explain the fundamentals of delivering information
5
and applications using web architecture.
6
7
8
9

2.10. Equipment: Select, operate, and maintain equipment.
2.11. Troubleshooting: Select and apply troubleshooting methodologies for
problem solving.
2.12. Performance Tests and Acceptance Plans: Develop performance tests
and acceptance plans.

12

2.13. Rollout and Handoff: Plan rollout and facilitate handoff to customer.
6.2.
Links and Multimedia: Add links to a webpage and insert multimedia
files.
7.1.
Interactive Media: Describe and explain interactive media and
interactive media production.
7.2.
Multimedia Tools: Develop navigational structures, scripts,
storyboards, and flowcharts for multimedia applications.
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7.3.

10
11

Production: Produce interactive media.

48

14
15
16

7.7.
7.3.
7.7.
7.3.
7.8.
7.3.
7.3.
7.7.

Video: Create a video production.
Production: Produce interactive media.
Video: Create a video production.
Production: Produce interactive media.
Audio: Create an audio production.
Production: Produce interactive media.
Production: Produce interactive media.
Video: Create a video production.

7.3.
7.7.

Production: Produce interactive media.
Video: Create a video production.

17
18
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Section 7:Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to
the business community. The standards set for these competencies are
recommended by the advisory committee members and local employers in the
community and evaluated by the teacher following these guidelines. In order to
receive credit for the course, competencies to be mastered must be determined by
the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the
effectiveness of the total program, the following procedures will be used:
•
•
•
•
•
•
•
•
•

Pretests
Post tests
Teacher observation and evaluation
Portfolio
Class discussions
Skill testing
Project development
Daily grades
Work-based learning experiences

Measurement of learning will be an ongoing activity with emphasis on laboratory
activities and competency improvement. Evaluation will be accomplished through preassessment of student’s skills, frequent formative assessment, both visual and written,
and summative evaluation to determine the mastery of competencies. Formative
assessments that are conducted during instruction help the teacher make necessary
instructional adjustments. The instructor may decide to alter instructional materials and
methods if students are experiencing difficulties in learning what is being taught. All
evaluations are in the form of points received out of points possible. A percentage is
then calculated and a letter grade is assigned. Progress reports on all students are
distributed to parents on the mid-term of each grading period.
Grading Scale
A
100-92
B
91-82
C
81-72
D
71-62
F
Below 62
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Creating and Editing Digital Graphics & Images
Course Syllabus
OVERVIEW
Catalog description: This course will instruct the student to create, edit, manipulate
and manage digital imagery using Adobe Photoshop, utilizing the most recent
version of software available, Adobe CS6.
Prerequisites: none. It is assumed the student has a general knowledge of computers
and keyboarding
Online Format: This class is in an online learning format. There are no meeting or
class times, and students are expected to complete the work associated with this
class on their own time, following the course deadlines. (An online class does not
mean it is self-paced, you are expected to complete the work by the deadlines
assigned) It is expected that students will commit to spending time using the
software, completing the chapter work, homework, and additional assignments. In
order to be an effective software user, students must spend time practicing and
creating files of their own as well.

TEXT AND MATERIALS/SUPPLIESAdobe Photoshop, CS6, Illustrated Series ISBN-13 # 978113319039
STUDENT LEARNING OUTCOMES
Using Adobe Photoshop:
1. Enable the student to effectively utilize the features of Adobe
Photoshop CS6 in the creation of an illustration and/or variety of digital
images.
2. Enable the student to work with imported text and graphics
3. Enable the student to work with selections
4. Enable the student work with paths, masks, and channels
5. Enable the student manipulate selections and layers

SCHEDULE OF INSTRUCTIONAL ACTIVITIESWeek 1-3 Syllabi Review, Canvas Review, Course Overview Unit A: Getting Started
with Photoshop CS6
Week 4-6 Unit B: Selecting Pixels
Week 6-7 Unit C: Working with Layers,
Week 7-9 Unit D: Working with Type and Gradients
Unit E: Improving Images with Adjustment Layers
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Week 9-11: Unit F: Working with Brushes and Effects
Week 11-13

Unit G: Creating Special Effects

Week 13-15

Unit H: Improving Productivity

Week 15-17

Final Project Review and Completion
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ANIMATION
COURSE SYLLABUS

OVERVIEW
Catalog Description: This course will instruct the student to create, edit, manipulate and manage

digital animation files using Adobe Creative Cloud After Effects.
Prerequisites/Co-requisites: None
TEXT AND MATERIALS/SUPPLIES:
Adobe After Effects CC Classroom in A Book, ISBN # 978-0-321-92960-0
COURSE STUDENT LEARNING OUTCOMES:
Enable the student to design, create and edit an animation
Enable the student to import and manipulate graphics, audio, and video files. Enable the
student to create, edit and manipulate text within an animation. Enable the student to
add special effects to projects.

SCHEDULE OF INSTRUCTIONAL ACTIVITIES

Chapter Work and Additional Homework Assignments

WEEK # AND DATE

SUBJECT MATTER

LEARNING
OUTCOME
#

Week 1 -3

Course Review, Syllabi
Review, Canvas Review,
Setting Up a Personal
YouTube Channel
Topic/Chapter 1

Week 4-7

Getting
Started/Getting
to Know the
Workflow in After
Effects

1,2

Topic/Chapter 14

Rendering and
Outputting

1,2

Topic/Chapter 2

Creating a Basic
Animation Using
Effects and
Presets

1,2,3,4
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Homework
Assignment # 1
1,2,3,4
Week 7-9

Topic/Chapter 3

Animating Text

1,2,3,4

Homework
Assignment # 2

1,2,3,4

Week 9-10

Topic/Chapter 4

Working with
Shape Layers

1,2,3,4

Week 10-12

Topic/Chapter 5

Animating a
Multimedia
Presentation

1,2,3,4

Week 12-14

Topic/Chapter 6

Animating
Layers
Homework
Assignment # 3

1,2,3,4

Week 14-16

Topic/Chapter 7
Topic/Chapter 9

Working with
Masks
Performing Color
Correction

1,2,3,4

Week 16-17

Final Project

Final Project
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1,2,3,4

DIGITAL VIDEO EDITING

OVERVIEW
Catalog Description: Introduces students to video production, compression,
and editing concepts. Students will record video, capture the video to a
computer, build a video presentation using a combination of video, sound,
graphics, titles, and effects. This is a hands-‐on course. Classwork will
contribute to a student portfolio
Prerequisites/Co-‐requisites:
None. It is assumed the student has a general knowledge of
computers and keyboarding.
Lecture and Class:
Class will be a mixture of lecture and lab time. This class will meet for four (4)
hours per week on Mondays and Wednesdays from 10:00 am to 11:50 am.
Course Delivery: Traditional
TEXT AND MATERIALS/SUPPLIES:
Textbook: Adobe Premiere Pro CC 2015 Release
Classroom in a Book. ISBN-‐13: 978-‐0-‐13-‐430998-‐9 by
Adobe Press/Pearson.
One large capacity jump drive or external hard drive is recommended to
transport your movies. Headphones are recommended and may be used in
class when working on exams and projects.
COURSE STUDENT LEARNING OUTCOMES:
• Demonstrate proper use of grammar and spelling in projects.
• Interpret assignment, create a solution (video), and evaluate
the result (assessment).
• Demonstrate tolerance and respect for different aspects of diversity.
• Illustrate the use of copyright rules.
• Demonstrate oral communication skills.
• Create movies and exported movies utilizing various layers,
transitions, effects, audio, and keyframes.
SCHEDULE OF INSTRUCTIONAL ACTIVITIES
Topic 1 – About Digital Video
Editing Topic 2 – Getting to
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Know Premiere
Topic 3 – Collecting, Capturing and Importing
Material Topic 4 – Editing Video
Topic 5 – Markers and
Transitions Topic 6 – Titles
and Credits
Topic 7 – Alpha Channels, Mattes, and
Keyframes Topic 8 – Effects and Titles
Topic 9 – Editing
Audio Topic 10 –
Exporting Video
Topic 11 – Creating Internet Media
Week 1

Syllabus, Canvas, Getting Started, Lessons 1, 2, 3

Week 2

Holiday, Lessons 4

Week 3

Lessons 5, 6, 7

Week 4

Lab #1 and Review for Exam/Group Project-‐Final
Project work

Week 5

Exam 1 and Lesson 8

Week 6
Paper Due

Lessons 9 and 10; Storyboards and One Page

Week 7

Lessons 11 and 12

Week 8

Lessons 13 and

Lab #2
Week 9

Exam #2 and Videoing

Week 10

Lessons 14 and 15

Week 11

Lessons 16 and 17

Week 12

Lab time-‐Final Project files on
I:/zetsu drive.

Week 13

Lessons 18 and 19; Lab #3

Week 14

Final Project Presentations
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Week 15

Final Exam

NOTE: This is a tentative schedule. The time frame set above is approximate;
adjustments may be necessary during the semester and is subject to
change at the discretion of the instructor. Check the calendar in Canvas
for updates.
LABORATORIES, CLINICALS, FIELD WORK/ SPECIAL REQUIREMENTS
Students should read each chapter assigned and watch the video in Canvas before
coming to class. This course is basically a lab with lecture covering the main points
of each section. In-‐class lab time might be provided after the lecture, but homework
may need to be completed in the lab outside of regular class hours.
Homework.. Homework submitted after that time receives only half credit.
Homework assignments submitted more than one week late will not be accepted.
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TESTING AND EVALUATION
1. There will be Canvas quizzes after each lesson.
2. There will be three lab projects for you to complete. These will assess if you
understand the material in the book and help you prepare for the exam.
3. There will be three written and three test projects for you to complete. All media
materials, requirements, and instructions will be given to you in order to complete
the assignment. Design and creativity will be evaluated along with the required
elements to figure your overall grade for the projects. These will be given on
campus. Check Canvas for dates and times.
4. A group project and final project with storyboards will also be assigned and
will be due week 14. You will present your projects to the class and assess
your peers’ projects.
5. Announced and unannounced in-‐class assignments and quizzes may be given.
Grades will be based on a point system. Quizzes, labs, exams, and the final project
will have an assigned point value. Your final grade will be your total points earned
divided by the total points possible for all quizzes, labs, exams and final project.
The written exams will cover the information in the videos, in the textbook, or any
supplemental material. The hands-‐on exams will be objective and includes the
processes that were practiced in the homework.
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Section 9: Career Field Technical Content Standard
https://education.ohio.gov/getattachment/Topics/Career-Tech/Information-TechnologyCareer-Field/InformationTechnology_StandardsDocument_September2013pdf.pdf.aspx
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Section 3: Approval by School Board Resolution
Findlay City Schools Board of Education
WHEREAS, the Medical Technologies Program Advisory Committee of Millstream Career
Center has reviewed the Millstream Career Center Medical Technology Course of Study, and
WHEREAS, the course of study is based upon the Ohio Career Field Technical Content
Standards for Allied Health and Nursing and
WHEREAS, the Medical Technologies Program Advisory Committee has reviewed these
competencies and has edited competencies to address local labor market needs, and to
acknowledge the school district’s ability to offer specialized programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Findlay City Schools Board of Education adopt the Millstream
Career Center Medical Technology Course of Study.

Approval date:
Superintendent

Approval date:
Board President
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Section 4: District Mission, Vision, Philosophy and Goals
Findlay City Schools
Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.
We believe…
• All students and families have worth and are to be valued.
• Students need a safe and inclusive environment, in order to fully express
who they are.
• All students can learn.
• In order for each student to thrive, students, families, staff and
community must be vested in their growth and development.
• All students need opportunities in and out of the classroom.
• The Seven Habits of Highly Effective People:
o Habit 1: Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Understand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw
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Findlay City Schools
District Goals
Goal 1- 100% of students will graduate on time.
Strategy 1: Close the achievement gap improve, teacher performance, provide conducive learning
environments.
Goal 2- 100% of graduates will be enrolled in post-secondary or in the workforce within six month of their
program.
Strategy 2: Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 3- FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3: FCS will review facilities routinely, judging their cost effectiveness and potential for future
educational capabilities, FCS will continually work at providing timely security measure to ensure a safe
educational facilities. FCS will provide access to technology that meets the needs of 21st Century Learner.
Goal 4- FCS will develop and implement plans to ensure sufficient funding for
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Section 5: Program Description
Millstream Career Center Medical Technology Program
Overview of Program
The Medical Technology Program at Millstream Career Center is a two-year program
designed for 11th and 12th grade students who are interested in pursuing post-secondary
education or entering their chosen career field upon graduation. The program curriculum is
based on the Ohio Career Field Technical Content Standards Document for Allied Health and
Nursing. This curriculum is the result of a comprehensive review and refinement of content
by a panel of representatives from secondary, post-secondary and business leaders.
Students are encouraged to take the right classes so that they are prepared for their next
step in life. The following middle/high school portion of the program of study is a
recommended sequence for students interested in this career field.
Sample Program of Study – must address all grades even if not career tech
7
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Language Arts
Math

Language Arts
Math

English 2
Geometry

English 3
Algebra 2

English 4
Senior Math

Science

Science

Biology

Chemistry

Senior Science

Social Studies

Social Studies

English 1
Algebra 1
9th Grade
Science
Social Studies

Social Studies

PE

PE

Health/PE

PE

Pathway Intro
Course

Pathway Intro
Course

Social Studies
Health Science &
Technology
JM 072001
Medical
Terminology
JM 072150

Elective
Patient Centered
Care
JM 072050
Principles of
Allied Health
JM 072035

Foreign
Language

Elective

Computer
Applications

Art
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In the 11th and 12th grade component of the program, all students are part of a seamless curriculum,
which allows student to transition into post-secondary programs or enter their chosen career field upon
graduation. Each curriculum contains outcomes and competencies which are required.
The basic instructional philosophy for the program encourages project-based learning. An advisory
committee comprised of representatives from business and industry, program graduates and academic
representatives from school meets twice each year to provide input and guidance in this program.
Throughout the school year, students participate in a variety of work-based learning through individual
facility based classroom presentations to learn more about the industry as a whole. Students also
experience field trips to enhance postsecondary education opportunities. Early placement/ internships/
mentoring assignments/ job shadowing are all examples of possible work-based opportunities.
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College credit opportunities for have been developed between Millstream Career Center and various
institutions of higher learning. There is on-going dialogue following the established process and procedures
between our school and each participating institutions of higher learning to develop and maintain the
college credit opportunities. Opportunities may include college credit plus, articulated (bilateral) credit,
CT2, waiver of classes or other formats providing time-shortened or advanced skill college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization
SkillsUSA participation
SkillsUSA is a partnership of students, teachers and industry working together to ensure America has a
skilled workforce. Skills USA helps each student excel. Students can participate in a variety of activities;
community service, leadership and employability training and skill competitions. Participation in SkillsUSA
is required.
Students enrolled in Millstream Career Center Medical Technology Program are required to be members of
SkillsUSA. Participation in SkillsUSA provides the student with experiences in competitive events at local,
regional and national levels. In addition to the competitive events, the student learns citizenship,
parliamentary procedures, democratic principles, social skills and civic responsibility.
Population Served
The program is open to all 11th and 12th grade students.
Occupations Addressed
http://www.bls.gov/ooh/home.htm
High School Exit Careers

Associate Degree Exit
Careers
Dental Assistants
Dental Hygienist
EMT and Paramedics
Diagnostic Medical
Technicians
State Test Nurse Aides and Nuclear Medicine
Home Health Aides
Technologist
Medical Assistants
Radiation Therapists
Medical Transcriptionists
Radiologic and MRI
Technologist
Opticians
Respiratory Therapist
Pharmacy Technicians
Occupational and
Physical Therapy
Assistants

Baccalaureate Degree Exit Careers
Athletic Trainer
Dieticians and Nutritionists
Registered Nurse

Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state of Ohio or
member school district
 90% post program placement with 66% transition to post-secondary education
 95% participation in CTSO
 95% student attendance
10

Course Summaries
Health Sciences Capstone
Subject Code: 072105
The capstone course provides opportunities for students to apply knowledge, attitudes and skills that were learned in Health Sciences
program in a more comprehensive and authentic way. Capstones often include project/problem based learning opportunities that occur
both in and away from school. Under supervision of the school and through community partnerships, students may combine classroom
learning with work experience. This course can be delivered through a variety of delivery methods including cooperative education or
apprenticeship

Health Science and Technology
Subject Code: 072001
This first course in the career field provides students an overview of the opportunities available in the
healthcare industry. Students will learn fundamental skills in effective and safe patient care that can be applied
across a person’s lifespan. They will also be introduced to exercise science and sports medicine, the field of
biomedical research and the importance of managing health information.
Medical Terminology
Subject Code: 072150
This course focuses on the applications of the rules for constructing and defining medical terms with an
emphasis on building a working medical vocabulary. Topics include using the appropriate abbreviations and
symbols for anatomical, physiological and pathological classifications and the associated medical specialties
and procedures.
Students will decipher medical terms by identifying and using word elements with an emphasis on derivation,
meaning, and pronunciation. Further, students will interpret and translate medical records and documents.
Patient Centered Care
Subject Code: 072050
Students will apply psychomotor nursing skills needed to assist individuals in meeting basic human needs. Students will implement
interventions following a nursing assistant plan of care. Students will collect patient's vital signs including temperature, pulse rate,
respiration rate, and blood pressure. Students will perform phlebotomy procedures with emphasis on infection prevention, universal
precautions, proper patient identification, specimen acquisition, handling, and processing. Additionally, students will observe patients'
physical, mental, and emotional conditions and document any change

Principles of Allied Health
Subject Code: 072035
In this, first course students will apply knowledge and clinical skills necessary to assess, plan, provide, and
evaluate care to patients in varied healthcare settings. Students will apply first aid principles and techniques
needed for response to choking, cardiopulmonary resuscitation, and other life-threatening emergencies.
Emphasis will be placed on regulatory compliance, patient safety, pathophysiology, and medical
interventions. Additionally, this course introduces psychomotor skills needed to assist individuals in meeting
basic human needs.
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Section 6: Scope and Sequence
Health Science Career Field
Health Science and Technology
Subject Code: 072001
Outcome & Competency Descriptions
Course Description:
This first course in the career field provides students an overview of the opportunities available in the healthcare industry. Students
will learn fundamental skills in effective and safe patient care that can be applied across a person’s lifespan. They will also be
introduced to exercise science and sports medicine, the field of biomedical research and the importance of managing health
information.
Strand 1.

Outcome 1.1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in an entrepreneur,
manager and employee role to the leadership, planning, developing and analyzing of business enterprises related
to the career field.
Employability Skills
Develop career awareness and employability skills (e.g., face‐ to‐ face, online) needed for gaining and
maintaining employment in diverse business settings.
TPO Given access to online resources and classroom resources, the student will develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and maintaining employment in diverse
business settings as assessed by assignment preparedness, daily attendance, performance in the classroom and
clinical settings, and scoring at least 80% on written assessments.

Competencies
1.1.1.
Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2.
Identify the scope of career opportunities and the requirements for education, training, certification, licensure and
experience.
1.1.3.
Develop a career plan that reflects career interests, pathways and secondary and postsecondary options.
1.1.4.
Describe the role and function of professional organizations, industry associations and organized labor and use networking
techniques to develop and maintain professional relationships.
1.1.5.
Develop strategies for self‐ promotion in the hiring process (e.g., filling out job applications, resumé writing, interviewing
skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability and responsibility and demonstrate associated behaviors in fulfilling
personal, community and workplace roles.
1.1.7.
Apply problem‐ solving and critical‐ thinking skills to work‐ related issues when making decisions and formulating
solutions.
1.1.8.
Identify the correlation between emotions, behavior and appearance and manage those to establish and maintain
professionalism.
1.1.9.
Give and receive constructive feedback to improve work habits.
1.1.10.
Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect for them.
1.1.12.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive behavior.

Outcome 1.2.

Leadership and Communications
Process, maintain, evaluate and disseminate information in a business. Develop leadership and team building to
promote collaboration.
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TPO Given classroom and clinical opportunities the student will demonstrate communication and collaboration
skills amongst peers, instructors, clinical preceptors and patients through computer technology and classroom
assessment with 80% accuracy.
Competencies
1.2.3.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4.
Use negotiation and conflict‐ resolution skills to reach solutions.
1.2.5.
Communicate information for an intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of communication.
1.2.9.
Identify advantages and disadvantages involving digital and/or electronic communications.
1.2.10.
Use interpersonal skills to provide group leadership, promote collaboration and work in a team.
1.2.11.
Write professional correspondence, documents, job applications and résumés.
1.2.12.
Use technical writing skills to complete forms and create reports.
1.2.13.
Identify stakeholders and solicit their opinions.
An “X” indicates that the pathway applies to the outcome.
x Medical Bioscience
X Health Information
Pathways

X

Management

Outcome 1.3.

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Business Ethics and Law
Analyze how professional, ethical and legal behavior contributes to continuous improvement in organizational
performance and regulatory compliance.
TPO Through classroom, online and clinical setting resources students will analyze and demonstrate professional,
ethical and legal behavior that contributes to continuous improvement in organizational performance and
regulatory compliance by achieving a score of 80% or better on written assessment and clinical performance.

Competencies
1.3.1.
Analyze how regulatory compliance affects business operations and organizational performance.
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work environment.
1.3.3.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity, compassion, justice).
1.3.7.
Identify the labor and practice laws that affect employment and the consequences of noncompliance for both employee and
employer (e.g., harassment, labor, employment, employment interview, testing, minor labor laws, Americans with
Disabilities Act, Fair Labor Standards Acts, Equal Employment Opportunity Commission [EEOC], human trafficking) and
interpret personal safety rights according to the employee Right‐ to‐ Know Plan.
1.3.8.
Verify compliance with computer and intellectual property laws and regulations.
An “X” indicates that the pathway applies to the outcome.
x Medical Bioscience
X Health Information
Pathways

X

Management

Outcome 1.4.

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Knowledge Management and Information Technology
Demonstrate current and emerging strategies and technologies used to collect, analyze, record and share
information in business operations.
TPO Student will be able to demonstrate competent use and knowledge of current and emerging strategies and
technologies used to collect, analyze, record and share information in business operations by technology based
assessments and demonstration with at least 80% accuracy.

Competencies
1.4.3.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access, accuracy issues, client and
patient record confidentiality) pertaining to technology specific to the industry pathway.
1.4.7.
Use personal information management and productivity applications to optimize assigned tasks (e.g., lists, calendars,
address books).
1.4.8.
Use electronic media to communicate and follow network etiquette guidelines.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

13

Outcome 1.5.

Global Environment
Evaluate how beliefs, values, attitudes and behaviors influence organizational strategies and goals.
TPO With diverse educational experiences and resources the student will evaluate how beliefs, values, attitudes
and behaviors influence organizational strategies and goals by demonstrating their knowledge and understanding
with 80% accuracy on classroom and clinical assessments.

Competencies
1.5.1.
Describe how cultural understanding, cultural intelligence skills and continual awareness are interdependent.
1.5.2.
Describe how cultural intelligence skills influence the overall success and survival of an organization.
1.5.3.
Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4.
Recognize barriers in cross‐ cultural relationships and implement behavioral adjustments.
1.5.5.
Recognize the ways in which bias and discrimination may influence productivity and profitability.
1.5.6.
Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7.
Use intercultural communication skills to exchange ideas and create meaning.
1.5.8.
Identify how multicultural teaming and globalization can foster development of new and improved products and services
and recognition of new opportunities.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Outcome 1.6.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Business Literacy
Develop foundational skills and knowledge in entrepreneurship, financial literacy and business operations.
TPO Through classroom textbooks, online resources, engaging discussions students will develop foundational
skills and knowledge of entrepreneurship, financial literacy and business operations as evidence by achieving 80%
or better written assessment.

Competencies
1.6.5.
Describe organizational structure, chain of command, the roles and responsibilities of the organizational departments and
interdepartmental interactions (e.g., following physician’s orders).
1.6.9.
Explain how the performance of an employee, a department and an organization is assessed.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Strand 2.

Human Body System
Learners will discuss the various forms, functions and pathophysiology associated with body systems and
alterations related to the normal aging process, obtain a health history, perform an evaluation of body systems and
document using medical terminology.

Outcome 2.1.

Human Body Form, Function and Pathophysiology
Discuss the various human body systems, alterations related to the normal aging process and possible
dysfunctions.
TPO Utilizing classroom experiences, exercises, classroom resources the student will be able discuss with 80%
accuracy on all assessments, the various human body systems, alterations related to the normal aging process and
possible dysfunctions.

Competencies
2.1.14.
Describe the difference between pathology and physiology and the conditions typically observed during a disease state.
2.1.15.
Explain the pathophysiology changes associated with or resulting from disease or injury.
An “X” indicates that the pathway applies to the outcome.
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Pathways

X

Outcome 2.2.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Evaluate Body Systems
Use interviewing techniques, observation, auscultation, palpation and percussion to perform a systematic head‐
to‐ toe evaluation of the body systems and document using medical terminology.
TPO Utilizing classroom resources and equipment the student will utilize interviewing techniques, observation,
auscultation, palpation and percussion to perform a systematic head‐ to‐ toe evaluation of the body systems and
document using medical terminology as evidence by achieving an 80% or better The Head-to-Toe Performance
Demonstration Assessment.

Competencies
2.2.1.
Provide privacy and demonstrate cultural sensitivity.
An “X” indicates that the pathway applies to the outcome.
x Medical Bioscience
X Health Information
Pathways

X

Management

Outcome 2.3.

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Medical Terminology
Decipher medical terms through word origin and structure with an emphasis on derivation, meaning,
pronunciation and spelling.
TPO Utilizing a variety of classroom exercises, textbook and online resources the student will decipher medical
terms through word origin and structure with an emphasis on derivation, meaning, pronunciation and spelling as
assessed by scoring and 80% or higher on online, written and verbal classroom assessments.

Competencies
2.3.3
Use diagnostic, symptomatic, and procedural terms to read and interpret various medical reports.
2.3.4.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and pathological classifications and
the associated medical specialties and procedures.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Strand 3.

Therapeutic Interventions
Learners will administer or assist with environmental, health promotion, pharmacological, emergency, nutritional,
exercise and rehabilitative and dental and surgical interventions and/or procedures to improve the individuals’
outcome and quality of life across the life span within their scope of practice, evaluate outcomes and ensure
individual’s rights.

Outcome 3.1.

Environmental Interventions
Create and maintain a safe, sterile, efficient, age‐ appropriate care environment.
TPO Using classroom resources, opportunities to exercise, create and maintain a safe, sterile, efficient, age‐
appropriate care environment as evidence by demonstrations with 100% accuracy and 80% accuracy on written
assessments.

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and Prevention, for reducing the risk
of transmission of blood‐ borne and other pathogens.
3.1.3.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act (HIPAA).
3.1.6.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or ingestion of dangerous
materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous chemicals).
3.1.7.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.8.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
3.1.9.
Describe and follow the precautions used in oxygen therapy and pressurized gases.
3.1.10.
Clean, store, or dispose of supplies, specimens and laboratory glassware following protocol and standard precautions.
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3.1.12.
3.1.13.
3.1.20.

Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous material spill, infant/child
abduction, bomb threat, violent person, active shooter, missing adult and loss of power.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial) and provide safety
precautions.
Perform the safe operation, packing and cleaning of equipment.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Outcome 3.2.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Health Promotion Interventions
Identify and communicate health promotion and wellness to individuals, families and communities.
TPO Given access to online resources and classroom textbooks the student will identify and communicate health
promotion and wellness to individuals, families and communities as assessed by 80% accuracy on project
demonstrations and examinations..

Competencies
3.2.1.
Describe the national and state health agenda for wellness.
3.2.5.
Share information to promote, maintain and restore.
3.2.6.
Communicate the importance of age‐ appropriate healthy eating, exercise and preventative medicine.
3.2.7.
Communicate the medical benefits and risks associated with immunizations across the life span.
3.2.8.
Identify the components of wellness and communicate the relationship between physical fitness, physical performance,
injury prevention and nutritional intake.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Outcome 3.3.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Pharmaceutical Interventions.
Prepare, administer, store and document medications, reactions and outcomes according to laws, regulations and
authorized health care provider orders and protocols.
TPO Through online and classroom resources the student will prepare, administer, store and document
medications, reactions and outcomes according to laws, regulations and authorized health care provider orders and
protocols with 80% proficiency on written assessments and classroom demonstrations.

Competencies
3.3.1.
Identify and define terms related to drugs, pharmacology and medicines.
3.3.2.
Identify drug classifications.

An “X” indicates that the pathway applies to the outcome.
Pathways
Outcome 3.5.

X

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Nutritional Interventions.
Identify nutritional needs and communicate information to the individual and family member.
TPO Through classroom resources and clinical experiences the student will identify nutritional needs and
communicate information to the individual and family member with 80% accuracy on all classroom and clinical
assessments.

Competencies
3.5.1.
Describe the role and effects of carbohydrates, proteins, fats, electrolytes, minerals, vitamins and water in different body
systems and life processes.
3.5.5.
Provide diet and hydration guidelines to maintain optimal health.
3.5.7.
Describe types of allergic reactions to foods and food intolerances.
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3.5.8.

Describe regional, cultural and religious food preferences.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Outcome 3.7.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Dental Interventions
Assist in the application of dental and oral interventions and document with dental terminology and symbols.
TPO Through classroom resources the student will assist in the application of dental and oral interventions and
document with dental terminology and symbols as assessed by classroom demonstrations and scoring of at least
80% on written assessments.

Competencies
3.7.1.
Explain the relationship between oral health and nutritional factors related to dentistry.
3.7.2.
Summarize the uses and effects of tobacco, caffeine, alcohol, marijuana, cocaine and methamphetamines on the oral cavity
and teeth.
3.7.3.
Compare and contrast various specialties in dentistry (e.g., endodontic, periodontal, oral surgery, orthodontics,
prosthodontics).
3.7.12.
Compare and contrast common procedures and equipment used in pediatric and adult dentistry.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Strand 4.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Assistive Care
Learners will demonstrate the skills and knowledge to provide personal assistive care for the activities of daily
living to a variety of individuals across the life span within their scope of practice.
TPO Through online and classroom resources and clinical setting the learners will demonstrate the skills and
knowledge to provide personal assistive care for the activities of daily living to a variety of individuals across the
life span within their scope of practice as evidence by achieving 80% or higher on written assessments and clinical
performance.

Outcome 4.1.

Scope of Practice
Demonstrate the roles and responsibilities of assistive personnel and identify the medical specialists who treat
disorders of each body system.

Competencies
4.1.1.
Describe the guidelines of the governing body concerning abuse, mistreatment, neglect and misappropriation of an
individual’s property.
4.1.4.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute care, home health).
4.1.5.
Identify the medical specialists who treat disorders of each body system.
4.1.6.
Identify body planes, directions, cavities, quadrants and regions.

An “X” indicates that the pathway applies to the outcome.
Pathways
Outcome 4.2.

X

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Therapeutic Communication and Interpersonal Skills
Demonstrate communication techniques and behaviors when communicating with individuals and interacting with
individuals with impairments and document.
TPO Through classroom resources and exercises the student will demonstrate communication
techniques, behaviors when communicating and interacting with individuals with impairments and
documentation as assessed by scoring an 80% or higher on written assessments.

Competencies
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4.2.1.
4.2.3.

Describe non‐ verbal communication, including gestures, posture, touch, facial expressions, eye contact, body movements,
avoidance and appearance.
Describe the importance of empathy in interpersonal relationships and the need for kindness, patience and listening.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Outcome 4.3.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Microorganisms, Infection Control and Infection
Use basic principles of infection control to prevent the growth and spread of pathogenic microorganisms and
infection.
TPO The student will use basic principles of infection control to prevent the growth and spread of pathogenic
microorganisms and infection as demonstrated in classroom and clinical settings with 100% accuracy on all
assessments.

Competencies
4.3.1.
Describe the chain of infection (e.g., host, vectors, portal of entry).
4.3.2.
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common
vehicle, droplet and contact.
4.3.3.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Outcome 4.8.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

End‐ of‐ Life Care
Provide physical, emotional and spiritual support to individuals and families at end‐ of‐ life.
TPO Though classroom discussions and resources the student will be verbalize the importance of physical,
emotional and spiritual support to individuals and families at end‐ of‐ life by achieving 80% accuracy on written
exam.

Competencies
4.8.1.
Describe variations in advanced directives and responsibilities of healthcare providers.
4.8.2.
Identify stages of reaction to death and dying (e.g., denial, anger, bargaining, depression, acceptance).
4.8.3.
Describe the goal of palliative care and hospice.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Strand 5.

Bioscience Research and Development
Learners will demonstrate the skills and knowledge of interpreting laboratory requests, using protective clothing
and hazardous material containment, specimen collection procedures, a variety of laboratory testing and
techniques and maintenance of laboratory equipment and supplies.

Outcome 5.9.

Clinical Laboratory Techniques and Procedures
Perform and interpret clinical laboratory techniques and procedures.
TPO By utilizing classroom resources the student will be able to perform and interpret clinical laboratory
techniques and procedures with 80% accuracy on written assessments and demonstrations.

Competencies
5.9.3.
Differentiate between aseptic and sterile procedures when collecting specimens and maintain bio‐ hazardous materials
procedures (e.g., urine, feces, sputum, blood).
5.9.10.
Identify complications of venipuncture (e.g., patient fainting, short draw, inadequate inversion, hemolysis, lack of blood
flow, hematoma, petechia, nerve injury, mastectomy issues).
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5.9.14.

Identify major routine tests performed in clinical lab sections (e.g., blood bank, chemistry, hematology, serology,
microbiology, urinalysis).

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Strand 6.

Health Information Management
Learners will demonstrate basic computer literacy, health information literacy and skills, confidentially and
privacy of health records, information security and basic skills in the use of electronic health records.

Outcome 6.1.

Health Information Literacy
Apply principles of systems operations used to capture, retrieve and maintain information from internal and
external sources.
TPO By utilizing online and classroom resources the student will be able to apply principles of systems operations
used to capture, retrieve and maintain information from internal and external sources with 80% accuracy on
written assessments.

Competencies
6.1.1.
Define health information management (HIM) and differentiate among data, information and competency.
6.1.3.
Describe the architecture and data standards of health information systems.
6.1.4.
Describe the principles of structure, design and use of health information (e.g., individual, comparative, reports, trended
data).
6.1.8.
Describe health record documentation requirements of external agencies and organizations.(e.g., those specified by
accrediting bodies, regulatory bodies, professional review organizations, licensure, reimbursement, discipline‐ specific
“good practice”).
6.1.9.
Describe typical internal organizational health record documentation requirements, policies and procedures.
6.1.10.
Explain how to apply policies and procedures to ensure organizational compliance with regulations and standards,
including Medicare and Medicaid.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Outcome 6.2.

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine

Confidentiality, Privacy and Security
Apply the fundamentals of confidentiality, privacy and security to communicate health/medical information
accurately and within legal/regulatory bounds across the organization and between organizations.
TPO By utilizing classroom resources and demonstrations the student will apply the fundamentals of
confidentiality, privacy and security to communicate health/medical information accurately and within
legal/regulatory bounds across the organization and between organizations with 100% accuracy on demonstrations
and 80% written assessments.

Competencies
6.2.1.
Identify components of the court systems and distinguish between public and private law, civil and criminal law and tort,
contract actions and the trial process.
6.2.2.
Differentiate between types of evidence used in healthcare litigation, process of discovery and the permissible use of
evidence in litigation, recognizing the elements of negligence and medical malpractice.
6.2.3.
Explain and interpret regulatory requirements, standards of practice, legal responsibility, limitations and implications of
actions and describe the appropriate avenues for reporting incidences of malpractice or negligence.
6.2.8.
Describe the possible consequences of inappropriate use of health data in terms of disciplinary action.
6.2.11.
Compare and contrast the relevance of federal, state and private sector initiatives related to the privacy, security and
confidentiality of health information technology.

An “X” indicates that the pathway applies to the outcome.
Pathways

X

Health Information
Management

x

Medical Bioscience

X

Allied Health and
Nursing

X

Exercise Science and
Sports Medicine
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Health Science Career Field
Medical Terminology
(Course is approved to be delivered through the Business and Administrative Services Career Field)

Subject Code: 072150
Outcome & Competency Descriptions
Course Description:
This course focuses on the applications of the rules for constructing and defining medical terms with an emphasis on building a
working medical vocabulary. Topics include using the appropriate abbreviations and symbols for anatomical, physiological and
pathological classifications and the associated medical specialties and procedures. Students will decipher medical terms by
identifying and using word elements with an emphasis on derivation, meaning, and pronunciation. Further, students will interpret
and translate medical records and documents.
Strand 2.

Human Body System
Learners will discuss the various forms, functions and pathophysiology associated with body systems and
alterations related to the normal aging process, obtain a health history, perform an evaluation of body systems and
document using medical terminology.

Outcome: 2.1.

Human Body Form, Function and Pathophysiology
Discuss the various human body systems, alterations related to the normal aging process and possible
dysfunctions.
TPO Utilizing classroom experiences, exercises, classroom resources the student will be able discuss with 80%
accuracy on all assessments, the various human body systems, alterations related to the normal aging process and
possible dysfunctions.

Competencies
2.1.1.
Describe the physical characteristics, components and function of blood (e.g., ABO, Rh, blood cells, precursors and
respiratory).
2.1.2.
Describe the cardiovascular system and trace the path of blood and factors affecting blood flow.
2.1.3.
Describe how blood pressure is controlled and factors influencing changes in blood pressure.
2.1.4.
Describe the function and components of the respiratory system and pulmonary ventilation and factors influencing
respiratory rates.
2.1.5.
Describe nerve tissue and the nervous system including regions of the brain and their function, the spinal nerves, signal
transmission at synapses, and the sympathetic and parasympathetic system.
2.1.6.
Describe the musculoskeletal system including skeletal, cardiac and smooth muscle, various bone structures and the role of
bone marrow, and joints and injuries.
2.1.7.
Describe the gastrointestinal system including structures of chewing, swallowing, digestion, and elimination and the role of
accessory organs including the liver, pancreas and gallbladder.
2.1.8.
Describe the urinary system structures and principles of glomerular filtration, electrolyte exchanges, role in the production
of red blood cells and control of blood pressure.
2.1.9.
Describe the immune system and the lymphatic system's role in immunity.
2.1.10.
Describe the sensory system, related structures and functions.
2.1.11.
Describe the endocrine system, structures and the role of hormones.
2.1.12.
Differentiate between the male and female reproductive system, structures, and function.
2.1.13.
Describe the integumentary system, related structures, and functions.
2.1.14.
Describe the difference between pathology and physiology and the conditions typically observed during a disease state.
2.1.15.
Explain the pathophysiology changes associated with or resulting from disease or injury.

An “X” indicates that the pathway applies to the outcome.
Medical Bioscience
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Context-dependent

I I

X

Allied Health and

X

Exercise Science and

I INursing Does not applyI ISports Medicine
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Outcome: 2.3.

Medical Terminology
Decipher medical terms through word origin and structure with an emphasis on derivation, meaning,
pronunciation, and spelling.
TPO Utilizing a variety of classroom exercises, textbook and online resources the student will decipher medical
terms through word origin and structure with an emphasis on derivation, meaning, pronunciation and spelling as
assessed by scoring and 80% or higher on online, written and verbal classroom assessments.

Competencies
2.3.1.
Build and decipher medical term meanings by identifying and using word elements (e.g., word roots, prefixes, suffixes, and
combining forms).
2.3.2.
Apply the rules used to build singular and plural forms of medical terminology derived from the Greek and Latin language.
2.3.3
Use diagnostic, symptomatic, and procedural terms to read and interpret various medical reports.
2.3.4.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and pathological classifications and
the associated medical specialties and procedures.
2.3.5.
Use proper spelling and pronunciation of medical terms when communicating medical instructions and preparing medical
documentations.
An “X” indicates that the pathway applies to the outcome.
Medical Bioscience
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Context-dependent

I I

Allied Health and
Nursing
Does not apply

I I

Exercise Science and
Sports Medicine

I I

Strand 3.

Therapeutic Interventions
Learners will administer or assist with environmental, health promotion, pharmacological, emergency, nutritional,
exercise and rehabilitative and dental and surgical interventions and/or procedures to improve the individuals’
outcome and quality of life across the life span within their scope of practice, evaluate outcomes and ensure
individual’s rights.

Outcome: 3.3.

Pharmaceutical Interventions
Prepare, administer, store and document medications and reactions and outcomes according to laws, regulations
and authorized health care provider orders and protocols.
TPO Through online and classroom resources the student will prepare, administer, store and document
medications, reactions and outcomes according to laws, regulations and authorized health care provider orders and
protocols with 80% proficiency on written assessments and classroom demonstrations.

Competencies
3.3.1.
Identify and define terms related to drugs, pharmacology and medicines.
3.3.2.
Identify drug classifications.
3.3.3.
Recognize brand and generic names of prescription medications, over-the-counter drugs and herbal preparations.
An “X” indicates that the pathway applies to the outcome.
X Health Information
X Medical Bioscience
Pathways
Green
Practices

Management
Green-specific

I I

Context-dependent

X

I I

Allied Health and
X
Nursing
Does not apply

I I

Exercise Science and
Sports Medicine

I I

Strand 4.

Assistive Care
Learners will demonstrate the skills and knowledge to provide personal assistive care for the activities of daily
living to a variety of individuals across the life span within their scope of practice.

Outcome: 4.1.

Scope of Practice
Demonstrate the roles and responsibilities of assistive personnel and identify the medical specialists who treat
disorders of each body system.
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TPO Through classroom resources, student research online and in via textbooks the student will be able to
demonstrate and verbalize the roles and responsibilities of assistive personnel and identify the medical specialists
who treat disorders of each body system with at least 80% proficiency on written and verbal assessments.
Competencies
4.1.4.
Describe the primary purpose of healthcare settings (e.g., long-term care facility (LTCF), acute care, and home health).
4.1.5.
Identify the medical specialists who treat disorders of each body system.
4.1.6.
Identify body planes, directions, cavities, quadrants, and regions.
An “X” indicates that the pathway applies to the outcome.
Medical Bioscience
X Health Information
Pathways
Green
Practices
Outcome: 4.3.

Management
Green-specific

I I

Context-dependent

X

Allied Health and

X

Exercise Science and

I INursing Does not applyI ISports Medicine

I I

Pathogenic microorganisms, Infection Control and Infection
Use basic principles of infection control to prevent the growth and spread of pathogenic microorganisms and
infection.
TPO The student will use basic principles of infection control to prevent the growth and spread of pathogenic
microorganisms and infection as demonstrated in classroom and clinical settings with 100% accuracy on all
assessments.

Competencies
4.3.1.
Describe the chain of infection (e.g. host, vectors, and portal of entry).
4.3.2.
Describe mechanisms for the spread of infection including airborne, vector-borne, common vehicle, droplet, and contact.
4.3.3.
Describe methods of controlling or eliminating microorganisms and the importance of practices that hinder the spread of
infection (e.g. hand washing, disinfecting care areas).
An “X” indicates that the pathway applies to the outcome.
X Health Information
Medical Bioscience
Pathways
Management
Green-specific
Context-dependent
Green
Practices

I I

X

I I

I I

Allied Health
X
and Nursing
Does not apply

I I

Exercise Science and
Sports Medicine

Strand 5.

Bioscience Research and Development
Learners will demonstrate the skills and knowledge of interpreting laboratory requests, using protective clothing
and hazardous material containment, specimen collection procedures, a variety of laboratory testing and
techniques and maintenance of laboratory equipment and supplies.

Outcome: 5.3.

Microbiology Testing &Technology
Describe the morphology and process of reproduction of microorganisms important in clinical disease and
biotechnology applications and perform assays as a diagnostic tool to detect the presence of a pathogen.
TPO Through classroom and online resources the student will describe the morphology and process of
reproduction of microorganisms important in clinical disease and biotechnology applications and perform assays
as a diagnostic tool to detect the presence of a pathogen by achieving 80% accuracy on written assessments..

Competencies
5.3.1.
Explain microbial taxonomy and classification systems and use to identify microbial organisms.
5.3.2.
Compare and contrast cellular structure and functions of prokaryotic, eukaryotic cells.
5.3.3.
Explain bacterial metabolism, reproduction, cell structures and their functions.
5.3.4.
Identify aerobic bacteria through morphological, physical and biochemical properties.
An “X” indicates that the pathway applies to the outcome.
Medical Bioscience
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Context-dependent

I I

X

Allied Health and
X
Nursing
Does not apply

I I

Exercise Science and
Sports Medicine

I I
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Strand 6.

Health Information Management
Learners will demonstrate basic computer literacy, health information literacy and skills, confidentially and
privacy of health records, information security and basic skills in the use of electronic health records.

Outcome: 6.1.

Health Information Literacy
Apply principles of systems operations used to capture, retrieve, and maintain information from internal and
external sources.
TPO By utilizing online and classroom resources the student will be able to apply principles of systems operations
used to capture, retrieve and maintain information from internal and external sources with 80% accuracy on
written assessments.

Competencies
6.1.1.
Define Health Information Management and differentiate data versus information or competency.
6.1.5.
Use health record data collection tools (e.g input screens, document templates).
6.1.6.
Recognize standard data definitions, vocabularies, terminologies, nomenclatures (e.g. SNOMED-CT), classifications (e.g.
ICD9CM, ICD10, CPT), and/or relevant healthcare data
sets (e.g. OASIS, HEDIS, UHDDS) as used in the organization’s health information systems.
6.1.7.
Differentiate between the types and content of patient health records and the data collected (e.g. paper-based, electronic
health records, and personal health records).
6.1.8.
Describe health record documentation requirements of external agencies and organizations (e.g. those specified by
accrediting bodies, regulatory bodies, professional review organizations, licensure, reimbursement, discipline-specific
“good practice”).
6.1.9.
Describe typical internal organizational health record documentation requirements, policies, and procedures
An “X” indicates that the pathway applies to the outcome.
Medical Bioscience
X Health Information
Pathways
Green
Practices
Outcome: 6.2.

Management
Green-specific

I I

Context-dependent

X

I I

Allied Health and
X
Nursing
Does not apply

I I

Exercise Science and
Sports Medicine

I I

Confidentiality, Privacy and Security
Apply the fundamentals of confidentiality, privacy and security to communicate health/medical information
accurately and within legal/regulatory bounds across the organization and between organizations.
TPO By utilizing classroom resources and demonstrations the student will apply the fundamentals of
confidentiality, privacy and security to communicate health/medical information accurately and within
legal/regulatory bounds across the organization and between organizations with 100% accuracy on demonstrations
and 80% written assessments.

Competencies
6.2.1.
Identify components of the court systems and distinguish between public and private law, civil and criminal law and
tort, contract actions, and the trail process.
6.2.4.
Identify what constitutes the authorized access, release, and use of personal health data.
6.2.5.
Distinguish between confidential and non-confidential information within the healthcare system and document,
categorize, and prioritize requests for personal health information according to internal/external privacy and
confidentiality guidelines (e.g. HIPAA).
6.2.8.
Describe the possible consequences of inappropriate use of health data in terms of disciplinary action.
6.2.10.
Describe elements that are included in the design of audit trails and data quality monitoring programs.
An “X” indicates that the pathway applies to the outcome.
Medical Bioscience
X Health Information
X Allied Health and
X Exercise Science and
Pathways
Green
Practices

Outcome: 6.3.

Management
Green-specific

I I

Context-dependent

I I

I INursing Does not applyI ISports Medicine

Electronic Health Records and Coding
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Perform functions within Electronic Health Records (EHR) and Personal Health Record (PHR) to ensure accurate
information, retrieve information and maintain data.
TPO Through classroom and online resources the student will be able to perform functions within Electronic
Health Records (EHR) and Personal Health Record (PHR) to ensure accurate information, retrieve information
and maintain data as evidence by 80% accuracy on written assessments.
Competencies
6.3.1.
Create and update documents within the electronic health record EHR and personal health record PHR systems.
6.3.2.
Locate and retrieve information in the electronic health record EHR and other electronic sources for a variety of purposes.
6.3.3.
Populate and use health data content.
6.3.4.
Apply documentation management principles to ensure data quality, legal compliance and integrity.
6.3.5.
Apply methods to ensure authenticity, timeliness, and completeness of health data entries in electronic information
systems.
6.3.6.
Document profession-specific information in an electronic health record EHR.
6.3.7.
Identify methods to correct errors entered in an electronic health record EHR.
6.3.8.
Access reference material available through an electronic health record EHR.
6.3.9.
Identify the source of information entered in an electronic health record (EHR).
6.3.10.
Resolve minor technology problems associated with using and electronic health record (EHR).
6.3.11.
Follow access protocols for entry to an electronic health record (EHR).
6.3.12.
Manage documents within the electronic health record (EHR) and personal health record (PHR) utilizing filing and patient
identification methodologies.
6.3.13.
Complete health information management (HIM) functions (e.g. scanning, transcription, releasing information) in an
electronic environment.
6.3.14.
Perform procedural and diagnostic coding according to managed care policies and procedures (including third-party
guidelines).
6.3.15.
Describe the common insurance claim procedures and apply guidelines of documentation and processing to ensure federal,
state, and third party insurance reimbursements are included and complete insurance claim forms.
6.3.16.
Select accurate medical terminology to record and code charges and reimbursement aligned with regulatory and legal
purposes.
An “X” indicates that the pathway applies to the outcome.
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Health Science Career Field
Patient Centered Care
Subject Code: 072050
Outcome & Competency Descriptions
Course Description:
Students will apply psychomotor nursing skills needed to assist individuals in meeting basic human needs. Students
will implement interventions following a nursing assistant plan of care. Students will collect patient's vital signs
including temperature, pulse rate, respiration rate, and blood pressure. Students will perform phlebotomy
procedures with emphasis on infection prevention, universal precautions, proper patient identification, specimen
acquisition, handling, and processing. Additionally, students will observe patients' physical, mental, and emotional
conditions and document any change.
Strand 1.
Business Operations/21st Century Skills
Learners apply principles of economics, business management, marketing and employability in
an entrepreneur, manager and employee role to the leadership, planning, developing and
analyzing of business enterprises related to the career field.
Outcome: 1.1.

Employability Skills
Develop career awareness and employability skills (e.g., face‐ to‐ face, online) needed for
gaining and maintaining employment in diverse business settings.
TPO Given access to online resources and classroom resources, the student will develop career
awareness and employability skills (e.g., face-to-face, online) needed for gaining and
maintaining employment in diverse business settings as assessed by assignment preparedness,
daily attendance, performance in the classroom and clinical settings, and scoring at least 80% on
written assessments.

Competencies
1.1.1.
Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2.
Identify the scope of career opportunities and the requirements for education, training,
certification, licensure and experience.
1.1.3.
Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.
1.1.4.
Describe the role and function of professional organizations, industry associations and
organized labor and use networking techniques to develop and maintain professional
relationships.
1.1.5.
Develop strategies for self‐ promotion in the hiring process (e.g., filling out job applications,
résumé writing, interviewing skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
1.1.7.
Apply problem‐ solving and critical‐ thinking skills to work‐ related issues when making decisions
and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1.9.
Give and receive constructive feedback to improve work habits.
1.1.10.
Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
1.1.12.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green

I I

Outcome: 1.2.

Management
Green-specific

I I

Bioscience
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X
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X
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I ISports Medicine
Does not apply
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Leadership and Communications
25

Process, maintain, evaluate and disseminate information in a business. Develop leadership and
team building to promote collaboration.
TPO Given classroom and clinical opportunities the student will demonstrate communication
and collaboration skills amongst peers, instructors, clinical preceptors and patients through
computer technology and classroom assessment with 80% accuracy.
Competencies
1.2.1.
Extract relevant, valid information from materials and cite sources of information (e.g.,
medical reports, fitness assessment, medical test results).
1.2.2.
Deliver formal and informal presentations.
1.2.3.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4.
Use negotiation and conflict‐ resolution skills to reach solutions.
1.2.5.
Communicate information for an intended audience and purpose.
1.2.6.
Use proper grammar and expression in all aspects of communication.
1.2.7.
Use problem‐ solving and consensus‐ building techniques to draw conclusions and determine
next steps.
1.2.8.
Identify the strengths, weaknesses and characteristics of leadership styles that influence
internal and external workplace relationships.
1.2.9.
Identify advantages and disadvantages involving digital and/or electronic communications.
1.2.10.
Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
1.2.11.
Write professional correspondence, documents, job applications and resumés.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome: 1.3.
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I ISports Medicine
Does not apply

1

Business Ethics and Law
Analyze how professional, ethical and legal behavior contributes to continuous improvement in
organizational performance and regulatory compliance.
TPO Through classroom, online and clinical setting resources students will analyze and
demonstrate professional, ethical and legal behavior that contributes to continuous improvement
in organizational performance and regulatory compliance by achieving a score of 80% or better
on written assessment and clinical performance.

Competencies
1.3.2.
Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
1.3.3.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
1.3.7.
Identify the labor and practice laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor, employment,
employment interview, testing, minor labor laws, Americans with Disabilities Act, Fair Labor
Standards Acts, Equal Employment Opportunity Commission [EEOC], human trafficking) and
interpret personal safety rights according to the employee Right‐ to‐ Know Plan.
1.3.8.
Verify compliance with computer and intellectual property laws and regulations.
1.3.9.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.

An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
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Practices

Management
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Bioscience
Context-dependent
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X
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X
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I ISports Medicine
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Outcome: 1.4.

Knowledge Management and Information Technology
Demonstrate current and emerging strategies and technologies used to collect, analyze, record
and share information in business operations.
TPO Student will be able to demonstrate competent use and knowledge of current and emerging
strategies and technologies used to collect, analyze, record and share information in business
operations by technology based assessments and demonstration with at least 80% accuracy.

Competencies
1.4.1.
Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner,
public address systems).
1.4.3.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
1.4.7.
Use personal information management and productivity applications to optimize assigned
tasks (e.g., lists, calendars, address books).
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
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Practices

Management
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I I

Outcome: 1.5.
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Global Environment
Evaluate how beliefs, values, attitudes and behaviors influence organizational strategies and
goals.
TPO With diverse educational experiences and resources the student will evaluate how beliefs,
values, attitudes and behaviors influence organizational strategies and goals by demonstrating
their knowledge and understanding with 80% accuracy on classroom and clinical assessments.

Competencies
1.5.1.
Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
1.5.3.
Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4.
Recognize barriers in cross‐ cultural relationships and implement behavioral adjustments.
1.5.5.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome: 1.6.

Bioscience
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1
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Business Literacy
Develop foundational skills and knowledge in entrepreneurship, financial literacy and business
operations.
TPO Through classroom textbooks, online resources, engaging discussions students will
develop foundational skills and knowledge of entrepreneurship, financial literacy and business
operations as evidence by achieving 80% or better written assessment.

Competencies
1.6.9.
Explain how the performance of an employee, a department and an organization is assessed.
1.6.11.
Describe how all business activities of an organization work within the parameters of a
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1.6.12.

budget.
Describe classifications of employee benefits, rights, deductions and compensations.

An “X” indicates that the pathway applies to the outcome.
x Medical
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Strand 2.

Human Body System
Learners will discuss the various forms, functions and pathophysiology associated with body
systems and alterations related to the normal aging process, obtain a health history, perform an
evaluation of body systems and document using medical terminology.

Outcome 2.1.

Human Body Form, Function and Pathophysiology
Discuss the various human body systems, alterations related to the normal aging process and
possible dysfunctions.
TPO Utilizing classroom experiences, exercises, classroom resources the student will be able
discuss with 80% accuracy on all assessments, the various human body systems, alterations
related to the normal aging process and possible dysfunctions.

Competencies
2.1.1.
Describe the physical characteristics, components and function of blood (e.g., ABO, Rh, blood
cells, precursors and respiratory).
2.1.2.
Describe the cardiovascular system and trace the path of blood and factors affecting blood
flow.
2.1.3.
Describe how blood pressure is controlled and factors influencing changes in blood pressure.
2.1.4.
Describe the function and components of the respiratory system and pulmonary ventilation
and factors influencing respiratory rates.
2.1.5.
Describe nerve tissue and the nervous system, including regions of the brain and their
function, the spinal nerves, signal transmission at synapses and the sympathetic and
parasympathetic system.
2.1.6.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, various
bone structures and the role of bone marrow and joints and injuries.
2.1.7.
Describe the gastrointestinal system, including structures of chewing, swallowing, digestion
and elimination and the role of accessory organs including the liver, pancreas and gallbladder.
2.1.8.
Describe the urinary system structures and principles of glomerular filtration, electrolyte
exchanges and their role in the production of red blood cells and the control of blood
pressure.
2.1.9.
Describe the immune system and the lymphatic system's role in immunity.
2.1.10.
Describe the sensory system, related structures and functions.
2.1.11.
Describe the endocrine system, its structures and the role of hormones.
2.1.12.
Differentiate between the male and female reproductive system, structures and function.
2.1.13.
Describe the integumentary system, related structures and functions.
2.1.14.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
2.1.15.
Explain the pathophysiology changes associated with or resulting from disease or injury.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
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Evaluate Body Systems
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Use interviewing techniques, observation, auscultation, palpation and percussion to perform a
systematic head‐ to‐ toe evaluation of the body systems and document using medical
terminology.
TPO Utilizing classroom resources and equipment the student will utilize interviewing
techniques, observation, auscultation, palpation and percussion to perform a systematic head‐
to‐ toe evaluation of the body systems and document using medical terminology as evidence by
achieving an 80% or better The Head-to-Toe Performance Demonstration Assessment.

Competencies
2.2.1.
Provide privacy and demonstrate cultural sensitivity.
2.2.2.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
2.2.3.
Use age‐ appropriate language to systematically review disease processes related to each body
system (e.g., vaccinations, allergies, reactions, history of abuse, history of suicidal ideation,
alcohol use, risk behaviors, stressors, sleep patterns, nutritional patterns, occupation, living
conditions, current medications, over‐ the‐ counter medications, herbals).
2.2.4.
Perform vital signs.
2.2.5.
Determine level of consciousness and cognition.
2.2.6.
Determine pupil reactivity and accommodation.
2.2.7.
Determine site, onset, type, quality and level of pain.
2.2.8.
Determine what decreases and increases the pain experience.
2.2.9.
Auscultate lungs for abnormal breath sounds.
2.2.10.
Perform pulmonary function testing (e.g., vital capacity, tidal volumes, total lung capacity).
2.2.11.
Auscultate bowel sounds and palpate abdomen for distention and tautness.
2.2.12.
Determine joint mobility and muscle strength (e.g., range‐ of‐ motion).
2.2.13.
Identify open wounds, skin abrasions, decubitus and rashes.
2.2.14.
Observe for excessive body fluid loss (i.e., blood loss, diarrhea, vomiting, profuse diaphoresis).
2.2.15.
Identify symptoms of substance abuse.
2.2.16.
Identify patterns of behavior to determine risk to self and others.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
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Outcome 2.3.
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Medical Terminology
Decipher medical terms through word origin and structure with an emphasis on derivation,
meaning, pronunciation and spelling.
TPO Utilizing a variety of classroom exercises, textbook and online resources the student will
decipher medical terms through word origin and structure with an emphasis on derivation,
meaning, pronunciation and spelling as assessed by scoring and 80% or higher on online,
written and verbal classroom assessments

Competencies
2.3.1.
Build and decipher medical term meanings by identifying and using word elements (e.g., word
roots, prefixes, suffixes, combining forms).
2.3.3.
Use diagnostic, symptomatic and procedural terms to read and interpret various medical
reports.
2.3.4.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and
pathological classifications and the associated medical specialties and procedures.
An “X” indicates that the pathway applies to the outcome.
x Medical
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Green-specific

Green
Practices

Context-dependent

Does not apply

Strand 3.

Therapeutic Interventions
Learners will administer or assist with environmental, health promotion, pharmacological,
emergency, nutritional, exercise and rehabilitative and dental and surgical interventions and/or
procedures to improve the individuals’ outcome and quality of life across the life span within
their scope of practice, evaluate outcomes and ensure individual’s rights.

Outcome 3.1.

Environmental Interventions
Create and maintain a safe, sterile, efficient, age‐ appropriate care environment.
TPO Using classroom resources, opportunities to exercise, create and maintain a safe, sterile,
efficient, age‐ appropriate care environment as evidence by demonstrations with 100% accuracy
and 80% accuracy on written assessments

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
3.1.2.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
3.1.3.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
(HIPAA).
3.1.4.
Decrease the risk of injury and elopement to the individual or others (e.g., by using restraints,
alarms, bedrails, hi‐ low beds, padding, non‐ slip footwear and hand rails).
3.1.5.
Identify and respond to emergency call lights and alarms.
3.1.6.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury,
or ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants,
hazardous chemicals).
3.1.7.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.11.
Determine risk of bleeding and implement precautions.
3.1.12.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing
adult and loss of power.
3.1.13.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial)
and provide safety precautions.
3.1.14.
Apply principles of asepsis and sterile techniques and determine recommended use of
germicides (e.g., sterilant, disinfectant, antiseptic).
3.1.15.
Follow Standard Operational Protocols (SOP's) for exposure and disposal of tissue cultures,
contaminated materials, body fluids and radioisotopes and place sharps in biohazard
containers.
3.1.16.
Use proper body mechanics to perform therapeutic interventions.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
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Practices
Outcome 3.2.
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Health Promotion Interventions
Identify and communicate health promotion and wellness to individuals, families and
communities.
TPO Given access to online resources and classroom textbooks the student will identify and
communicate health promotion and wellness to individuals, families and communities as
assessed by 80% accuracy on project demonstrations and examinations..

Competencies
3.2.1.
Describe the national and state health agenda for wellness.
3.2.4.
Identify the needs of the individual, family and community related to physical, biological,
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3.2.5.
3.2.7.

technological, spiritual, religious, social and behavioral concepts.
Share information to promote, maintain and restore.
Communicate the medical benefits and risks associated with immunizations across the life
span.

An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
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Emergency Interventions
Respond to emergencies and natural disasters by performing emergency interventions and
proper documentation.
TPO Through classroom resources, simulation and demonstration the student will be able
respond to emergencies and natural disasters by performing emergency interventions and proper
documentation by achieving a score of 80% or higher on written and demonstration assessment.

Competencies
3.4.1.
Perform cardiopulmonary resuscitation (CPR), first‐ aid and automated external defibrillation
(AED).
3.4.2.
Control hemorrhage.
3.4.3.
Recognize and respond to anaphylactic shock.
Outcome 3.5.

Nutritional Interventions
Identify nutritional needs and communicate information to the individual and family member.
TPO Through classroom resources and clinical experiences the student will identify nutritional
needs and communicate information to the individual and family member with 80% accuracy on
all classroom and clinical assessments

Competencies
3.5.1.
Describe the role and effects of carbohydrates, proteins, fats, electrolytes, minerals, vitamins
and water in different body systems and life processes.
3.5.2.
Calculate the energy of carbohydrates, proteins and fats.
3.5.3.
Describe ergogenic aids and possible benefits and risks.
3.5.4.
Calculate caloric needs of the individual and refer the individual to nutritional resources for
optimal health and performance.
3.5.5.
Provide diet and hydration guidelines to maintain optimal health.
3.5.6.
Describe which drugs interact with certain foods.
3.5.7.
Describe types of allergic reactions to foods and food intolerances.
3.5.8.
Describe regional, cultural and religious food preferences.
3.5.9.
Monitor intake and output when medically indicated.
An “X” indicates that the pathway applies to the outcome.
x Medical
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Pathways
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Outcome 3.6.
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Exercise and Rehabilitative Intervention
Evaluate, define and perform training and therapies to enhance mobility and muscle strength
and document.
TPO Through the use of online and classroom resources and classroom demonstrations the
student will be able to evaluate, define and perform training and therapies to enhance mobility
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and muscle strength and document with an accuracy of 80% on both written and skills
assessment.

Competencies
3.6.7.
Perform active, passive, assistive and resistive Range‐ of‐ Motion (ROM) on joints.
3.6.8.
Use aquatic exercises for improvement of ROM, strength and cardiovascular benefits.
3.6.9.
Modify physical activity to accommodate specific medical conditions and changes across the
life span (e.g., asthma, sickle cell, diabetes, osteoporosis, skeletal‐ muscular disorders, age,
pregnancy).
3.6.10.
Fit ambulatory aids and perform gait training.
3.6.11.
Apply protective taping, wrapping, padding and protective equipment to upper and lower
extremities.
3.6.13.
Apply evidence‐ based therapeutic modalities (e.g., cryotherapy, thermotherapy,
hydrotherapy, light therapy, electrotherapy).
An “X” indicates that the pathway applies to the outcome.
x Medical
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Strand 4.

Assistive Care
Learners will demonstrate the skills and knowledge to provide personal assistive care for the
activities of daily living to a variety of individuals across the life span within their scope of
practice.

Outcome 4.1.

Scope of Practice
Demonstrate the roles and responsibilities of assistive personnel and identify the medical
specialists who treat disorders of each body system.
TPO Through classroom resources, student research online and in via textbooks the student will
be able to demonstrate and verbalize the roles and responsibilities of assistive personnel and
identify the medical specialists who treat disorders of each body system with at least 80%
proficiency on written and verbal assessments.

Competencies
4.1.2.
Inform the supervisor of any changes in the individual’s condition.
4.1.3.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
4.1.4.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute
care, home health).
4.1.5.
Identify the medical specialists who treat disorders of each body system.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Outcome 4.2.
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Therapeutic Communication and Interpersonal Skills
Demonstrate communication techniques and behaviors when communicating with individuals
and interacting with individuals with impairments and document.
TPO Through classroom resources and exercises the student will demonstrate communication
techniques, behaviors when communicating and interacting with individuals with impairments
and documentation as assessed by scoring an 80% or higher on written assessments.
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Competencies
4.2.1.
Describe non‐ verbal communication, including gestures, posture, touch, facial expressions,
eye contact, body movements, avoidance and appearance.
4.2.2.
Describe the importance of maintaining an individual’s personal space.
4.2.3.
Describe the importance of empathy in interpersonal relationships and the need for kindness,
patience and listening.
4.2.4.
Maintain aids that promote oral, auditory and visual health (e.g., eye glasses, hearing aids,
dentures).
4.2.5.
Arrange food and utensils on the meal tray in a clock fashion for visually impaired individuals.
4.2.6.
Position an individual for meals to avoid choking and assist in feeding.
4.2.7.
Maintain a proper environment for eating (e.g., noxious odors, contaminated items, loud
noises).
4.2.8.
Provide aids to facilitate communication for speech impaired individuals (e.g., picture cards,
slates, notepads).
Outcome 4.3.

Pathogenic Microorganisms, Infection Control and Infection
Use basic principles of infection control to prevent the growth and spread of pathogenic
microorganisms and infection.
TPO The student will use basic principles of infection control to prevent the growth and spread
of pathogenic microorganisms and infection as demonstrated in classroom and clinical settings
with 100% accuracy on all assessments.

Competencies
4.3.1.
Describe the chain of infection (e.g., host, vectors, portal of entry).
4.3.2.
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common
vehicle, droplet and contact.
4.3.3.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
4.3.4.
Use personal protective equipment (PPE) when encountering body fluids, potential of
splashing, or respiratory droplets.
4.3.5.
Demonstrate various decontamination techniques and procedures.
4.3.6.
Demonstrate precaution guidelines.
4.3.7.
Maintain isolation precautions.
4.3.8.
Identify signs and symptoms of infection (e.g., fever, confusion, areas of redness, swelling,
pain).
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
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Practices

Outcome 4.4.
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Hygiene
Perform personal hygiene for individuals across the life span and document.
TPO With the use of classroom and online resources the student will perform personal hygiene
for individuals across the life span and document by return demonstration and written
assessment with 80% or more proficiency.

Competencies
4.4.1.
Perform oral and denture care.
4.4.2.
Perform personal hygiene (e.g., bathing, perineal care, shaving, shampooing).
4.4.3.
Assist or dress and undress impaired individuals.
4.4.4.
Perform nail care, foot soaks and observe skin for reddened or discolored areas and
abnormalities.
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4.4.5.

Observe and report skin condition over boney prominences.

An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome 4.5.
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and Nursing
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Ambulation and Mobility
Assist in the safe ambulation and mobility of individuals across the life span continuum and
document.
TPO With the use of online and classroom resources the student will assist in the safe
ambulation and mobility of individuals across the life span continuum and document with 80%
on both written and demonstration of skills.

Competencies
4.5.1.
Describe risks of immobilization and take measures (e.g., apply anti‐ embolic stockings,
breathing, turning) to prevent complications.
4.5.2.
Apply assistive devices based on individual needs.
4.5.3.
Operate wheelchairs, Geri Chairs and lifts.
4.5.4.
Prepare an individual for ambulation with skid‐ proof footwear, use gait belt and encourage
the individual to use assistive devices.
4.5.5.
Demonstrate ambulation techniques for the use of walkers, crutches and canes.
4.5.6.
Reposition slowly to avoid postural hypotension.
4.5.7.
Support the individual on the affected side of the body to prevent falls or injury.
4.5.8.
Position the individual in bed for comfort, to maintain proper body alignment and to decrease
pressure on boney prominences.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome 4.6.

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Elimination
Assist with elimination needs across the life span continuum and document.
TPO With use of online and classroom resources the students will be able to assist with
elimination needs across the life span continuum and document as evidence by scoring at least
80% on the written assessment.

Competencies
4.6.1.
Describe changes in elimination related to the aging process.
4.6.2.
Measure intake and output.
4.6.3.
Describe the importance of and develop a toileting schedule to maintain the individual’s
dignity, prevent falls and decrease skin irritation.
4.6.4.
Identify signs and symptoms of constipation, diarrhea and gastro‐ intestinal or rectal bleeding.
4.6.5.
Assist with elimination needs (e.g., bedpan, commode, urinal).
4.6.6.
Maintain a closed urinary catheter system.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1
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Outcome 4.7.

Psycho‐ social, Behavioral and Emotional
Provide for psycho‐ social, behavioral and emotional development and assist individuals with
disorders.
TPO With the use of classroom resources and discussions the student will be able to provide for
and identify psycho‐ social, behavioral and emotional development and assist individuals with
disorders by scoring 80% on written assessments.

Competencies
4.7.1.
Engage an individual in structured social activities and interactions to orient to person, place
and time.
4.7.2.
Observe for overstimulation and situations requiring crisis intervention.
4.7.4.
Promote independence, self‐ care and self‐ actualization.
4.7.7.
Describe the importance of providing time for an individual with development and physical
disabilities to communicate and perform tasks.
4.7.9.
Assist clients with appropriate coping mechanisms.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome 4.8.

Bioscience
Context-dependent
1

X

I I

Allied Health
X Exercise Science and
and Nursing
Sports Medicine
Does not apply

I I

1

End‐ of‐ Life Care
Provide physical, emotional and spiritual support to individuals and families at end‐ of‐ life.
TPO Though classroom discussions and resources the student will be verbalize the importance
of physical, emotional and spiritual support to individuals and families at end‐ of‐ life by
achieving 80% accuracy on written exam

Competencies
4.8.1.
Describe variations in advanced directives and responsibilities of healthcare providers.
4.8.2.
Identify stages of reaction to death and dying (e.g., denial, anger, bargaining, depression,
acceptance).
4.8.3.
Describe the goal of palliative care and hospice.
4.8.4.
Provide resources for an individual’s cultural, spiritual and religious needs.
4.8.5.
Enable individuals to express their feelings and to control their care.
4.8.6.
Perform postmortem care in compliance with legal guidelines and cultural, spiritual and
religious preferences.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Strand 5.

Bioscience Research and Development
Learners will demonstrate the skills and knowledge of interpreting laboratory requests, using
protective clothing and hazardous material containment, specimen collection procedures, a
variety of laboratory testing and techniques and maintenance of laboratory equipment and
supplies.

Outcome 5.1.

Handling, Preparation, Storage and Disposal
Follow standard operating protocols for handling, preparing, storing and disposing of
specimens, supplies and equipment.
TPO With the use of demonstrations, classroom and online resources the student will be able to
follow standard operating protocols for handling, preparing, storing and disposing of
specimens, supplies and equipment by achieving an 80% score or better on written assessment.
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Competencies
5.1.1.
Use standard operating procedures for the safe use of instruments, equipment and gas
cylinders.
5.1.2.
Prepare and interpret labels for chemicals, supplies and equipment.
5.1.3.
Use chemical references to identify hazards associated with handling and storing chemical
materials.
5.1.4.
Neutralize acids, bases, or caustic solutions for handling and disposal.
5.1.5.
Ensure clean room integrity using Standard Operating Procedures (SOPs).
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome 5.3.

Bioscience
Context-dependent
1

X

I I

Allied Health
X Exercise Science and
and Nursing
Sports Medicine
Does not apply

I I

1

Microbiology Testing and Technology
Describe the morphology and process of reproduction of microorganisms important in clinical
disease and biotechnology applications and perform assays as a diagnostic tool to detect the
presence of a pathogen.
TPO Through classroom and online resources the student will describe the morphology and
process of reproduction of microorganisms important in clinical disease and biotechnology
applications and perform assays as a diagnostic tool to detect the presence of a pathogen by
achieving 80% accuracy on written assessments..

Competencies
5.3.3.
Explain bacterial metabolism, reproduction, cell structures and their functions.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 5.9.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Clinical Laboratory Techniques and Procedures
Perform and interpret clinical laboratory techniques and procedures.
TPO By utilizing classroom resources the student will be able to perform and interpret clinical
laboratory techniques and procedures with 80% accuracy on written assessments and
demonstrations.

Competencies
5.9.1.
Maintain the integrity of a clinical sample, including patient/client identification and chain of
custody and explain how to adhere to chain‐ of‐ custody guidelines when required (e.g.,
forensic studies, blood alcohol, drug screen).
5.9.2.
Describe control substance procedures, protocols, documentation and labeling techniques.
5.9.3.
Differentiate between aseptic and sterile procedures when collecting specimens and maintain
bio‐ hazardous materials procedures (e.g., urine, feces, sputum, blood).
5.9.4.
Discuss the methods of blood collection, specimen processing and labeling procedures and the
potential problems that may occur.
5.9.5.
Identify patient/client and inform them of the medical procedure to be performed.
5.9.6.
Initiate intravenous (IV) therapy, blood withdrawal and arterial puncture using various
techniques (e.g., butterfly, vacutainer, syringe, capillary puncture) according to current
Occupational Safety and Health Administration (OSHA), Centers for Disease Control (CDC),
Clinical Lab Improvement Act (CLIA) and the National Committee for Clinical Laboratory
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5.9.7.

5.9.8.
5.9.9.
5.9.10.

5.9.11.
5.9.12.
5.9.13.
5.9.14.
5.9.15.

Standards (NCCLS) guidelines.
Identify resources needed for special procedures and demonstrate knowledge of special
phlebotomy collection procedures (e.g., phenylketonuria [PKU], galactosemia, blood
donations, blood cultures).
Differentiate between specimen collection, storage and handling techniques (e.g.,
temperature, light, time).
Determine order of draw and appropriate anticoagulants for ordered tests and correlate tube
stopper colors with tube additives and their actions.
Identify complications of venipuncture (e.g., patient fainting, short draw, inadequate
inversion, hemolysis, lack of blood flow, hematoma, petechia, nerve injury, mastectomy
issues).
Prepare peripheral blood smears and discuss testing volumes and methods for minimizing
excessive blood collection volumes.
Set up a procedure and collect an electrocardiograph (ECG).
Determine the general criteria for suitability of a specimen for analysis and reasons for
specimen rejection and recollection.
Identify major routine tests performed in clinical lab sections (e.g., blood bank, chemistry,
hematology, serology, microbiology, urinalysis).
Instruct patients/clients in the collection procedures for random, routine, non‐ blood specimen
collection (e.g., clean‐ catch, mid‐ stream urine, stool specimens, semen, or sputum for testing.)

An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Strand 6.

Health Information Management
Learners will demonstrate basic computer literacy, health information literacy and skills,
confidentially and privacy of health records, information security and basic skills in the use of
electronic health records.

Outcome 6.1.

Health Information Literacy
Apply principles of systems operations used to capture, retrieve and maintain information from
internal and external sources.
TPO By utilizing online and classroom resources the student will be able to apply principles of
systems operations used to capture, retrieve and maintain information from internal and external
sources with 80% accuracy on written assessments.

Competencies
6.1.7.
Differentiate between the types and content of patient health records and the data collected
(e.g., paper‐ based, electronic health records, personal health records).
6.1.8.
Describe health record documentation requirements of external agencies and organizations
(e.g., those specified by accrediting bodies, regulatory bodies, professional review
organizations, licensure, reimbursement, discipline‐ specific “good practice”).
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 6.2.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Confidentiality, Privacy and Security
Apply the fundamentals of confidentiality, privacy and security to communicate health/medical
information accurately and within legal/regulatory bounds across the organization and between
organizations.
TPO By utilizing classroom resources and demonstrations the student will apply the
fundamentals of confidentiality, privacy and security to communicate health/medical
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information accurately and within legal/regulatory bounds across the organization and between
organizations with 100% accuracy on demonstrations and 80% written assessments.

Competencies
6.2.1.
Identify components of the court systems and distinguish between public and private law, civil
and criminal law and tort, contract actions and the trial process.
6.2.4.
Identify what constitutes the authorized access, release and use of personal health data.
6.2.5.
Distinguish between confidential and non‐ confidential information within the healthcare
system and document, categorize and prioritize requests for personal health information
according to internal/external privacy and confidentiality guidelines (e.g. Health Insurance
Portability and Accountability Act [HIPAA]).
6.2.8.
Describe the possible consequences of inappropriate use of health data in terms of
disciplinary action.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 6.3.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Electronic Health Records and Coding
Perform functions within Electronic Health Records (EHRs) and Personal Health Record
(PHRs) to ensure accurate information, retrieve information and maintain data.
TPO Through classroom and online resources the student will be able to perform functions
within Electronic Health Records (EHR) and Personal Health Record (PHR) to ensure accurate
information, retrieve information and maintain data as evidence by 80% accuracy on written
assessments.

Competencies
6.3.1.
Create and update documents within the EHR and PHR systems.
6.3.2.
Locate and retrieve information in the EHR and other electronic sources for a variety of purposes.
6.3.3.
Populate and use health data content.
6.3.6.
Document profession‐ specific information in an EHR.
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Health Science Career Field
Principles of Allied Health Medicine
Subject Code: 072035
Outcome & Competency Descriptions
Course Description:
In this, first course students will apply knowledge and clinical skills necessary to assess, plan, provide, and evaluate
care to patients in varied healthcare settings. Students will apply first aid principles and techniques needed for
response to choking, cardiopulmonary resuscitation, and other life-threatening emergencies. Emphasis will be
placed on regulatory compliance, patient safety, pathophysiology, and medical interventions. Additionally, this
course introduces psychomotor skills needed to assist individuals in meeting basic human needs.
Strand 2.
Human Body System
Learners will discuss the various forms, functions and pathophysiology associated with body
systems and alterations related to the normal aging process, obtain a health history, perform an
evaluation of body systems and document using medical terminology.
Outcome 2.1.

Human Body Form, Function and Pathophysiology
Discuss the various human body systems, alterations related to the normal aging process and
possible dysfunctions.

Competencies
2.1.1.
Describe the physical characteristics, components and function of blood (e.g., ABO, Rh, blood
cells, precursors and respiratory).
2.1.2.
Describe the cardiovascular system and trace the path of blood and factors affecting blood flow.
2.1.3.
Describe how blood pressure is controlled and factors influencing changes in blood pressure.
2.1.4.
Describe the function and components of the respiratory system and pulmonary ventilation
and factors influencing respiratory rates.
2.1.5.
Describe nerve tissue and the nervous system, including regions of the brain and their
function, the spinal nerves, signal transmission at synapses and the sympathetic and
parasympathetic system.
2.1.6.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, various
bone structures and the role of bone marrow and joints and injuries.
2.1.7.
Describe the gastrointestinal system, including structures of chewing, swallowing, digestion
and elimination and the role of accessory organs including the liver, pancreas and gallbladder.
2.1.8.
Describe the urinary system structures and principles of glomerular filtration, electrolyte
exchanges and their role in the production of red blood cells and the control of blood pressure.
2.1.9.
Describe the immune system and the lymphatic system's role in immunity.
2.1.10.
Describe the sensory system, related structures and functions.
2.1.11.
Describe the endocrine system, its structures and the role of hormones.
2.1.12.
Differentiate between the male and female reproductive system, structures and function.
2.1.13.
Describe the integumentary system, related structures and functions.
2.1.14.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
2.1.15.
Explain the pathophysiology changes associated with or resulting from disease or injury.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Outcome 2.2.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Evaluate Body Systems
Use interviewing techniques, observation, auscultation, palpation and percussion to perform a
systematic head‐ to‐ toe evaluation of the body systems and document using medical
terminology.
39

TPO Utilizing classroom resources and equipment the student will utilize interviewing
techniques, observation, auscultation, palpation and percussion to perform a systematic head‐
to‐ toe evaluation of the body systems and document using medical terminology as evidence by
achieving an 80% or better The Head-to-Toe Performance Demonstration Assessment.

Competencies
2.2.1.
Provide privacy and demonstrate cultural sensitivity.
2.2.2.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
2.2.3.
Use age‐ appropriate language to systematically review disease processes related to each body
system (e.g., vaccinations, allergies, reactions, history of abuse, history of suicidal ideation,
alcohol use, risk behaviors, stressors, sleep patterns, nutritional patterns, occupation, living
conditions, current medications, over‐ the‐ counter medications, herbals).
2.2.4.
Perform vital signs.
2.2.5.
Determine level of consciousness and cognition.
2.2.6.
Determine pupil reactivity and accommodation.
2.2.7.
Determine site, onset, type, quality and level of pain.
2.2.8.
Determine what decreases and increases the pain experience.
2.2.9.
Auscultate lungs for abnormal breath sounds.
2.2.10.
Perform pulmonary function testing (e.g., vital capacity, tidal volumes, total lung capacity).
2.2.11.
Auscultate bowel sounds and palpate abdomen for distention and tautness.
2.2.12.
Determine joint mobility and muscle strength (e.g., range‐ of‐ motion).
2.2.13.
Identify open wounds, skin abrasions, decubitus and rashes.
2.2.14.
Observe for excessive body fluid loss (i.e., blood loss, diarrhea, vomiting, profuse diaphoresis).
2.2.15.
Identify symptoms of substance abuse.
2.2.16.
Identify patterns of behavior to determine risk to self and others.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 2.3.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Medical Terminology
Decipher medical terms through word origin and structure with an emphasis on derivation,
meaning, pronunciation and spelling.
TPO Utilizing a variety of classroom exercises, textbook and online resources the student will
decipher medical terms through word origin and structure with an emphasis on derivation,
meaning, pronunciation and spelling as assessed by scoring and 80% or higher on online,
written and verbal classroom assessments.

Competencies
2.3.1.
Build and decipher medical term meanings by identifying and using word elements (e.g., word
roots, prefixes, suffixes, combining forms).
2.3.2.
Apply the rules used to build singular and plural forms of medical terminology derived from
the Greek and Latin language.
2.3.3.
Use diagnostic, symptomatic and procedural terms to read and interpret various medical
reports.
2.3.4.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and
pathological classifications and the associated medical specialties and procedures.
2.3.5.
Use proper spelling and pronunciation of medical terms when communicating medical
instructions and preparing medical documentations.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Management

Bioscience

X

Allied Health
and Nursing

X

Exercise Science and
Sports Medicine
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Green-specific

Green
Practices

Context-dependent

Does not apply

Strand 3.

Therapeutic Interventions
Learners will administer or assist with environmental, health promotion, pharmacological,
emergency, nutritional, exercise and rehabilitative and dental and surgical interventions and/or
procedures to improve the individuals’ outcome and quality of life across the life span within
their scope of practice, evaluate outcomes and ensure individual’s rights.

Outcome 3.1.

Environmental Interventions
Create and maintain a safe, sterile, efficient, age‐ appropriate care environment.
TPO Using classroom resources, opportunities to exercise, create and maintain a safe, sterile,
efficient, age‐ appropriate care environment as evidence by demonstrations with 100% accuracy
and 80% accuracy on written assessments.

Competencies
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
3.1.2.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
3.1.3.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
(HIPAA).
3.1.4.
Decrease the risk of injury and elopement to the individual or others (e.g., by using restraints,
alarms, bedrails, hi‐ low beds, padding, non‐ slip footwear and hand rails).
3.1.5.
Identify and respond to emergency call lights and alarms.
3.1.6.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury,
or ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
3.1.7.
Demonstrate chemical and electrical safety and their application to the work environment.
3.1.8.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
3.1.9.
Describe and follow the precautions used in oxygen therapy and pressurized gases.
3.1.10.
Clean, store, or dispose of supplies, specimens and laboratory glassware following protocol
and standard precautions.
3.1.11.
Determine risk of bleeding and implement precautions.
3.1.12.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing
adult and loss of power.
3.1.13.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial)
and provide safety precautions.
3.1.14.
Apply principles of asepsis and sterile techniques and determine recommended use of
germicides (e.g., sterilant, disinfectant, antiseptic).
3.1.15.
Follow Standard Operational Protocols (SOP's) for exposure and disposal of tissue cultures,
contaminated materials, body fluids and radioisotopes and place sharps in biohazard containers.
3.1.16.
Use proper body mechanics to perform therapeutic interventions.
3.1.17.
Identify electrical, thermal and drowning risks in aquatic environments.
3.1.18.
Account for all instruments, supplies and equipment.
3.1.19.
Control the level of distractions and noise.
3.1.20.
Perform the safe operation, packing and cleaning of equipment.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 3.2.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Health Promotion Interventions
Identify and communicate health promotion and wellness to individuals, families and
communities.
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TPO Given access to online resources and classroom textbooks the student will identify and
communicate health promotion and wellness to individuals, families and communities as
assessed by 80% accuracy on project demonstrations and examinations..

Competencies
3.2.1.
Describe the national and state health agenda for wellness.
3.2.2.
Identify body composition, neuromuscular flexibility, agility, balance, coordination and
proprioception.
3.2.3.
Measure and document an individual’s cardiorespiratory fitness, muscular strength,
endurance and power.
3.2.4.
Identify the needs of the individual, family and community related to physical, biological,
technological, spiritual, religious, social and behavioral concepts.
3.2.5.
Share information to promote, maintain and restore.
3.2.6.
Communicate the importance of age‐ appropriate healthy eating, exercise and preventative
medicine.
3.2.7.
Communicate the medical benefits and risks associated with immunizations across the life
span.
3.2.8.
Identify the components of wellness and communicate the relationship between physical
fitness, physical performance, injury prevention and nutritional intake.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 3.4.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Emergency Interventions
Respond to emergencies and natural disasters by performing emergency interventions and
proper documentation.
TPO Through classroom resources, simulation and demonstration the student will be able
respond to emergencies and natural disasters by performing emergency interventions and proper
documentation by achieving a score of 80% or higher on written and demonstration assessment.

Competencies
3.4.1.
Perform cardiopulmonary resuscitation (CPR), first‐ aid and automated external defibrillation
(AED).
3.4.2.
Control hemorrhage.
3.4.3.
Recognize and respond to anaphylactic shock.
Outcome 3.5.

Nutritional Interventions
Identify nutritional needs and communicate information to the individual and family member.
TPO Through classroom resources and clinical experiences the student will identify nutritional
needs and communicate information to the individual and family member with 80% accuracy on
all classroom and clinical assessments

Competencies
3.5.1.
Describe the role and effects of carbohydrates, proteins, fats, electrolytes, minerals, vitamins
and water in different body systems and life processes.
3.5.2.
Calculate the energy of carbohydrates, proteins and fats.
3.5.3.
Describe ergogenic aids and possible benefits and risks.
3.5.4.
Calculate caloric needs of the individual and refer the individual to nutritional resources for
optimal health and performance.
3.5.5.
Provide diet and hydration guidelines to maintain optimal health.
An “X” indicates that the pathway applies to the outcome.
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Health Information
Management
Green-specific

Pathways

X

Green
Practices

I I

x

1

Medical
Bioscience
Context-dependent

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Strand 4.

Assistive Care
Learners will demonstrate the skills and knowledge to provide personal assistive care for the
activities of daily living to a variety of individuals across the life span within their scope of
practice.

Outcome 4.1.

Scope of Practice
Demonstrate the roles and responsibilities of assistive personnel and identify the medical
specialists who treat disorders of each body system.
TPO Through classroom resources, student research online and in via textbooks the student will
be able to demonstrate and verbalize the roles and responsibilities of assistive personnel and
identify the medical specialists who treat disorders of each body system with at least 80%
proficiency on written and verbal assessments.

Competencies
4.1.1.
Describe the guidelines of the governing body concerning abuse, mistreatment, neglect and
misappropriation of an individual’s property.
4.1.2.
Inform the supervisor of any changes in the individual’s condition.
4.1.3.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
4.1.4.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute
care, home health).
4.1.5.
Identify the medical specialists who treat disorders of each body system.
4.1.6.
Identify body planes, directions, cavities, quadrants and regions.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 4.2.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Therapeutic Communication and Interpersonal Skills
Demonstrate communication techniques and behaviors when communicating with individuals
and interacting with individuals with impairments and document.
TPO Through classroom resources and exercises the student will demonstrate communication
techniques, behaviors when communicating and interacting with individuals with impairments
and documentation as assessed by scoring an 80% or higher on written assessments.

Competencies
4.2.1.
Describe non‐ verbal communication, including gestures, posture, touch, facial expressions,
eye contact, body movements, avoidance and appearance.
4.2.2.
Describe the importance of maintaining an individual’s personal space.
4.2.3.
Describe the importance of empathy in interpersonal relationships and the need for kindness,
patience and listening.
4.2.4.
Maintain aids that promote oral, auditory and visual health (e.g., eye glasses, hearing aids,
dentures).
4.2.5.
Arrange food and utensils on the meal tray in a clock fashion for visually impaired individuals.
4.2.6.
Position an individual for meals to avoid choking and assist in feeding.
4.2.7.
Maintain a proper environment for eating (e.g., noxious odors, contaminated items, loud
noises).
4.2.8.
Provide aids to facilitate communication for speech impaired individuals (e.g., picture cards,
slates, notepads).
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Outcome 4.3.

Microorganisms, Infection Control and Infection
Use basic principles of infection control to prevent the growth and spread of pathogenic
microorganisms and infection.
TPO The student will use basic principles of infection control to prevent the growth and spread
of pathogenic microorganisms and infection as demonstrated in classroom and clinical settings
with 100% accuracy on all assessments.

Competencies
4.3.1.
Describe the chain of infection (e.g., host, vectors, portal of entry).
4.3.2.
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common vehicle,
droplet and contact.
4.3.3.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
4.3.4.
Use personal protective equipment (PPE) when encountering body fluids, potential of
splashing, or respiratory droplets.
4.3.5.
Demonstrate various decontamination techniques and procedures.
4.3.6.
Demonstrate precaution guidelines.
4.3.7.
Maintain isolation precautions.
4.3.8.
Identify signs and symptoms of infection (e.g., fever, confusion, areas of redness, swelling, pain).
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome 4.4.

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Hygiene
Perform personal hygiene for individuals across the life span and document.
TPO With the use of classroom and online resources the student will perform personal hygiene
for individuals across the life span and document by return demonstration and written
assessment with 80% or more proficiency

Competencies
4.4.1.
Perform oral and denture care.
4.4.2.
Perform personal hygiene (e.g., bathing, perineal care, shaving, shampooing).
4.4.3.
Assist or dress and undress impaired individuals.
4.4.4.
Perform nail care, foot soaks and observe skin for reddened or discolored areas and abnormalities.
4.4.5.
Observe and report skin condition over boney prominences.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 4.5.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

I I

Allied Health
X Exercise Science and
and Nursing
Sports Medicine
Does not apply

I I

1

Ambulation and Mobility
Assist in the safe ambulation and mobility of individuals across the life span continuum and
document.
TPO With the use of online and classroom resources the student will assist in the safe
ambulation and mobility of individuals across the life span continuum and document with 80%
on both written and demonstration of skills.

Competencies
4.5.1.
Describe risks of immobilization and take measures (e.g., apply anti‐ embolic stockings,
breathing, turning) to prevent complications.
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4.5.2.
4.5.3.
4.5.4.
4.5.5.
4.5.6.
4.5.7.
4.5.8.

Apply assistive devices based on individual needs.
Operate wheelchairs, Geri Chairs and lifts.
Prepare an individual for ambulation with skid‐ proof footwear, use gait belt and encourage
the individual to use assistive devices.
Demonstrate ambulation techniques for the use of walkers, crutches and canes.
Reposition slowly to avoid postural hypotension.
Support the individual on the affected side of the body to prevent falls or injury.
Position the individual in bed for comfort, to maintain proper body alignment and to decrease
pressure on boney prominences.

An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome 4.6.

Bioscience
Context-dependent
1

X

I I

Allied Health
X Exercise Science and
and Nursing
Sports Medicine
Does not apply

I I

1

Elimination
Assist with elimination needs across the life span continuum and document.
TPO With use of online and classroom resources the students will be able to assist with
elimination needs across the life span continuum and document as evidence by scoring at least
80% on the written assessment.

Competencies
4.6.1.
Describe changes in elimination related to the aging process.
4.6.2.
Measure intake and output.
4.6.3.
Describe the importance of and develop a toileting schedule to maintain the individual’s
dignity, prevent falls and decrease skin irritation.
4.6.4.
Identify signs and symptoms of constipation, diarrhea and gastro‐ intestinal or rectal bleeding.
4.6.5.
Assist with elimination needs (e.g., bedpan, commode, urinal).
4.6.6.
Maintain a closed urinary catheter system.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 4.7.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Psycho‐ social, Behavioral and Emotional
Provide for psycho‐ social, behavioral and emotional development and assist individuals with
disorders.
TPO With the use of classroom resources and discussions the student will be able to provide for
and identify psycho‐ social, behavioral and emotional development and assist individuals with
disorders by scoring 80% on written assessments.

Competencies
4.7.1.
Engage an individual in structured social activities and interactions to orient to person, place
and time.
4.7.2.
Observe for overstimulation and situations requiring crisis intervention.
4.7.3.
Describe the importance of quiet time and rest periods.
4.7.4.
Promote independence, self‐ care and self‐ actualization.
4.7.5.
Describe the importance of intimate/sexual relationships across the life span.
4.7.6.
Redirect inappropriate behavior.
4.7.7.
Describe the importance of providing time for an individual with development and physical
disabilities to communicate and perform tasks.
4.7.8.
Provide assistive care and support to clients experiencing alterations in psychosocial integrity.
4.7.9.
Assist clients with appropriate coping mechanisms.
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An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome 4.8.

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

End‐ of‐ Life Care
Provide physical, emotional and spiritual support to individuals and families at end‐ of‐ life.
TPO Though classroom discussions and resources the student will be verbalize the importance
of physical, emotional and spiritual support to individuals and families at end‐ of‐ life by
achieving 80% accuracy on written exam

Competencies
4.8.1.
Describe variations in advanced directives and responsibilities of healthcare providers.
4.8.2.
Identify stages of reaction to death and dying (e.g., denial, anger, bargaining, depression, acceptance).
4.8.3.
Describe the goal of palliative care and hospice.
4.8.4.
Provide resources for an individual’s cultural, spiritual and religious needs.
4.8.5.
Enable individuals to express their feelings and to control their care.
4.8.6.
Perform postmortem care in compliance with legal guidelines and cultural, spiritual and
religious preferences.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Strand 5.

Bioscience Research and Development
Learners will demonstrate the skills and knowledge of interpreting laboratory requests, using
protective clothing and hazardous material containment, specimen collection procedures, a
variety of laboratory testing and techniques and maintenance of laboratory equipment and
supplies.

Outcome 5.1.

Handling, Preparation, Storage and Disposal
Follow standard operating protocols for handling, preparing, storing and disposing of
specimens, supplies and equipment.
TPO With the use of demonstrations, classroom and online resources the student will be able to
follow standard operating protocols for handling, preparing, storing and disposing of
specimens, supplies and equipment by achieving an 80% score or better on written assessment.

Competencies
5.1.1.
Use standard operating procedures for the safe use of instruments, equipment and gas cylinders.
5.1.2.
Prepare and interpret labels for chemicals, supplies and equipment.
5.1.3.
Use chemical references to identify hazards associated with handling and storing chemical materials.
5.1.4.
Neutralize acids, bases, or caustic solutions for handling and disposal.
5.1.5.
Ensure clean room integrity using Standard Operating Procedures (SOPs).
5.1.6.
Sample, monitor and record the environmental conditions of the facility (e.g. air quality,
temperature, microbial contaminations).
5.1.7.
Adjust, calibrate, maintain and perform systems diagnostics on laboratory equipment.
5.1.8.
Maintain equipment logs and determine when to perform, implement, or schedule preventive
maintenance and/or systems updates.
5.1.9.
Verify expiration dates and lot numbers.
5.1.10.
Implement a chemical inventory system that includes all pertinent information regarding
stability, hazards and sensitivity.
5.1.11.
Maintain an inventory system for manufactured products, including a monitoring system for
the pilfering of materials.
5.1.12.
Maintain separate in‐ processing, quarantine and release areas.
5.1.13.
Monitor and maintain animal behavior, welfare and husbandry.
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An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices
Outcome 5.9.

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply

1

Clinical Laboratory Techniques and Procedures
Perform and interpret clinical laboratory techniques and procedures.
TPO By utilizing classroom resources the student will be able to perform and interpret clinical
laboratory techniques and procedures with 80% accuracy on written assessments and
demonstrations

Competencies
5.9.1.
Maintain the integrity of a clinical sample, including patient/client identification and chain of
custody and explain how to adhere to chain‐ of‐ custody guidelines when required (e.g.,
forensic studies, blood alcohol, drug screen).
5.9.2.
Describe control substance procedures, protocols, documentation and labeling techniques.
5.9.3.
Differentiate between aseptic and sterile procedures when collecting specimens and maintain
bio-hazardous materials procedures (e.g., urine, feces, sputum, blood).
5.9.4.
Discuss the methods of blood collection, specimen processing and labeling procedures and the
potential problems that may occur.
5.9.5.
Identify patient/client and inform them of the medical procedure to be performed.
5.9.6.
Initiate intravenous (IV) therapy, blood withdrawal and arterial puncture using various
techniques (e.g., butterfly, vacutainer, syringe, capillary puncture) according to current
Occupational Safety and Health Administration (OSHA), Centers for Disease Control (CDC),
Clinical Lab Improvement Act (CLIA) and the National Committee for Clinical Laboratory
Standards (NCCLS) guidelines.
5.9.7.
Identify resources needed for special procedures and demonstrate knowledge of special
phlebotomy collection procedures (e.g., phenylketonuria [PKU], galactosemia, blood
donations, blood cultures).
5.9.8.
Differentiate between specimen collection, storage and handling techniques (e.g.,
temperature, light, time).
5.9.9.
Determine order of draw and appropriate anticoagulants for ordered tests and correlate tube
stopper colors with tube additives and their actions.
5.9.10.
Identify complications of venipuncture (e.g., patient fainting, short draw, inadequate
inversion, hemolysis, lack of blood flow, hematoma, petechia, nerve injury, mastectomy issues).
5.9.11.
Prepare peripheral blood smears and discuss testing volumes and methods for minimizing
excessive blood collection volumes.
5.9.12.
Set up a procedure and collect an electrocardiograph (ECG).
5.9.13.
Determine the general criteria for suitability of a specimen for analysis and reasons for
specimen rejection and recollection.
5.9.14.
Identify major routine tests performed in clinical lab sections (e.g., blood bank, chemistry,
hematology, serology, microbiology, urinalysis).
5.9.15.
Instruct patients/clients in the collection procedures for random, routine, non‐ blood specimen
collection (e.g., clean‐ catch, mid‐ stream urine, stool specimens, semen, or sputum for testing.)
5.9.16.
Perform Clinical Laboratory Improvement Act (CLIA) waived tests (e.g., dipstick or tablet
reagent urinalysis, blood glucose by glucose monitoring devices, ovulation tests, urine
pregnancy tests).
5.9.17.
Assist with preparations for non‐ CLIA waived procedures.
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green

I I

Management
Green-specific

I I

Bioscience
Context-dependent

X

Allied Health

X

Exercise Science and

I Iand Nursing
I ISports Medicine
Does not apply
I I
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Strand 6.

Health Information Management
Learners will demonstrate basic computer literacy, health information literacy and skills,
confidentially and privacy of health records, information security and basic skills in the use of
electronic health records.

Outcome 6.1.

Health Information Literacy
Apply principles of systems operations used to capture, retrieve and maintain information from
internal and external sources.

TPO By utilizing online and classroom resources the student will be able to apply principles of
systems operations used to capture, retrieve and maintain information from internal and external
sources with 80% accuracy on written assessments.

Competencies
6.1.7.
Differentiate between the types and content of patient health records and the data collected
(e.g., paper‐ based, electronic health records, personal health records).
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Outcome 6.2.

Bioscience
Context-dependent
1

X

I I

Allied Health
X Exercise Science and
and Nursing
Sports Medicine
Does not apply

I I

1

Confidentiality, Privacy and Security
Apply the fundamentals of confidentiality, privacy and security to communicate health/medical
information accurately and within legal/regulatory bounds across the organization and between
organizations.
TPO By utilizing classroom resources and demonstrations the student will apply the
fundamentals of confidentiality, privacy and security to communicate health/medical
information accurately and within legal/regulatory bounds across the organization and between
organizations with 100% accuracy on demonstrations and 80% written assessments.

Competencies
6.2.1.
Identify components of the court systems and distinguish between public and private law, civil
and criminal law and tort, contract actions and the trial process.
6.2.4.
Identify what constitutes the authorized access, release and use of personal health data.
6.2.5.
Distinguish between confidential and non‐ confidential information within the healthcare
system and document, categorize and prioritize requests for personal health information
according to internal/external privacy and confidentiality guidelines (e.g. Health Insurance
Portability and Accountability Act [HIPAA]).
An “X” indicates that the pathway applies to the outcome.
x Medical
X Health Information
Pathways
Green
Practices

Management
Green-specific

I I

Bioscience
Context-dependent
1

X

I I

Allied Health
X Exercise Science and
and Nursing
Sports Medicine
Does not apply

I I

1
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Health Science Capstone
Subject Code: 072105
Outcome & Competency Descriptions
Course Description:
This course focuses student workforce opportunity in the health care industry. Student will
apply patient care knowledge and demonstrate proficency in patient care skills. During this
course experience students will have opportunity to select a health career experience of
their field of interest.
Strand 1
Students will complete a written report and presentation on their selected
health care career experience.
Outcome 1.1
The Capstone Project provides student pursuing health care careers the
opportunity to combine their knowledge and skills acquired through the program apply them
to real world challenges in health care settings.
Competencies
1.1.1 Demonstrate professional writing and presentation skills
1.1.2 Apply problem solving
1.1.3 Use Critical thinking
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Sequence/Curriculum Mapping
Fall 2017-2018/Medical Terminology
Subject: 072150
Health Science Career Field Medical Terminology/ 072159
Week

Competencies being taught

*1-18
2.1.14.

2
3
4
5
6
7
8
9

10

11

Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
2.1.15.
Explain the pathophysiology changes associated with or resulting from disease or injury.
2.3.1.
Build and decipher medical term meanings by identifying and using word elements (e.g.,
word roots, prefixes, suffixes, and combining forms).
2.3.2.
Apply the rules used to build singular and plural forms of medical terminology derived from
the Greek and Latin language.
2.3.3
Use diagnostic, symptomatic, and procedural terms to read and interpret various medical
reports.
2.3.4.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and
pathological classifications and the associated medical specialties and procedures.
2.3.5.
Use proper spelling and pronunciation of medical terms when communicating medical
instructions and preparing medical documentations.
3.3.1.
Identify and define terms related to drugs, pharmacology and medicines.
3.3.2.
Identify drug classifications.
3.3.3.
Recognize brand and generic names of prescription medications, over-the-counter drugs and
herbal preparations.
* See Above
6.1.9. Describe typical internal organizational health record documentation requirements, policies,
and procedures
* See Above
6.1.9. Describe typical internal organizational health record documentation requirements, policies,
and procedures
* See Above
4.1.4.
Describe the primary purpose of healthcare settings (e.g., long-term care facility (LTCF),
acute care, and home health).
* See Above
6.1.9. Describe typical internal organizational health record documentation requirements, policies,
and procedures
* See Above
4.1.5. Identify the medical specialists who treat disorders of each body system.
* See Above
4.1.5. Identify the medical specialists who treat disorders of each body system.
* See Above
4.1.6. Identify body planes, directions, cavities, quadrants, and regions.
* See Above
6.1.8.
Describe health record documentation requirements of external agencies and organizations
(e.g. those specified by accrediting bodies, regulatory bodies, professional review
organizations, licensure, reimbursement, discipline-specific “good practice”).
* See Above
6.1.8.
Describe health record documentation requirements of external agencies and organizations
(e.g. those specified by accrediting bodies, regulatory bodies, professional review
organizations, licensure, reimbursement, discipline-specific “good practice”).
* See Above
2.1.3.
Describe how blood pressure is controlled and factors influencing changes in blood
pressure.
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* See Above
6.2.1.
6.2.4.
6.2.5.

6.2.8.

12

6.2.10.
* See Above
6.2.1.
6.2.4.
6.2.5.

6.2.8.

13
14
15

16

17
18

18cont

6.2.10.

Identify components of the court systems and distinguish between public and private
law, civil and criminal law and tort, contract actions, and the trail process.
Identify what constitutes the authorized access, release, and use of personal health data.
Distinguish between confidential and non-confidential information within the
healthcare system and document, categorize, and prioritize requests for personal health
information according to internal/external privacy and confidentiality guidelines (e.g.
HIPAA).
Describe the possible consequences of inappropriate use of health data in terms of
disciplinary action.
Describe elements that are included in the design of audit trails and data quality
monitoring programs.
Identify components of the court systems and distinguish between public and private
law, civil and criminal law and tort, contract actions, and the trail process.
Identify what constitutes the authorized access, release, and use of personal health data.
Distinguish between confidential and non-confidential information within the
healthcare system and document, categorize, and prioritize requests for personal health
information according to internal/external privacy and confidentiality guidelines (e.g.
HIPAA).
Describe the possible consequences of inappropriate use of health data in terms of
disciplinary action.
Describe elements that are included in the design of audit trails and data quality
monitoring programs.

* See Above
* See Above
* See Above
2.1.4.
Describe the function and components of the respiratory system and pulmonary ventilation
and factors influencing respiratory rates.
* See Above
2.1.2.
Describe the cardiovascular system and trace the path of blood and factors affecting blood
flow.
2.1.3.
Describe how blood pressure is controlled and factors influencing changes in blood
pressure.
2.1.4.
Describe the function and components of the respiratory system and pulmonary ventilation
and factors influencing respiratory rates.
* See Above
2.1.2.
Describe the cardiovascular system and trace the path of blood and factors affecting blood
flow.
2.1.3.
Describe how blood pressure is controlled and factors influencing changes in blood
pressure.
2.1.4.
Describe the function and components of the respiratory system and pulmonary ventilation
and factors influencing respiratory rates.
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Sequence/Curriculum Mapping
Spring 2018/Medical Terminology
Subject: 072150
Health Science Career Field Medical Terminology/ 072159
Week
*1-18

Competencies being taught
2.1.14. Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
2.1.15. Explain the pathophysiology changes associated with or resulting from disease or injury.
2.3.1.
Build and decipher medical term meanings by identifying and using word elements (e.g.,
word roots, prefixes, suffixes, and combining forms).
2.3.2.
Apply the rules used to build singular and plural forms of medical terminology derived from
the Greek and Latin language.
2.3.3
Use diagnostic, symptomatic, and procedural terms to read and interpret various medical
reports.
2.3.4.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and
pathological classifications and the associated medical specialties and procedures.
2.3.5.
Use proper spelling and pronunciation of medical terms when communicating medical
instructions and preparing medical documentations.
3.3.1.
Identify and define terms related to drugs, pharmacology and medicines.
3.3.2.
Identify drug classifications.
3.3.3.
Recognize brand and generic names of prescription medications, over-the-counter drugs and
herbal preparations.
2.1.1.
Describe the physical characteristics, components and function of blood (e.g., ABO, Rh,
blood cells, precursors and respiratory).

*see above

2

2.1.9.

Describe the immune system and the lymphatic system's role in immunity.

5.3.1.

Explain microbial taxonomy and classification systems and use to identify microbial
organisms.
Compare and contrast cellular structure and functions of prokaryotic, eukaryotic cells.
Explain bacterial metabolism, reproduction, cell structures and their functions.
Identify aerobic bacteria through morphological, physical and biochemical properties.

5.3.2.
5.3.3.
5.3.4.

*see above
2.1.6.

3

Describe the musculoskeletal system including skeletal, cardiac and smooth muscle, various
bone structures and the role of bone marrow, and joints and injuries.

*see above
2.1.6.

4

Describe the musculoskeletal system including skeletal, cardiac and smooth muscle, various
bone structures and the role of bone marrow, and joints and injuries.

*see above
2.1.8.

5

Describe the urinary system structures and principles of glomerular filtration, electrolyte
exchanges, role in the production of red blood cells and control of blood pressure.

*see above
6.1.1.

6

Define Health Information Management and differentiate data versus information or
competency.
6.1.5.
Use health record data collection tools (e.g input screens, document templates).
6.1.6.
Recognize standard data definitions, vocabularies, terminologies, nomenclatures (e.g.
SNOMED-CT), classifications (e.g. ICD9CM, ICD10, CPT), and/or relevant healthcare data
sets (e.g. OASIS, HEDIS, UHDDS) as used in the organization’s health information
systems.
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6.1.7.

Differentiate between the types and content of patient health records and the data collected
(e.g. paper-based, electronic health records, and personal health records).

*see above
7

2.1.12.

Differentiate between the male and female reproductive system, structures, and function.

8
9

*see above
*see above
2.1.12.

Differentiate between the male and female reproductive system, structures, and function.

10

*see above
*see above
2.1.11.

11

Describe the endocrine system , structures and the role of hormones.

*see above
5.3.1.

12

Explain microbial taxonomy and classification systems and use to identify microbial
organisms.
5.3.2.
Compare and contrast cellular structure and functions of prokaryotic, eukaryotic cells.
5.3.3.
Explain bacterial metabolism, reproduction, cell structures and their functions.
5.3.4.
Identify aerobic bacteria through morphological, physical and biochemical properties.

*see above
4.3.1.
Describe the chain of infection (e.g. host, vectors, and portal of entry).
Describe mechanisms for the spread of infection including airborne, vector-borne, common
vehicle, droplet, and contact.
4.3.3.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g. hand washing, disinfecting care areas).

4.3.2.

13

*see above
14

2.1.5. Describe nerve tissue and the nervous system including regions of the brain and their function,
the spinal nerves, signal transmission at synapses, and the sympathetic and parasympathetic system

15
16

*see above
*see above
2.1.10.

Describe the sensory system, related structures and functions.

17

*see above

18

*see above
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Sequence/Curriculum Mapping
Fall 2017/ Health Science and Technology
Subject:072001
Health Science Career Field-Health Science and Technology/072001
Week

Competencies being taught
1.1.1.
1.1.2.

Identify the knowledge, skills and abilities necessary to succeed in careers.
Identify the scope of career opportunities and the requirements for education, training, certification,
licensure and experience.

1.6.5.
1.6.9.

Describe organizational structure, chain of command, the roles and responsibilities of the
organizational departments and interdepartmental interactions (e.g., following physician’s orders).
Explain how the performance of an employee, a department and an organization is assessed.

4.1.5.

Identify the medical specialists who treat disorders of each body system.

1.1.3.

Develop a career plan that reflects career interests, pathways and secondary and postsecondary
options
Describe the national and state health agenda for wellness.
Share information to promote, maintain and restore.
Communicate the importance of age‐ appropriate healthy eating, exercise and preventative medicine.
Communicate the medical benefits and risks associated with immunizations across the life span.
Identify the components of wellness and communicate the relationship between physical fitness,
physical performance, injury prevention and nutritional intake.

1

2
3
4
5

3.2.1.
3.2.5.
3.2.6.
3.2.7.
3.2.8.

6
1.1.4.

Describe the role and function of professional organizations, industry associations and organized
labor and use networking techniques to develop and maintain professional relationships.

4.1.4.

Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute care,
home health).

6.1.8.

Describe health record documentation requirements of external agencies and organizations.(e.g.,
those specified by accrediting bodies, regulatory bodies, professional review organizations, licensure,
reimbursement, discipline‐ specific “good practice”).
Explain how to apply policies and procedures to ensure organizational compliance with regulations
and standards, including Medicare and Medicaid.

7
8

6.1.10.

9
1.1.5.
1.1.6.
1.1.7.

10
1.1.8.

11
11
(cont)

1.1.9.
1.3.3.
1.3.7.

Develop strategies for self‐ promotion in the hiring process (e.g., filling out job applications, resumé
writing, interviewing skills, portfolio development).
Explain the importance of work ethic, accountability and responsibility and demonstrate associated
behaviors in fulfilling personal, community and workplace roles.
Apply problem‐ solving and critical‐ thinking skills to work‐ related issues when making decisions
and formulating solutions.
Identify the correlation between emotions, behavior and appearance and manage those to establish
and maintain professionalism.
Give and receive constructive feedback to improve work habits.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal integrity,
compassion, justice).
Identify the labor and practice laws that affect employment and the consequences of noncompliance
for both employee and employer (e.g., harassment, labor, employment, employment interview,
testing, minor labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
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Employment Opportunity Commission [EEOC], human trafficking) and interpret personal safety
rights according to the employee Right‐ to‐ Know Plan.
1.1.10.
1.1.12.
1.4.7.

Adapt personal coping skills to adjust to taxing workplace demands.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive behavior.
Use personal information management and productivity applications to optimize assigned tasks (e.g.,
lists, calendars, address books).

1.2.3.
1.2.4.
1.2.5.
1.2.6.
1.2.9.
1.2.10.
4.2.1.

Identify and use verbal, nonverbal and active listening skills to communicate effectively.
Use negotiation and conflict‐ resolution skills to reach solutions.
Communicate information for an intended audience and purpose.
Use proper grammar and expression in all aspects of communication.
Identify advantages and disadvantages involving digital and/or electronic communications.
Use interpersonal skills to provide group leadership, promote collaboration and work in a team.
Describe non‐ verbal communication, including gestures, posture, touch, facial expressions, eye
contact, body movements, avoidance and appearance.
Describe the importance of empathy in interpersonal relationships and the need for kindness,
patience and listening.

12

4.2.3.

13
1.3.8.
1.4.3.

4.1.1.

14

4.1.6.
4.8.1.
3.1.3.

Describe variations in advanced directives and responsibilities of healthcare providers.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
(HIPAA).

6.2.1.

Identify components of the court systems and distinguish between public and private law, civil and
criminal law and tort, contract actions and the trial process.
Differentiate between types of evidence used in healthcare litigation, process of discovery and the
permissible use of evidence in litigation, recognizing the elements of negligence and medical
malpractice.
Explain and interpret regulatory requirements, standards of practice, legal responsibility, limitations
and implications of actions and describe the appropriate avenues for reporting incidences of
malpractice or negligence.
Describe the possible consequences of inappropriate use of health data in terms of disciplinary
action.
Compare and contrast the relevance of federal, state and private sector initiatives related to the
privacy, security and confidentiality of health information technology.

15
6.2.2.

6.2.3.

6.2.8.
6.2.11.

16
17

18

Verify compliance with computer and intellectual property laws and regulations.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to the
industry pathway.
Describe the guidelines of the governing body concerning abuse, mistreatment, neglect and
misappropriation of an individual’s property.
Identify body planes, directions, cavities, quadrants and regions.

4.8.1.
4.8.2.
4.8.3.

Describe variations in advanced directives and responsibilities of healthcare providers
Identify stages of reaction to death and dying (e.g., denial, anger, bargaining, depression,
acceptance).
Describe the goal of palliative care and hospice.
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Sequence/Curriculum Mapping
Spring 2018/ Health Science and Technology
Subject:072001
Health Science Career Field-Health Science and Technology/072001
Week

Competencies being taught

7

Identify the knowledge, skills and abilities necessary to succeed in careers.
Provide privacy and demonstrate cultural sensitivity
Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
1.5.2.
Describe how cultural intelligence skills influence the overall success and survival of an
organization.
1.5.3.
Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4.
Recognize barriers in cross‐ cultural relationships and implement behavioral adjustments.
1.5.5.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
1.5.6.
Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7.
Use intercultural communication skills to exchange ideas and create meaning.
1.5.8.
Identify how multicultural teaming and globalization can foster development of new and
improved products and services and recognition of new opportunities.
3.2.1.
Describe the national and state health agenda for wellness.
3.2.5.
Share information to promote, maintain and restore.
3.2.6.
Communicate the importance of age‐ appropriate healthy eating, exercise and preventative
medicine.
3.2.7.
Communicate the medical benefits and risks associated with immunizations across the life
span.
3.2.8.
Identify the components of wellness and communicate the relationship between physical
fitness, physical performance, injury prevention and nutritional intake.
1.4.3.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
1.4.7.
Use personal information management and productivity applications to optimize assigned tasks
(e.g., lists, calendars, address books).
1.4.8.
Use electronic media to communicate and follow network etiquette guidelines.
6.1.1.
Define health information management (HIM) and differentiate among data, information and
competency.
6.1.3.
Describe the architecture and data standards of health information systems.
6.1.4.
Describe the principles of structure, design and use of health information (e.g., individual,
comparative, reports, trended data).
6.1.8.
Describe health record documentation requirements of external agencies and
organizations.(e.g., those specified by accrediting bodies, regulatory bodies, professional
review organizations, licensure, reimbursement, discipline‐ specific “good practice”).
6.1.9.
Describe typical internal organizational health record documentation requirements, policies
and procedures.
6.1.10.
Explain how to apply policies and procedures to ensure organizational compliance with
regulations and standards, including Medicare and Medicaid.
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3.3.1.

1

2

3
4
5

6

9

1.1.1.
2.2.1.
1.5.1.

3.5.5.
1.3.2.
3.1.6.

10

3.1.7.
3.1.8.
3.1.9.

Identify and define terms related to drugs, pharmacology and medicines.
Provide diet and hydration guidelines to maintain optimal health.
Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury,
or ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants,
hazardous chemicals).
Demonstrate chemical and electrical safety and their application to the work environment.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
Describe and follow the precautions used in oxygen therapy and pressurized gases.
56

3.1.10.

13

Clean, store, or dispose of supplies, specimens and laboratory glassware following protocol
and standard precautions.
3.1.12.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult
and loss of power.
3.1.13.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial)
and provide safety precautions.
3.1.20.
Perform the safe operation, packing and cleaning of equipment.
3.1.1.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
3.2.7. Communicate the medical benefits and risks associated with immunizations across the life span
4.3.1.
Describe the chain of infection (e.g., host, vectors, portal of entry).
4.3.2.
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common
vehicle, droplet and contact.
4.3.3.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).

14

2.3.3

Use diagnostic, symptomatic, and procedural terms to read and interpret various medical reports

2.3.3
3.1.6.

Use diagnostic, symptomatic, and procedural terms to read and interpret various medical reports
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury,
or ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants,
hazardous chemicals).
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing adult
and loss of power.
Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
Write professional correspondence, documents, job applications and résumés.
Use technical writing skills to complete forms and create reports.
Identify stakeholders and solicit their opinions.
Use personal information management and productivity applications to optimize assigned tasks
(e.g., lists, calendars, address books).
Use electronic media to communicate and follow network etiquette guidelines.

11
12

15

3.1.12.

16
1.3.2.

17

1.2.11.
1.2.12.
1.2.13.
1.4.7.

18

1.4.8.
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Sequence/Curriculum Mapping
Fall Semester – Patient Center Care
Subject # 072050
Course Name and course Health Science Field – Patient Centered Care - #072050
Week Competencies being taught
1.1.1.
1.1.3.
1.1.11.
1.2.8.
1.2.10.
1

1.3.9.
3.1.1.
3.1.3.
3.1.4.
6.2.4.
6.2.5.
1.1.6.
1.1.7.

1.1.8.
1.2.9.
1.3.3.
3.1.1.
2

3.1.2.
3.1.3.
3.1.4.
6.2.1.
6.2.4.
6.2.5.
6.3.1.
6.3.2.
6.3.3.
6.3.6.
1.1.7.

3

1.2.3.
1.2.4.
1.2.5.
1.2.6.
1.4.3.

1.4.7.
2.2.3.

Identify the knowledge, skills and abilities necessary to succeed in careers.
Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
Identify the strengths, weaknesses and characteristics of leadership styles that influence
Internal and external workplace relationships.
Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
(HIPAA).
Decrease the risk of injury and elopement to the individual or others (e.g., by using restraints,
alarms, bedrails, hi‐ low beds, padding, non‐ slip footwear and hand rails).
Identify what constitutes the authorized access, release and use of personal health data.
Distinguish between confidential and non‐ confidential information within the healthcare
Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
Apply problem‐ solving and critical‐ thinking skills to work‐ related issues when making
decisions
and formulating solutions.
Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
Identify advantages and disadvantages involving digital and/or electronic communications.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
(HIPAA).
Decrease the risk of injury and elopement to the individual or others (e.g., by using restraints,
alarms, bedrails, hi‐ low beds, padding, non‐ slip footwear and hand rails).
Identify components of the court systems and distinguish between public and private law,
Identify what constitutes the authorized access, release and use of personal health data.
Distinguish between confidential and non‐ confidential information within the healthcare
Create and update documents within the EHR and PHR systems.
Locate and retrieve information in the EHR and other electronic sources for a variety of
purposes.
Populate and use health data content.
Document profession‐ specific information in an EHR.
Apply problem‐ solving and critical‐ thinking skills to work‐ related issues when making
decisions
and formulating solutions.
Identify and use verbal, nonverbal and active listening skills to communicate effectively.
Use negotiation and conflict‐ resolution skills to reach solutions.
Communicate information for an intended audience and purpose.
Use proper grammar and expression in all aspects of communication.
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
Use personal information management and productivity applications to optimize assigned
tasks (e.g., lists, calendars, address books).
Use age‐ appropriate language to systematically review disease processes related to each body
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2.2.16.
4.1.2.
4.1.3.
4.1.4.
4.1.5.
4.2.1.
4.2.2.
4.2.3.
4.2.4.
4.2.5.
4.2.6.
4.3.1.
4.3.2.
4.3.3.
4.3.4.
4.3.5.
4.3.6.
4.3.7.
4.3.8.
4.5.1.
4.5.2.
4.5.3.
4.5.4.
4.5.5.
4.5.6.
4.5.7.
4.5.8.
6.3.1.
6.3.2.
6.3.3.
6.3.6.
1.3.9.
1.5.1.
1.5.3.
1.5.4.
1.5.5.

4

2.2.1.
2.2.2.
6.3.1.
6.3.2.
6.3.3.
6.3.6.
4.7.9.
2.2.16.
2.3.4.

system (e.g., vaccinations, allergies, reactions, history of abuse, history of suicidal ideation,
alcohol use, risk behaviors, stressors, sleep patterns, nutritional patterns, occupation, living
conditions, current medications, over‐ the‐ counter medications, herbals).
Identify patterns of behavior to determine risk to self and others.
Inform the supervisor of any changes in the individual’s condition.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute
care, home health).
Identify the medical specialists who treat disorders of each body system.
Describe non‐ verbal communication, including gestures, posture, touch, facial expressions,
eye contact, body movements, avoidance and appearance.
Describe the importance of maintaining an individual’s personal space.
Describe the importance of empathy in interpersonal relationships and the need for kindness,
patience and listening.
Maintain aids that promote oral, auditory and visual health (e.g., eye glasses, hearing aids,
dentures).
Arrange food and utensils on the meal tray in a clock fashion for visually impaired individuals.
Position an individual for meals to avoid choking and assist in feeding.
Describe the chain of infection (e.g., host, vectors, portal of entry).
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common
vehicle, droplet and contact.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
Use personal protective equipment (PPE) when encountering body fluids, potential of
splashing, or respiratory droplets.
Demonstrate various decontamination techniques and procedures.
Demonstrate precaution guidelines.
Maintain isolation precautions.
Identify signs and symptoms of infection (e.g., fever, confusion, areas of redness, swelling, pain
Describe risks of immobilization and take measures (e.g., apply anti‐ embolic stockings,
breathing, turning) to prevent complications.
Apply assistive devices based on individual needs.
Operate wheelchairs, Geri Chairs and lifts.
Prepare an individual for ambulation with skid‐ proof footwear, use gait belt and encourage
the individual to use assistive devices.
Demonstrate ambulation techniques for the use of walkers, crutches and canes.
Reposition slowly to avoid postural hypotension.
Support the individual on the affected side of the body to prevent falls or injury.
Position the individual in bed for comfort, to maintain proper body alignment and to decrease
pressure on boney prominence
Create and update documents within the EHR and PHR systems.
Locate and retrieve information in the EHR and other electronic sources for a variety of
purposes.
Populate and use health data content.
Document profession‐ specific information in an EHR.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.
Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
Use cultural intelligence to interact with individuals from diverse cultural settings.
Recognize barriers in cross‐ cultural relationships and implement behavioral adjustments.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
Provide privacy and demonstrate cultural sensitivity.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
4.7.9. Assist clients with appropriate coping mechanisms.
Create and update documents within the EHR and PHR systems.
Locate and retrieve information in the EHR and other electronic sources for a variety of
purposes.
Populate and use health data content.
Document profession‐ specific information in an EHR.
Assist clients with appropriate coping mechanisms.
individuals.
Identify patterns of behavior to determine risk to self and others.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and
pathological classifications and the associated medical specialties and procedures.
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3.1.3.
3.2.1.

4.2.8.
4.7.9.
1.1.11.
2.2.1.
2.2.2.
3.1.1.
5

3.1.2.
4.2.2.
4.2.3.
4.2.4.
4.2.5.
4.8.4.
2.1.1.
2.1.2.
3.1.7.
3.1.11.
4.2.4.
4.2.5.
4.3.1.
4.3.2.
4.3.3.
4.3.4.

6

4.3.5.
4.3.6.
4.3.7.
4.3.8.
5.1.1.
5.1.2.
5.1.3.
5.1.4.
5.1.5.
5.9.3.
5.9.4.
5.9.5.
5.9.6.
1.2.7.
3.1.1.

7

3.1.2.
3.1.3.
3.1.4.

Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
(HIPAA).
Describe the national and state health agenda for wellness.
Identify the needs of the individual, family and community related to physical, biological,
technological, spiritual, religious, social and behavioral concepts.
Provide aids to facilitate communication for speech impaired individuals (e.g., picture cards,
slates, notepads).
Assist clients with appropriate coping mechanisms.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them
Provide privacy and demonstrate cultural sensitivity.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe the importance of maintaining an individual’s personal space.
Describe the importance of empathy in interpersonal relationships and the need for kindness,
patience and listening.
Maintain aids that promote oral, auditory and visual health (e.g., eye glasses, hearing aids,
dentures).
Arrange food and utensils on the meal tray in a clock fashion for visually impaired individuals.
Provide resources for an individual’s cultural, spiritual and religious needs.
Describe the physical characteristics, components and function of blood (e.g., ABO, Rh, blood
cells, precursors and respiratory).
Describe the cardiovascular system and trace the path of blood and factors affecting blood
flow.
Demonstrate chemical and electrical safety and their application to the work environment.
Determine risk of bleeding and implement precautions.
Maintain aids that promote oral, auditory and visual health (e.g., eye glasses, hearing aids,
dentures).
Arrange food and utensils on the meal tray in a clock fashion for visually impaired individuals.
Describe the chain of infection (e.g., host, vectors, portal of entry).
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common
vehicle, droplet and contact.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
Use personal protective equipment (PPE) when encountering body fluids, potential of
splashing, or respiratory droplets.
Demonstrate various decontamination techniques and procedures.
Demonstrate precaution guidelines.
Maintain isolation precautions.
Identify signs and symptoms of infection (e.g., fever, confusion, areas of redness, swelling,
pain).
Use standard operating procedures for the safe use of instruments, equipment and gas
cylinders.
Prepare and interpret labels for chemicals, supplies and equipment.
Use chemical references to identify hazards associated with handling and storing chemical
materials.
Neutralize acids, bases, or caustic solutions for handling and disposal.
Ensure clean room integrity using Standard Operating Procedures (SOPs).
Differentiate between aseptic and sterile procedures when collecting specimens and maintain
bio‐ hazardous materials procedures (e.g., urine, feces, sputum, blood).
Discuss the methods of blood collection, specimen processing and labeling procedures and the
potential problems that may occur.
Identify patient/client and inform them of the medical procedure to be performed.
Initiate intravenous (IV) therapy, blood withdrawal and arterial puncture using various
techniques (e.g., butterfly, vacutainer, syringe, capillary puncture)
Use problem‐ solving and consensus‐ building techniques to draw conclusions and determine
next steps.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
(HIPAA).
Decrease the risk of injury and elopement to the individual or others (e.g., by using restraints,
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3.1.5.
3.1.6.

3.1.7.
3.1.11.
3.2.4.
3.4.3.
4.2.6.
4.3.1.
4.3.2.
4.3.3.
4.3.4.
4.3.5.
4.3.6.
4.3.7.
4.3.8.
4.5.2.
4.5.3.
4.5.4.
4.5.5.
4.5.6.
4.5.7.
4.5.8.

5.1.1.
5.1.2.
5.1.3.
5.1.4.
5.1.5.

5.9.7.

5.9.8.
5.9.9.
5.9.10.

5.9.11.
5.9.12.
5.9.13.
5.9.14.
5.9.15.

8

1.2.2.
1.3.7.

alarms, bedrails, hi‐ low beds, padding, non‐ slip footwear and hand rails).
Identify and respond to emergency call lights and alarms.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury,
or ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, hazardous
chemicals).
Demonstrate chemical and electrical safety and their application to the work environment.
Determine risk of bleeding and implement precautions.
Identify the needs of the individual, family and community related to physical, biological,
technological, spiritual, religious, social and behavioral concepts.
Recognize and respond to anaphylactic shock.
Position an individual for meals to avoid choking and assist in feeding.
Describe the chain of infection (e.g., host, vectors, portal of entry).
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common
vehicle, droplet and contact.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
Use personal protective equipment (PPE) when encountering body fluids, potential of
splashing, or respiratory droplets.
Demonstrate various decontamination techniques and procedures.
Demonstrate precaution guidelines.
Maintain isolation precautions.
Describe risks of immobilization and take measures (e.g., apply anti‐ embolic stockings,
breathing, turning) to prevent complications.
Apply assistive devices based on individual needs.
Operate wheelchairs, Geri Chairs and lifts.
Prepare an individual for ambulation with skid‐ proof footwear, use gait belt and encourage
the individual to use assistive devices.
Demonstrate ambulation techniques for the use of walkers, crutches and canes.
Reposition slowly to avoid postural hypotension.
Support the individual on the affected side of the body to prevent falls or injury.
Position the individual in bed for comfort, to maintain proper body alignment and to decrease
pressure on boney prominences. identify signs and symptoms of infection (e.g., fever, confusion,
areas of redness, swelling,
pain).
Use standard operating procedures for the safe use of instruments, equipment and gas
cylinders.
Prepare and interpret labels for chemicals, supplies and equipment.
Use chemical references to identify hazards associated with handling and storing chemical
materials.
Neutralize acids, bases, or caustic solutions for handling and disposal.
Ensure clean room integrity using Standard Operating Procedures (SOPs).Occupational Safety and
Health Administration (OSHA), Centers for Disease Control (CDC),
Clinical Lab Improvement Act (CLIA) and the National Committee for Clinical Laboratory
Standards (NCCLS) guidelines.
Identify resources needed for special procedures and demonstrate knowledge of special
phlebotomy collection procedures (e.g., phenylketonuria [PKU], galactosemia, blood
donations, blood cultures).
Differentiate between specimen collection, storage and handling techniques (e.g.,
temperature, light, time).
Determine order of draw and appropriate anticoagulants for ordered tests and correlate tube
stopper colors with tube additives and their actions.
Identify complications of venipuncture (e.g., patient fainting, short draw, inadequate
inversion, hemolysis, lack of blood flow, hematoma, petechia, nerve injury, mastectomy
issues).
Prepare peripheral blood smears and discuss testing volumes and methods for minimizing
excessive blood collection volumes.
Set up a procedure and collect an electrocardiograph (ECG).
Determine the general criteria for suitability of a specimen for analysis and reasons for
specimen rejection and recollection.
Identify major routine tests performed in clinical lab sections (e.g., blood bank, chemistry,
hematology, serology, microbiology, urinalysis).
Instruct patients/clients in the collection procedures for random, routine, non‐ blood specimen
collection (e.g., clean‐ catch, mid‐ stream urine, stool specimens, semen, or sputum for testing.)
Deliver formal and informal presentations.
Identify the labor and practice laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor, employment,
employment interview, testing, minor labor laws, Americans with Disabilities Act, Fair Labor
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2.2.7.
2.2.8.
3.1.11.
3.4.1.
3.4.2.
3.4.3.
1.2.1.
1.4.1.
1.4.3.

1.4.7.

9

2.2.4.
2.2.5.
2.2.6.
2.2.7.
2.2.8.
2.3.3.
3.1.2.
3.1.5.
4.1.2.
4.1.3.
4.1.4.

10

4.1.5.
2.1.13.
2.1.14.
2.1.15.
2.2.13.
2.1.6.

11

2.2.12.
2.2.13.
3.1.16.
2.1.13.
2.1.14.

12

2.1.15.
2.2.13.
4.1.2.
4.1.5.
2.1.3.
2.2.4.
2.2.9.
2.2.10.
1.1.12.

13

2.1.7.
2.1.14.
14

2.1.15.
2.2.11.
2.2.14.
3.5.1.
3.5.2.

Standards Acts, Equal Employment Opportunity Commission [EEOC], human trafficking) and
interpret personal safety rights according to the employee Right‐ to‐ Know Plan.
Determine site, onset, type, quality and level of pain.
Demonstrate chemical and electrical safety and their application to the work environment.
Determine risk of bleeding and implement precautions.
Perform cardiopulmonary resuscitation (CPR), first‐ aid and automated external defibrillation
(AED).
Control hemorrhage.
Recognize and respond to anaphylactic shock.
Extract relevant, valid information from materials and cite sources of information (e.g.,
medical reports, fitness assessment, medical test results).
Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner,
public address systems).
Verify compliance with security rules, regulations and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
Use personal information management and productivity applications to optimize assigned
tasks (e.g., lists, calendars, address books).
Perform vital signs.
Determine level of consciousness and cognition.
Determine pupil reactivity and accommodation.
Determine site, onset, type, quality and level of pain.
Determine what decreases and increases the pain experience.
Use diagnostic, symptomatic and procedural terms to read and interpret various medical
reports.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Identify and respond to emergency call lights and alarms.
Inform the supervisor of any changes in the individual’s condition.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute
care, home health).
Identify the medical specialists who treat disorders of each body system.
Describe the integumentary system, related structures and functions.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Identify open wounds, skin abrasions, decubitus and rashes.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, various bone
structures and the role of bone marrow and joints and injuries.
Determine joint mobility and muscle strength (e.g., range‐ of‐ motion).
Identify open wounds, skin abrasions, decubitus and rashes.
Use proper body mechanics to perform therapeutic interventions.
Describe the integumentary system, related structures and functions.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Identify open wounds, skin abrasions, decubitus and rashes.
Inform the supervisor of any changes in the individual’s condition.
Identify the medical specialists who treat disorders of each body system.
Describe how blood pressure is controlled and factors influencing changes in blood pressure.
Perform vital signs.
Auscultate lungs for abnormal breath sounds.
Perform pulmonary function testing (e.g., vital capacity, tidal volumes, total lung capacity.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive
behavior.
Describe the gastrointestinal system, including structures of chewing, swallowing, digestion
and elimination and the role of accessory organs including the liver, pancreas and gallbladder.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Auscultate bowel sounds and palpate abdomen for distention and tautness.
Observe for excessive body fluid loss (i.e., blood loss, diarrhea, vomiting, profuse diaphoresis).
Describe the role and effects of carbohydrates, proteins, fats, electrolytes, minerals, vitamins
and water in different body systems and life processes.
Calculate the energy of carbohydrates, proteins and fats.
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3.5.3.
3.5.4.
3.5.5.
3.5.6.
3.5.7.
3.5.8.
3.5.9.
4.2.6.
4.2.7.
4.2.8.
2.1.7.
2.1.11.
3.5.1.
3.5.2.
3.5.3.
3.5.4.
15

3.5.5.
3.5.6.
3.5.7.
4.6.1.
4.6.2.
4.6.3.
4.6.4.
4.6.5.
2.1.8.
2.1.14.

16

2.1.15.
2.2.13.
2.2.14.
4.6.1.
4.6.2.
4.6.3.
4.6.4.
4.6.5.
4.6.6.
2.1.12
2.1.14.

17

18

2.1.15.
2.2.7.
2.2.8.
2.1.13.
2.1.14.
2.1.15.
2.2.13.

Describe ergogenic aids and possible benefits and risks.
Calculate caloric needs of the individual and refer the individual to nutritional resources for
optimal health and performance.
Provide diet and hydration guidelines to maintain optimal health.
Describe which drugs interact with certain foods.
Describe types of allergic reactions to foods and food intolerances.
Describe regional, cultural and religious food preferences.
Monitor intake and output when medically indicated.
Position an individual for meals to avoid choking and assist in feeding.
Maintain a proper environment for eating (e.g., noxious odors, contaminated items, loud
noises).
Provide aids to facilitate communication for speech impaired individuals (e.g., picture cards,
slates, notepads).
Describe the gastrointestinal system, including structures of chewing, swallowing, digestion
and elimination and the role of accessory organs including the liver, pancreas and gallbladder.
Describe the endocrine system, its structures and the role of hormones.
Describe the role and effects of carbohydrates, proteins, fats, electrolytes, minerals, vitamins
and water in different body systems and life processes.
Calculate the energy of carbohydrates, proteins and fats.
Describe ergogenic aids and possible benefits and risks.
Calculate caloric needs of the individual and refer the individual to nutritional resources for
optimal health and performance.
Provide diet and hydration guidelines to maintain optimal health.
Describe which drugs interact with certain foods.
Describe types of allergic reactions to foods and food intolerances.
Describe changes in elimination related to the aging process.
Measure intake and output.
Describe the importance of and develop a toileting schedule to maintain the individual’s
dignity, prevent falls and decrease skin irritation.
Identify signs and symptoms of constipation, diarrhea and gastro‐ intestinal or rectal bleeding.
Assist with elimination exchanges and their role in the production of red blood cells and the control
of blood pressure.
Describe the urinary system structures and principles of glomerular filtration, electrolyte
exchanges and their role in the production of red blood cells and the control of blood pressure.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Identify open wounds, skin abrasions, decubitus and rashes.
Observe for excessive body fluid loss (i.e., blood loss, diarrhea, vomiting, profuse diaphoresis).
Describe changes in elimination related to the aging process.
Measure intake and output.
Describe the importance of and develop a toileting schedule to maintain the individual’s
dignity, prevent falls and decrease skin irritation.
Identify signs and symptoms of constipation, diarrhea and gastro‐ intestinal or rectal bleeding.
Assist with elimination needs (e.g., bedpan, commode, urinal).
Maintain a closed urinary catheter system.
Differentiate between the male and female reproductive system, structures and functions.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury
Determine site, onset, type, quality and level of pain.
Determine what decreases and increases the pain experience.
Describe the integumentary system, related structures and functions.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Identify open wounds, skin abrasions, decubitus and rashes.
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Sequence/Curriculum Mapping
Spring Semester Patient Centered Care (072050)
Course Name and course – Patient Centered Care #072050
Week Competencies being taught
1

2

2.1.2.
2.1.3.
3.4.1.
3.4.2.
3.4.3.
2.1.4.
2.1.14.

3

2.1.15.
2.2.9.
2.2.10.
2.1.6.

4

2.2.7.
2.2.8.
2.1.5.

2.2.3.

5

6

7

2.2.16.
2.1.11.
2.1.14.
2.2.5.
2.1.9.
2.1.14.
2.1.15.
.
2..1.5.

2.1.6.
2.1.10.
2.2.12.
3.6.7.
3.6.8.
3.6.9.
3.6.10.
3.6.11.
3.6.13.
8

2.2.5.
2.2.6.
2.2.7.
2.2.8.

Describe the cardiovascular system and trace the path of blood and factors affecting blood flow.
Describe how blood pressure is controlled and factors influencing changes in blood pressure.
Perform cardiopulmonary resuscitation (CPR), first‐ aid and automated external defibrillation (AED).
Control hemorrhage.
Recognize and respond to anaphylactic shock.
Describe the function and components of the respiratory system and pulmonary ventilation and factors
influencing respiratory rates.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Auscultate lungs for abnormal breath sounds.
Perform pulmonary function testing (e.g., vital capacity, tidal volumes, total lung capacity).
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, various bone
structures and the role of bone marrow and joints and injuries.
Determine site, onset, type, quality and level of pain.
Determine what decreases and increases the pain experience.
Describe nerve tissue and the nervous system, including regions of the brain and their
function, the spinal nerves, signal transmission at synapses and the sympathetic and
parasympathetic system.
Use age‐ appropriate language to systematically review disease processes related to each body system
(e.g., vaccinations, allergies, reactions, history of abuse, history of suicidal ideation, alcohol use, risk
behaviors, stressors, sleep patterns, nutritional patterns, occupation, living conditions, current
medications, over‐ the‐ counter medications, herbals).
Identify patterns of behavior to determine risk to self and others.
Describe the endocrine system, its structures and the role of hormones.
Describe the difference between pathology and physiology and the conditions typically
Determine level of consciousness and cognition.
Describe the immune system and the lymphatic system's role in immunity.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Describe the immune system and the lymphatic system's role in immunity.
Describe nerve tissue and the nervous system, including regions of the brain and their
function, the spinal nerves, signal transmission at synapses and the sympathetic and
parasympathetic system.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, various bone
structures and the role of bone marrow and joints and injuries.
Describe the sensory system, related structures and functions.
Determine joint mobility and muscle strength (e.g., range‐ of‐ motion).
Perform active, passive, assistive and resistive Range‐ of‐ Motion (ROM) on joints.
Use aquatic exercises for improvement of ROM, strength and cardiovascular benefits.
Modify physical activity to accommodate specific medical conditions and changes across the life span
(e.g., asthma, sickle cell, diabetes, osteoporosis, skeletal‐ muscular disorders, age, pregnancy).
Fit ambulatory aids and perform gait training.
Apply protective taping, wrapping, padding and protective equipment to upper and lower
extremities.
Apply evidence‐ based therapeutic modalities (e.g., cryotherapy, thermotherapy,
hydrotherapy, light therapy, electrotherapy).
Determine level of consciousness and cognition.
Determine pupil reactivity and accommodation.
Determine site, onset, type, quality and level of pain.
Determine what decreases and increases the pain experience.
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2.2.9.
2.2.10.
2.2.11.
2.2.12.
2.2.13.
2.2.14.
2.2.15.
2.2.16.
2.1.14.

9

2.1.15.
4.8.1.
4.8.2.
4.8.3.
4.8.4.
4.8.5.
4.8.6.

10

1.1.5.
1.1.6.
1.1.7.
1.1.8.
1.1.9.
1.1.10.
1.1.11.
1.1.12.
1.3.7.

1.6.9.
1.6.11.
1.6.12.
6.3.1.
6.3.2.
6.3.3.
6.3.6.

Auscultate lungs for abnormal breath sounds.
Perform pulmonary function testing (e.g., vital capacity, tidal volumes, total lung capacity).
Auscultate bowel sounds and palpate abdomen for distention and tautness.
Determine joint mobility and muscle strength (e.g., range‐ of‐ motion).
Identify open wounds, skin abrasions, decubitus and rashes.
Observe for excessive body fluid loss (i.e., blood loss, diarrhea, vomiting, profuse diaphoresis).
Identify symptoms of substance abuse.
Identify patterns of behavior to determine risk to self and others.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Describe variations in advanced directives and responsibilities of healthcare providers.
Identify stages of reaction to death and dying (e.g., denial, anger, bargaining, depression,
acceptance).
Describe the goal of palliative care and hospice.
Provide resources for an individual’s cultural, spiritual and religious needs.
Enable individuals to express their feelings and to control their care.
Perform postmortem care in compliance with legal guidelines and cultural, spiritual and
religious preferences.
Develop strategies for self‐ promotion in the hiring process (e.g., filling out job applications,
résumé writing, interviewing skills, portfolio development).
Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
Apply problem‐ solving and critical‐ thinking skills to work‐ related issues when making decisions
and formulating solutions.
Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
Give and receive constructive feedback to improve work habits.
Adapt personal coping skills to adjust to taxing workplace demands.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect for them.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and abusive behavior.
Identify the labor and practice laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment, labor, employment,
employment interview, testing, minor labor laws, Americans with Disabilities Act, Fair Labor
Standards Acts, Equal Employment Opportunity Commission [EEOC], human trafficking) and
interpret personal safety rights according to the employee Right‐ to‐ Know Plan.
Explain how the performance of an employee, a department and an organization is assessed.
Describe how all business activities of an organization work within the parameters of a
budget.
Describe classifications of employee benefits, rights, deductions and compensations.
Create and update documents within the EHR and PHR systems.
Locate and retrieve information in the EHR and other electronic sources for a variety of
purposes.
Populate and use health data content.
Document profession‐ specific information in an EHR.

11

Clinical Rotation

12

Clinical Rotation

13

Clinical Rotation

14

Clinical Rotation

15

Clinical Rotation

16

Clinical Rotation

17

Review and Mock Testing

18

State Board Testing
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Sequence/Curriculum Mapping
Spring Semester/Second Semester – Principles of Allied Health
Principles of Allied Health - 072035
Course Name and course – Principles of Allied Health - #072035
Week

Competencies being taught
2.3.1.
2.3.2.
2.3.5.
3.1.1.
3.1.2.
3.1.3.
3.1.4.
3.1.5.
3.1.6.

1
3.1.2.
3.1.3.
3.1.4.
3.1.5.
3.1.6.

3.1.7.
3.2.1.
4.1.1.
4.1.2.
4.1.3.
4.1.4.
5.9.1.

2
2.2.2.
2.3.1.
2.3.2.
2.3.3.
2.3.4.
2.3.5.

3

3.1.1.

Build and decipher medical term meanings by identifying and using word elements (e.g., word roots,
prefixes, suffixes, combining forms).
Apply the rules used to build singular and plural forms of medical terminology derived from
the Greek and Latin language.
Use proper spelling and pronunciation of medical terms when communicating medical
instructions and preparing medical documentations.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act (HIPAA).
Decrease the risk of injury and elopement to the individual or others (e.g., by using restraints, alarms,
bedrails, hi‐ low beds, padding, non‐ slip footwear and hand rails).
Identify and respond to emergency call lights and alarms.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act (HIPAA).
Decrease the risk of injury and elopement to the individual or others (e.g., by using restraints, alarms,
bedrails, hi‐ low beds, padding, non‐ slip footwear and hand rails).
Identify and respond to emergency call lights and alarms.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury, or
ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants, hazardous
chemicals).
Demonstrate chemical and electrical safety and their application to the work environment.
Describe the national and state health agenda for wellness.
Describe the guidelines of the governing body concerning abuse, mistreatment, neglect and
misappropriation of an individual’s property.
Inform the supervisor of any changes in the individual’s condition.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute
care, home health).
Maintain the integrity of a clinical sample, including patient/client identification and chain of
custody and explain how to adhere to chain‐ of‐ custody guidelines when required (e.g.,
forensic studies, blood alcohol, drug screen).
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
Build and decipher medical term meanings by identifying and using word elements (e.g., word
roots, prefixes, suffixes, combining forms).
Apply the rules used to build singular and plural forms of medical terminology derived from
the Greek and Latin language.
Use diagnostic, symptomatic and procedural terms to read and interpret various medical
reports.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and
pathological classifications and the associated medical specialties and procedures.
Use proper spelling and pronunciation of medical terms when communicating medical
instructions and preparing medical documentations.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
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3.1.2.
3.1.3.
3.1.16.
3.2.4.
3.2.5.
3.2.6.
3.2.7.
3.2.8.
4.1.1.
4.1.2.
4.1.3.
4.1.4.
4.2.1.
4.2.2.
4.2.3.
4.2.4.
4.2.5.
4.2.6.
4.2.7.
4.2.8.
4.7.1.
4.7.2.
4.7.3.
4.7.4.
4.7.5.
4.7.6.
4.7.7.
4.7.8.
4.7.9.
4.8.1.
4.8.2.
4.8.3.
4.8.4.
4.8.5.
4.8.6.
4.9.1.

5.9.2.
5.9.3.
5.9.4.

Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
Use proper body mechanics to perform therapeutic interventions.
(HIPAA).
Identify the needs of the individual, family and community related to physical, biological,
technological, spiritual, religious, social and behavioral concepts.
Share information to promote, maintain and restore.
Communicate the importance of age‐ appropriate healthy eating, exercise and preventative
medicine.
Communicate the medical benefits and risks associated with immunizations across the life
span.
Identify the components of wellness and communicate the relationship between physical
fitness, physical performance, injury prevention and nutritional intake.
Describe the guidelines of the governing body concerning abuse, mistreatment, neglect and
misappropriation of an individual’s property.
Inform the supervisor of any changes in the individual’s condition.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute
care, home health).
Describe non‐ verbal communication, including gestures, posture, touch, facial expressions,
eye contact, body movements, avoidance and appearance.
Describe the importance of maintaining an individual’s personal space.
Describe the importance of empathy in interpersonal relationships and the need for kindness,
patience and listening.
Maintain aids that promote oral, auditory and visual health (e.g., eye glasses, hearing aids,
dentures).
Arrange food and utensils on the meal tray in a clock fashion for visually impaired individuals.
Position an individual for meals to avoid choking and assist in feeding.
Maintain a proper environment for eating (e.g., noxious odors, contaminated items, loud
noises).
Provide aids to facilitate communication for speech impaired individuals (e.g., picture cards,
slates, notepads).
Engage an individual in structured social activities and interactions to orient to person, place
and time.
Observe for overstimulation and situations requiring crisis intervention.
Describe the importance of quiet time and rest periods.
Promote independence, self‐ care and self‐ actualization.
Describe the importance of intimate/sexual relationships across the life span.
Redirect inappropriate behavior.
Describe the importance of providing time for an individual with development and physical
disabilities to communicate and perform tasks.
Provide assistive care and support to clients experiencing alterations in psychosocial integrity.
Assist clients with appropriate coping mechanisms.
Describe variations in advanced directives and responsibilities of healthcare providers.
Identify stages of reaction to death and dying (e.g., denial, anger, bargaining, depression,
acceptance).
Describe the goal of palliative care and hospice.
Provide resources for an individual’s cultural, spiritual and religious needs.
Enable individuals to express their feelings and to control their care.
Perform postmortem care in compliance with legal guidelines and cultural, spiritual and
religious preferences.
Maintain the integrity of a clinical sample, including patient/client identification and chain of
custody and explain how to adhere to chain‐ of‐ custody guidelines when required (e.g.,
forensic studies, blood alcohol, drug screen).
Describe control substance procedures, protocols, documentation and labeling techniques.
Differentiate between aseptic and sterile procedures when collecting specimens and maintain
Bio-hazardous materials procedures (e.g., urine, feces, sputum, blood).
Discuss the methods of blood collection, specimen processing and labeling procedures and the
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5.9.5.
5.9.6.

6.1.7.
6.2.1.
6.2.4.
6.2.5.

4.3.1.
4.3.2.
4.3.3.
4.3.4.
4.3.5.
4.3.6.
4.3.7.
4.3.8.
4.5.1.
4.5.2.
4.5.3.
4.5.4.

4

4.5.5.
4.5.6.
4.5.7.
4.5.8.
2.2.1.
2.2.2.
3.1.1.

5

3.1.2.
3.1.3.
4.7.6.
4.7.7.
2.2.16.
5.1.1.
5.1.2.
5.1.3.
5.1.4.
5.1.5.
5.1.6.

6

5.1.7.
5.1.8.

potential problems that may occur.
Identify patient/client and inform them of the medical procedure to be performed.
Initiate intravenous (IV) therapy, blood withdrawal and arterial puncture using various
techniques (e.g., butterfly, vacutainer, syringe, capillary puncture) according to current
Occupational Safety and Health Administration (OSHA), Centers for Disease Control (CDC),
Clinical Lab Improvement Act (CLIA) and the National Committee for Clinical Laboratory
Differentiate between the types and content of patient health records and the data collected
(e.g., paper‐ based, electronic health records, personal health records). Standards (NCCLS) guidelines.
Identify components of the court systems and distinguish between public and private law, civil
and criminal law and tort, contract actions and the trial process.
Identify what constitutes the authorized access, release and use of personal health data.
Distinguish between confidential and non‐ confidential information within the healthcare
system and document, categorize and prioritize requests for personal health information
according to internal/external privacy and confidentiality guidelines (e.g. Health Insurance
Portability and Accountability Act [HIPAA]).
Describe the chain of infection (e.g., host, vectors, portal of entry).
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common
vehicle, droplet and contact.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
Use personal protective equipment (PPE) when encountering body fluids, potential of
splashing, or respiratory droplets.
Demonstrate various decontamination techniques and procedures.
Demonstrate precaution guidelines.
Maintain isolation precautions.
Identify signs and symptoms of infection (e.g., fever, confusion, areas of redness, swelling,
pain).
Describe risks of immobilization and take measures (e.g., apply anti‐ embolic stockings,
breathing, turning) to prevent complications.
Apply assistive devices based on individual needs.
Operate wheelchairs, Geri Chairs and lifts.
Prepare an individual for ambulation with skid‐ proof footwear, use gait belt and encourage
the individual to use assistive devices.
Demonstrate ambulation techniques for the use of walkers, crutches and canes.
Reposition slowly to avoid postural hypotension.
Support the individual on the affected side of the body to prevent falls or injury.
Position the individual in bed for comfort, to maintain proper body alignment and to decrease pressure
on boney prominences.
Provide privacy and demonstrate cultural sensitivity.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act (HIPAA).
Redirect inappropriate behavior.
Describe the importance of providing time for an individual with development and physical
disabilities to communicate and perform tasks.
Identify patterns of behavior to determine risk to self and others.
Use standard operating procedures for the safe use of instruments, equipment and gas
cylinders.
Prepare and interpret labels for chemicals, supplies and equipment.
Use chemical references to identify hazards associated with handling and storing chemical
materials.
Neutralize acids, bases, or caustic solutions for handling and disposal.
Ensure clean room integrity using Standard Operating Procedures (SOPs).
Sample, monitor and record the environmental conditions of the facility (e.g. air quality,
temperature, microbial contaminations).
Adjust, calibrate, maintain and perform systems diagnostics on laboratory equipment.
Maintain equipment logs and determine when to perform, implement, or schedule preventive
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5.1.9.
5.1.10.
5.1.11.
5.1.12.
5.1.13.
.1.1.
3.1.2.
3.1.3.
3.1.4.
3.1.5.
3.1.6.

3.1.7.
4.3.4.
4.3.5.
4.3.6.
4.3.7.
4.3.8.
5.1.1.
5.1.2.
5.1.3.
5.1.4.
5.1.5.
5.1.6.
5.1.7.
5.1.8.
5.1.9.
5.1.10.
5.1.11.

7

5.1.12.
5.1.13
3.1.1.
3.1.12.

3.1.13.
3.1.14.
3.1.15.

8

3.4.1.

maintenance and/or systems updates.
Verify expiration dates and lot numbers.
Implement a chemical inventory system that includes all pertinent information regarding
stability, hazards and sensitivity.
Maintain an inventory system for manufactured products, including a monitoring system for
the pilfering of materials.
Maintain separate in‐ processing, quarantine and release areas.
Monitor and maintain animal behavior, welfare and husbandry.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act
(HIPAA).
Decrease the risk of injury and elopement to the individual or others (e.g., by using restraints,
alarms, bedrails, hi‐ low beds, padding, non‐ slip footwear and hand rails).
Identify and respond to emergency call lights and alarms.
Identify and remove environmental and electrical hazards to decrease the risk of falls, injury,
or ingestion of dangerous materials (e.g., clutter, equipment, throw rugs, spills, plants,
hazardous chemicals).
Demonstrate chemical and electrical safety and their application to the work environment.
Use personal protective equipment (PPE) when encountering body fluids, potential of
splashing, or respiratory droplets.
Demonstrate various decontamination techniques and procedures.
Demonstrate precaution guidelines.
Maintain isolation precautions.
Identify signs and symptoms of infection (e.g., fever, confusion, areas of redness, swelling,
pain).
Use standard operating procedures for the safe use of instruments, equipment and gas
cylinders.
Prepare and interpret labels for chemicals, supplies and equipment.
Use chemical references to identify hazards associated with handling and storing chemical
materials.
Neutralize acids, bases, or caustic solutions for handling and disposal.
Ensure clean room integrity using Standard Operating Procedures (SOPs).
Sample, monitor and record the environmental conditions of the facility (e.g. air quality,
temperature, microbial contaminations).
Adjust, calibrate, maintain and perform systems diagnostics on laboratory equipment.
Maintain equipment logs and determine when to perform, implement, or schedule preventive
maintenance and/or systems updates.
Verify expiration dates and lot numbers.
Implement a chemical inventory system that includes all pertinent information regarding
stability, hazards and sensitivity.
Maintain an inventory system for manufactured products, including a monitoring system for
the pilfering of materials.
Maintain separate in‐ processing, quarantine and release areas.
Monitor and maintain animal behavior, welfare and husbandry.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing
adult and loss of power.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial)
and provide safety precautions.
Apply principles of asepsis and sterile techniques and determine recommended use of
germicides (e.g., sterilant, disinfectant, antiseptic).
Follow Standard Operational Protocols (SOP's) for exposure and disposal of tissue cultures,
contaminated materials, body fluids and radioisotopes and place sharps in biohazard
containers.
Perform cardiopulmonary resuscitation (CPR), first‐ aid and automated external defibrillation
(AED).
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3.4.2.
3.4.3.
4.1.1.
4.1.2.
4.1.3.
4.1.4.
2.3.1.
2.3.2.
2.3.3.
2.3.4.
2.3.5.
3.5.1.
3.5.2.
3.5.3.
3.5.4.
3.5.5.
4.1.1.
4.1.2.
4.1.3.
4.1.4.

9

4.1.5.
6.1.7.
3.1.2.
3.1.3.
6.2.1.
6.2.4.
6.2.5.

10
2.2.1.
2.2.2.
2.2.3.

2.2.4.
3.2.6.
36.2.1.

11

6.2.4.
6.2.5.

Control hemorrhage.
Recognize and respond to anaphylactic shock.
Describe the guidelines of the governing body concerning abuse, mistreatment, neglect and
misappropriation of an individual’s property.
Inform the supervisor of any changes in the individual’s condition.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute care,
home health).
Build and decipher medical term meanings by identifying and using word elements (e.g., word
roots, prefixes, suffixes, combining forms).
Apply the rules used to build singular and plural forms of medical terminology derived from
the Greek and Latin language.
Use diagnostic, symptomatic and procedural terms to read and interpret various medical
reports.
Use the appropriate abbreviations and symbols to identify anatomical, physiological and
pathological classifications and the associated medical specialties and procedures.
Use proper spelling and pronunciation of medical terms when communicating medical
instructions and preparing medical documentations.
Describe the role and effects of carbohydrates, proteins, fats, electrolytes, minerals, vitamins
and water in different body systems and life processes.
Calculate the energy of carbohydrates, proteins and fats.
Describe ergogenic aids and possible benefits and risks.
Calculate caloric needs of the individual and refer the individual to nutritional resources for
optimal health and performance.
Provide diet and hydration guidelines to maintain optimal health.
Identify and respond to emergency call lights and alarms.
Describe the guidelines of the governing body concerning abuse, mistreatment, neglect and
misappropriation of an individual’s property.
Inform the supervisor of any changes in the individual’s condition.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute
care, home health).
Identify the medical specialists who treat disorders of each body system.
Differentiate between the types and content of patient health records and the data collected
(e.g., paper‐ based, electronic health records, personal health records).
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act (HIPAA).
Identify components of the court systems and distinguish between public and private law, civil
and criminal law and tort, contract actions and the trial process.
Identify what constitutes the authorized access, release and use of personal health data.
Distinguish between confidential and non‐ confidential information within the healthcare
system and document, categorize and prioritize requests for personal health information
according to internal/external privacy and confidentiality guidelines (e.g. Health Insurance
Portability and Accountability Act [HIPAA]).
Provide privacy and demonstrate cultural sensitivity.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
Use age‐ appropriate language to systematically review disease processes related to each body
system (e.g., vaccinations, allergies, reactions, history of abuse, history of suicidal ideation,
alcohol use, risk behaviors, stressors, sleep patterns, nutritional patterns, occupation, living
conditions, current medications, over‐ the‐ counter medications, herbals).
Perform vital signs.
Communicate the importance of age‐ appropriate healthy eating, exercise and preventative
medicine.
Identify components of the court systems and distinguish between public and private law, civil and
criminal law and tort, contract actions and the trial process.
Identify what constitutes the authorized access, release and use of personal health data.
Distinguish between confidential and non‐ confidential information within the healthcare
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system and document, categorize and prioritize requests for personal health information
according to internal/external privacy and confidentiality guidelines (e.g. Health Insurance
Portability and Accountability Act [HIPAA]).
Provide privacy and demonstrate cultural sensitivity.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
Use age‐ appropriate language to systematically review disease processes related to each body
system (e.g., vaccinations, allergies, reactions, history of abuse, history of suicidal ideation,
alcohol use, risk behaviors, stressors, sleep patterns, nutritional patterns, occupation, living
conditions, current medications, over‐ the‐ counter medications, herbals).
Perform vital signs.
Determine level of consciousness and cognition.
Determine pupil reactivity and accommodation.
Determine site, onset, type, quality and level of pain.
Determine what decreases and increases the pain experience.
Auscultate lungs for abnormal breath sounds.
Perform pulmonary function testing (e.g., vital capacity, tidal volumes, total lung capacity).
Auscultate bowel sounds and palpate abdomen for distention and tautness.
Determine joint mobility and muscle strength (e.g., range‐ of‐ motion).
Identify open wounds, skin abrasions, decubitus and rashes.
Observe for excessive body fluid loss (i.e., blood loss, diarrhea, vomiting, profuse diaphoresis).
Identify symptoms of substance abuse.
Identify patterns of behavior to determine risk to self and others.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act (HIPAA).
Describe the guidelines of the governing body concerning abuse, mistreatment, neglect and
misappropriation of an individual’s property.
Inform the supervisor of any changes in the individual’s condition.
Provide input to and work within an age‐ appropriate plan of care developed by the
interdisciplinary team for each individual.
Describe the primary purpose of healthcare settings (e.g., long‐ term care facility [LTCF], acute care,
home health).
Perform oral and denture care.
Perform personal hygiene (e.g., bathing, perineal care, shaving, shampooing).
Assist or dress and undress impaired individuals.
Perform nail care, foot soaks and observe skin for reddened or discolored areas and
abnormalities.
Observe and report skin condition over boney prominences.
Describe the physical characteristics, components and function of blood (e.g., ABO, Rh, blood
cells, precursors and respiratory).
Describe the cardiovascular system and trace the path of blood and factors affecting blood
flow.
Describe how blood pressure is controlled and factors influencing changes in blood pressure.
Describe the function and components of the respiratory system and pulmonary ventilation
and factors influencing respiratory rates.
Describe nerve tissue and the nervous system, including regions of the brain and their
function, the spinal nerves, signal transmission at synapses and the sympathetic and
parasympathetic system.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, various
bone structures and the role of bone marrow and joints and injuries.
Describe the gastrointestinal system, including structures of chewing, swallowing, digestion
and elimination and the role of accessory organs including the liver, pancreas and gallbladder.
Describe the urinary system structures and principles of glomerular filtration, electrolyte
exchanges and their role in the production of red blood cells and the control of blood pressure.
Describe the immune system and the lymphatic system's role in immunity.
Describe the sensory system, related structures and functions.
Describe the endocrine system, its structures and the role of hormones.
Describe the integumentary system, related structures and functions.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
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36.2.1.

Explain the pathophysiology changes associated with or resulting from disease or injury.
Provide privacy and demonstrate cultural sensitivity.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
Use age‐ appropriate language to systematically review disease processes related to each body
system (e.g., vaccinations, allergies, reactions, history of abuse, history of suicidal ideation,
alcohol use, risk behaviors, stressors, sleep patterns, nutritional patterns, occupation, living
conditions, current medications, over‐ the‐ counter medications, herbals).
Perform vital signs.
Determine level of consciousness and cognition.
Determine pupil reactivity and accommodation.
Determine site, onset, type, quality and level of pain.
Determine what decreases and increases the pain experience.
Auscultate lungs for abnormal breath sounds.
Perform pulmonary function testing (e.g., vital capacity, tidal volumes, total lung capacity).
Auscultate bowel sounds and palpate abdomen for distention and tautness.
Determine joint mobility and muscle strength (e.g., range‐ of‐ motion).
Identify open wounds, skin abrasions, decubitus and rashes.
Observe for excessive body fluid loss (i.e., blood loss, diarrhea, vomiting, profuse diaphoresis).
Identify symptoms of substance abuse.
Identify patterns of behavior to determine risk to self and others.
Use standard precaution guidelines, recommended by the Centers for Disease Control and
Prevention, for reducing the risk of transmission of blood‐ borne and other pathogens.
Maintain patients’ rights, respect individual’s choices and obtain informed consent.
Describe confidentiality guidelines in the Health Insurance Portability and Accountability Act (HIPAA).
Describe variations in advanced directives and responsibilities of healthcare providers.
Identify stages of reaction to death and dying (e.g., denial, anger, bargaining, depression,
acceptance).
Describe the goal of palliative care and hospice.
Provide resources for an individual’s cultural, spiritual and religious needs.
Enable individuals to express their feelings and to control their care.
Perform postmortem care in compliance with legal guidelines and cultural, spiritual and
religious preferences.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
Describe and follow the precautions used in oxygen therapy and pressurized gases.
Clean, store, or dispose of supplies, specimens and laboratory glassware following protocol
and standard precautions.
Determine risk of bleeding and implement precautions.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing
adult and loss of power.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial)
and provide safety precautions.
Apply principles of asepsis and sterile techniques and determine recommended use of
germicides (e.g., sterilant, disinfectant, antiseptic).
Follow Standard Operational Protocols (SOP's) for exposure and disposal of tissue cultures,
contaminated materials, body fluids and radioisotopes and place sharps in biohazard
containers.
Use proper body mechanics to perform therapeutic interventions.
Identify electrical, thermal and drowning risks in aquatic environments.
Account for all instruments, supplies and equipment.
Control the level of distractions and noise.
Perform the safe operation, packing and cleaning of equipment.
Describe the national and state health agenda for wellness.
Identify body composition, neuromuscular flexibility, agility, balance, coordination and
proprioception.
Measure and document an individual’s cardiorespiratory fitness, muscular strength,
endurance and power.
Identify components of the court systems and distinguish between public and private law, civil and
criminal law and tort, contract actions and the trial process.
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5.9.4.

Identify what constitutes the authorized access, release and use of personal health data.
Distinguish between confidential and non‐ confidential information within the healthcare
system and document, categorize and prioritize requests for personal health information
according to internal/external privacy and confidentiality guidelines (e.g. Health Insurance
Portability and Accountability Act [HIPAA]).
Communicate the importance of age‐ appropriate healthy eating, exercise and preventative
medicine.
Describe the physical characteristics, components and function of blood (e.g., ABO, Rh, blood
cells, precursors and respiratory).
Describe the cardiovascular system and trace the path of blood and factors affecting blood
flow.
Describe how blood pressure is controlled and factors influencing changes in blood pressure.
Describe the function and components of the respiratory system and pulmonary ventilation
and factors influencing respiratory rates.
Describe nerve tissue and the nervous system, including regions of the brain and their
function, the spinal nerves, signal transmission at synapses and the sympathetic and
parasympathetic system.
Describe the musculoskeletal system, including skeletal, cardiac and smooth muscle, various
bone structures and the role of bone marrow and joints and injuries.
Describe the gastrointestinal system, including structures of chewing, swallowing, digestion
and elimination and the role of accessory organs including the liver, pancreas and gallbladder.
Describe the urinary system structures and principles of glomerular filtration, electrolyte
exchanges and their role in the production of red blood cells and the control of blood
pressure.
Describe the immune system and the lymphatic system's role in immunity.
Describe the sensory system, related structures and functions.
Describe the endocrine system, its structures and the role of hormones.
Differentiate between the male and female reproductive system, structures and function.
Describe the integumentary system, related structures and functions.
Describe the difference between pathology and physiology and the conditions typically
observed during a disease state.
Explain the pathophysiology changes associated with or resulting from disease or injury.
Provide privacy and demonstrate cultural sensitivity.
Contact interpretive services for non‐ English speaking and English as a Second Language (ESL)
individuals.
Use age‐ appropriate language to systematically review disease processes related to each body
system (e.g., vaccinations, allergies, reactions, history of abuse, history of suicidal ideation,
alcohol use, risk behaviors, stressors, sleep patterns, nutritional patterns, occupation, living
conditions, current medications, over‐ the‐ counter medications, herbals).
Perform vital signs.
Determine level of consciousness and cognition.
Determine pupil reactivity and accommodation.
Determine site, onset, type, quality and level of pain.
Determine what decreases and increases the pain experience.
Auscultate lungs for abnormal breath sounds.
Perform pulmonary function testing (e.g., vital capacity, tidal volumes, total lung capacity).
Auscultate bowel sounds and palpate abdomen for distention and tautness.
Determine joint mobility and muscle strength (e.g., range‐ of‐ motion).
Identify open wounds, skin abrasions, decubitus and rashes.
Observe for excessive body fluid loss (i.e., blood loss, diarrhea, vomiting, profuse diaphoresis).
Identify symptoms of substance abuse.
Identify patterns of behavior to determine risk to self and others
Maintain the integrity of a clinical sample, including patient/client identification and chain of
custody and explain how to adhere to chain‐ of‐ custody guidelines when required (e.g.,
forensic studies, blood alcohol, drug screen).
Describe control substance procedures, protocols, documentation and labeling techniques.
Differentiate between aseptic and sterile procedures when collecting specimens and maintain
bio‐ hazardous materials procedures (e.g., urine, feces, sputum, blood).
Discuss the methods of blood collection, specimen processing and labeling procedures and the
potential problems that may occur.
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Identify patient/client and inform them of the medical procedure to be performed.
Initiate intravenous (IV) therapy, blood withdrawal and arterial puncture using various
techniques (e.g., butterfly, vacutainer, syringe, capillary puncture) according to current
Occupational Safety and Health Administration (OSHA), Centers for Disease Control (CDC),
Clinical Lab Improvement Act (CLIA) and the National Committee for Clinical Laboratory
Standards (NCCLS) guidelines.
Identify resources needed for special procedures and demonstrate knowledge of special
phlebotomy collection procedures (e.g., phenylketonuria [PKU], galactosemia, blood
donations, blood cultures).
Differentiate between specimen collection, storage and handling techniques (e.g.,
temperature, light, time).
Determine order of draw and appropriate anticoagulants for ordered tests and correlate tube
stopper colors with tube additives and their actions.
Identify complications of venipuncture (e.g., patient fainting, short draw, inadequate
inversion, hemolysis, lack of blood flow, hematoma, petechia, nerve injury, mastectomy
issues).
Prepare peripheral blood smears and discuss testing volumes and methods for minimizing
excessive blood collection volumes.
Set up a procedure and collect an electrocardiograph (ECG).
Determine the general criteria for suitability of a specimen for analysis and reasons for
specimen rejection and recollection.
Identify major routine tests performed in clinical lab sections (e.g., blood bank, chemistry,
hematology, serology, microbiology, urinalysis).
Instruct patients/clients in the collection procedures for random, routine, non‐ blood specimen
collection (e.g., clean‐ catch, mid‐ stream urine, stool specimens, semen, or sputum for testing.)
Perform Clinical Laboratory Improvement Act (CLIA) waived tests (e.g., dipstick or tablet
reagent urinalysis, blood glucose by glucose monitoring devices, ovulation tests, urine
pregnancy tests).
Assist with preparations for non‐ CLIA waived procedures.
Describe the chain of infection (e.g., host, vectors, portal of entry).
Describe mechanisms for the spread of infection, including airborne, vector‐ borne, common
vehicle, droplet and contact.
Describe methods of controlling or eliminating microorganisms and the importance of
practices that hinder the spread of infection (e.g., hand washing, disinfecting care areas).
Use personal protective equipment (PPE) when encountering body fluids, potential of
splashing, or respiratory droplets.
Demonstrate various decontamination techniques and procedures.
Demonstrate precaution guidelines.
Maintain isolation precautions.
Identify signs and symptoms of infection (e.g., fever, confusion, areas of redness, swelling, pain).
Perform oral and denture care.
Perform personal hygiene (e.g., bathing, perineal care, shaving, shampooing).
Assist or dress and undress impaired individuals.
Perform nail care, foot soaks and observe skin for reddened or discolored areas and
abnormalities.
Observe and report skin condition over boney prominences.
Use standard operating procedures for the safe use of instruments, equipment and gas cylinders.
Prepare and interpret labels for chemicals, supplies and equipment.
Use chemical references to identify hazards associated with handling and storing chemical materials.
Neutralize acids, bases, or caustic solutions for handling and disposal.
Ensure clean room integrity using Standard Operating Procedures (SOPs).
Sample, monitor and record the environmental conditions of the facility (e.g. air quality,
temperature, microbial contaminations).
Adjust, calibrate, maintain and perform systems diagnostics on laboratory equipment.
Maintain equipment logs and determine when to perform, implement, or schedule preventive
maintenance and/or systems updates.
Verify expiration dates and lot numbers.
Implement a chemical inventory system that includes all pertinent information regarding
stability, hazards and sensitivity.
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Maintain an inventory system for manufactured products, including a monitoring system for
the pilfering of materials.
Maintain separate in‐ processing, quarantine and release areas.
Monitor and maintain animal behavior, welfare and husbandry.
Determine the risk of burns resulting from equipment, liquids, chemicals and fire.
Describe and follow the precautions used in oxygen therapy and pressurized gases.
Clean, store, or dispose of supplies, specimens and laboratory glassware following protocol
and standard precautions.
Determine risk of bleeding and implement precautions.
Implement disaster preparedness response to fire, tornado, emergency evacuation, hazardous
material spill, infant/child abduction, bomb threat, violent person, active shooter, missing
adult and loss of power.
Identify risk factors of exposure to hazardous materials (i.e., chemical, radiologic, microbial)
and provide safety precautions.
Apply principles of asepsis and sterile techniques and determine recommended use of
germicides (e.g., sterilant, disinfectant, antiseptic).
Follow Standard Operational Protocols (SOP's) for exposure and disposal of tissue cultures,
contaminated materials, body fluids and radioisotopes and place sharps in biohazard
containers.
Use proper body mechanics to perform therapeutic interventions.
Identify electrical, thermal and drowning risks in aquatic environments.
Account for all instruments, supplies and equipment.
Control the level of distractions and noise.
Perform the safe operation, packing and cleaning of equipment.
Engage an individual in structured social activities and interactions to orient to person, place
and time.
Observe for overstimulation and situations requiring crisis intervention.
Describe the importance of quiet time and rest periods.
Promote independence, self‐ care and self‐ actualization.
Describe the importance of intimate/sexual relationships across the life span.
Redirect inappropriate behavior.
Describe the importance of providing time for an individual with development and physical
disabilities to communicate and perform tasks.
Provide assistive care and support to clients experiencing alterations in psychosocial integrity.
Assist clients with appropriate coping mechanisms.
Describe variations in advanced directives and responsibilities of healthcare providers.
Identify stages of reaction to death and dying (e.g., denial, anger, bargaining, depression,
acceptance).
Describe the goal of palliative care and hospice.
Provide resources for an individual’s cultural, spiritual and religious needs.
Enable individuals to express their feelings and to control their care.
Perform postmortem care in compliance with legal guidelines and cultural, spiritual and
religious preferences
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Section 7: Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the
business community. The standards set for these competencies are recommended by the
advisory committee members and local employers in the community and evaluated by the
teacher following these guidelines. In order to receive credit for the course, competencies to
be mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the effectiveness of the
total program, the following procedures will be used:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Pre tests
Post tests
Teacher observation and evaluation
Workbooks
Online exercises/assessments
Portfolio
Class discussions
Class projects and presentations
Class demonstrations
Skill testing
Project development
Daily grades
Lab performance
Work-based learning experiences
Industry certifications: State Test Nurse Aide, Home Health Aide, CPR and First Aid

Measurement of learning will be an ongoing activity with emphasis on laboratory activities and competency
improvement. Evaluation will be accomplished through pre-assessment of student’s skills, frequent
formative assessment, both visual and written, and summative evaluation to determine the mastery of
competencies. Formative assessments that are conducted during instruction help the teacher make
necessary instructional adjustments. The instructor may decide to alter instructional materials and
methods if students are experiencing difficulties in learning what is being taught. All evaluations are in the
form of points received out of points possible. A percentage is then calculated and a letter grade is
assigned. Progress reports on all students are distributed to parents on the mid-term of each grading
period.
Grade
A
B
C
D
F

%
92-100
82-91.999
72-81.999
62-71.999
0-61.9999

.
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Section 8: Syllabi

BHS 1390
Medical Terminology
COURSE SYLLABUS
Rhodes State College:
Division of Health Sciences:
Medical Assisting Technology:
Instructor: Cassandra Van Horn RN, BSN
Phone:419-420-3361
Email: cvanhorn@findlaycityschools.org

2 Credit Hours
2 Contact hours
Semester: Spring 2018
Room: A206

*Fax: 419-995-8093
Office Hours: 10 minutes before class and after class
and by appointment.
Mission Statement: Rhodes State College changes lives, builds futures and improves communities through lifelong learning.
Division of Health Sciences - Mission Statement: The Division of Health Sciences prepares students to be competent, professional
health care providers to change lives, build futures, and improve communities.
Assistant Dean Health Sciences/Allied Health: Angela M. Heaton, PT, MSEd
Coordinator of Medical Assisting Program/Medical Terminology: Cheryl Kuck, MS, CMA (AAMA)

I. Overview: This course is designed to familiarize students with:
 The fundamentals of medical terminology and
 The formation of medical terminology based upon word roots derived from the Greek and Latin language, prefixes, suffixes and combining
forms
 The meanings of the root words, prefixes, and suffixes which enables students to understand complex medical terms
 The defining, spelling, understanding, and pronunciation of medical terms.
Catalog description: Discusses an understanding of foundational medical terminology used in communication with
the health care team. Terminology pertaining to the treatment of disease, including standard abbreviations,
anatomic, diagnostic, symptomatic, eponymic, laboratory, pathologic, radiology, anesthetic, operative, and drug
items will be covered in this course. Transfer: TAG
Prerequisites: none
Transfer Assurance Guide (TAG) approved, # 13796; Ohio Articulation Number (OAN) #OHL020
Lecture and Class: 2 hours of lecture per week
II. Texts and Materials/Supplies
 Barbara A. Gylys and Mary Ellen Wedding. Medical Terminology Systems: A Body Systems Approach, 8th Edition. F.A. Davis Company,
Philadelphia, 2013. ISBN 10: 0-8036-3575-3. ISBN 13: 978-0-8036-3575-3.
 Access code to online Medial Language Lab will be given at the first class.

ALL QUIZ QUESTIONS ARE SUBJECT TO READING & HOMEWORK ASSIGNMENTS AS WELL AS LECTURE MATERIALS

77

III. Course Learning Outcomes:
Students will be able to:
1.
Define medical prefixes, suffixes, combining forms, word roots and compound words.
2.
Describe how medical terms are constructed using word elements
3.
Construct medical words by combining forms, prefixes and suffixes
4.
Apply the rules used to build singular/plural forms of medical terms derived from the Greek and Latin language
5.
Define a medical term by dividing it into its elements
6.
Spell terms related to the pathology, diagnostic and treatment procedures, and pharmacology of each body system
7.
Pronounce terms related to the pathology, diagnostic and treatment procedures and pharmacology of each body system
8.
Identify common diagnostic procedures and conditions including laboratory and radiology tests and exams
9.
Identify the body systems in terms of their major structures, functions, and related word parts
10.
Identify the medical specialists who treat disorders of each body system
11.
Identify body planes, directions, cavities, quadrants and regions
12.
Define common medical and healthcare abbreviations
13.
Describe the anatomical structures of the given body systems, common diseases and medical and surgical procedures
14.
Interpret various medical reports that use common diagnostic, symptomatic and procedural terms and standard abbreviations
Course Delivery: This course may be offered in all of the following Ohio Board of Regents accepted delivery methods: Individual studies,
lecture, self-paced, tutorial, email, CANVAS learning system, video/audio and the World Wide Web.
IV. SCHEDULE OF INSTRUCTION TOPICS
TOPIC
WEEK 1
Chapter 1: Basic Elements of a Medical Word
WEEK 2
Chapter 2: Suffixes
Chapter 3: Prefixes
WEEK 3
Chapter 4: Body Structures

ASSIGNMENTS (sample to use if you wish)
Learning Activity 1-1, 1-2
Learning Activity 2-1, 2-3, 2-4, 2-5, 2-6, 2-7
Learning Activity 3-2, 3-3
Learning Activity 4-1, 4-2, 4-3, 4-4, 4-5

WEEK 4

Chapter 5: Integumentary System

Learning Activity 5-1, 5-2, 5-3, 5-4, 5-5

WEEK 5

Chapter 6: Digestive System

Learning Activity 6-1, 6-2, 6-3, 6-4, 6-5, 6-6
Learning Activity 7-2, 7-3, 7-4

WEEK 8

Chapter 7: Respiratory System
Midterm Examination
Chapter 8: Cardiovascular System

WEEK 9

Chapter 9: Blood, Lymph, and Immune Systems

Learning Activity 9-2, 9-3, 9-4

WEEK 6 - 7

WEEK 10
WEEK 11
WEEK 12
WEEK 13
WEEK 14
WEEK 15
FINALS WEEK

Chapter 10: Musculoskeletal Systems
Chapter 11: Genitourinary System
Chapter 12: Female Reproductive System
Chapter 13: Male Reproductive System
Chapter 14: Endocrine System
Chapter 15: Nervous System
Chapter 16: Special Senses
FINAL EXAMINATION

Learning Activity 8-2, 8-3, 8-4

Learning Activity 10-1, 10-3, 10-4, 10-5, 10-6
Learning Activity 11-3, 11-4, 11-5
Learning Activity 12-3, 12-4, 12-5
Learning Activity 13-1, 13-2, 13-3, 13-4
Learning Activity 14-1, 14-2, 14-3, 14-4
Learning Activity 15-4, 15-5
Review for Final Exam

ALL HOMEWORK DUE AT THE BEGINNING OF THE CLASS!!
V. Schedule of Activities (list here all schedule of activities and assignment expectations)
There will be 8 quizzes, 8 Chapter Exercises, 8 Chapter Vocabulary Cards, 8 Chapter Worksheets. There will be a comprehensive final exam given
at the conclusion of this course. Reference the “assignment due date sheet” for specific dates when these assessments will occur.
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VI. Laboratories/ Clinical: None
VII. Special or additional course requirements, online communications:
Special assignments may be made at the discretion of the instructor. It is the student's responsibility to determine whether any assignments are
missed. Homework MUST be turned in on the assigned date!
**No credit, (a zero), may be given for any homework not submitted by the due
date!
CANVAS Course Management: Please specify if you are using CANVAS in your class or not.
Your Rhodes’ official email address is: yourUsername.x@rhodesstate.edu. This is the primary way the college will communicate with you. You are
responsible for checking your Rhodes mail every day.
Classroom contact, Findlay City Schools email and Remind Texting App will be our preferred ways to communicate. Leaving a voicemail message
after 2:30pm will be answered on the following school day.
VIII. Attendance
Attendance is an important part of the grade you receive for this course. Regular attendance is needed to gain an understanding of the course's
content and to satisfactorily demonstrate required competencies. Lack of attendance will negatively impact the earned grade and will result in a grade
reduction if more than one class time is missed. (Unless extenuating circumstances apply and have been discussed and approved by the Instructor
prior to absences)
Withdrawal: A student who registers for classes, but who decides not to attend the College must officially withdraw from the College dropping their
classes. Failure to officially withdraw will result in the student being awarded grades of “E” in all courses, and the student being required to pay
all assessed fees even though the student has actually left the College.
Students are responsible to officially drop/withdraw from all courses which they are registered when they decide to no longer attend. If a student
does not initiate an official drop/withdraw within the Student Advising and Development Office, the institution has the right to identify a date of
drop/withdraw. Students identified as not attending will be withdrawn failing “WF” by the college beginning the sixth week of the quarter. (Federal
Student Aid Handbook, Vol. 2, Ch.6). Students will be notified of the action by U.S. mail. If attendance is a required element of the course and
this is stated in the course materials, lack of attendance may result in a grade of “E” rather than “WF.” (Student Handbook, pg. 245)

79

IX. TESTING & EVALUATION PROCEDURES (this is suggested, you may design your own, just make sure it complies with our
overall grading scale percentages)
Final grades will be based on the following points system:
Worksheets
Quizzes
Chapter Vocab
Chapter Exercise
Chapter Tests
Comp Final
Total

320 points
320 points
160 points
160 points
320 points
200points
1480 points
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The following grading scale will be used:
NOTE: ALL health programs require a “C” grade or better in this course to meet program requirements
%
Letter grade
95 – 100
A
92-94
A89-91
B+
85-88
B
82-84
B79-81
C+
75-78
C
72-74
C69-71
D+
65-68
D
Less than 64
E
Early Alert: The Early Alert System is now being used by the College to enable your instructor to communicate about your
course with you via the campus e-mail system. Please check your campus e-mail regularly because there may be information
advising you to contact your instructor, see other assistance, or that you are doing above average work in the class.
STITUTIONAL INFORMATION

Rhodes State College is a tobacco-free campus.
Student E-mail:
Students are expected to check their e-mail on a frequent and consistent basis in order to stay current with collegeand course- related communications. Students have the responsibility to recognize that certain communications may
be time-critical. “I didn’t check my e-mail,” error in forwarding mail, or e-mail returned to the college with
“Mailbox Full” or “User Unknown” is not an acceptable excuse for missing official College communications via email. RSC recommends checking email once a week at a minimum in recognition that certain communications may
be time-critical.
1

Students are expected to use proper etiquette when submitting emails to College personnel. When sending emails,
the College expects students to exhibit the same professionalism and respect to College faculty and staff as you
would in person; use a positive tone and use correct spelling and grammar before sending the email.
Attendance
Regular attendance is needed to gain an understanding of the course’s content and to satisfactorily demonstrate
required competencies. Lack of attendance will negatively impact the earned grade and if flagrant, could result in a
grade of “E” which may negatively impact a student’s financial aid eligibility. (See Federal Student Aid Handbook
for further information.)
Withdrawal
A student who registers for classes, but who decides not to attend the College must officially withdraw from the
College dropping their classes. Failure to officially withdraw will result in the student being awarded grades of “E”
in all courses, and the student being required to pay all assessed fees even though the student has actually left the
College.
Students are responsible to officially drop/withdraw from all courses which they are registered when they decide to
no longer attend. If a student does not initiate an official drop/withdraw within the Office of Advising, the
institution has the right to identify a date of drop/withdraw. Students identified as not attending will be withdrawn
failing “WF” by the college beginning the 6th week of the semester. (Federal Student Aid Handbook, Vol. 4, Ch
3). Students will be notified of the action by U.S. mail. If attendance is a required element of the course and this is
stated in the course materials, lack of attendance may result in a grade of “E” rather than “WF.”

Incomplete
An “I” indicates that the work of the student in the course is qualitatively satisfactory, but that for legitimate reasons
a small fraction remains to be completed; or that the record of the student in the course justifies the expectation that
he or she will obtain a passing grade, but he or she has been unavoidably absent from the final examination.
The grade “I” shall be temporarily recorded on the student’s grade report. The student must complete the work and
the instructor must report the final grade at the earliest possible time, but not later than the sixth Friday following the
first day of the semester subsequent to the one in which the “I” was received (not counting summer term). Upon the
request of the student to the instructor, within the six week period, the Vice President for Academic Affairs may for
good reason allow a student additional time in which to complete the work. Generally, this shall not be longer than
the end of the semester following the semester in which the “I” was received. As soon as the incomplete work has
been made up, the instructor, or in the case of his or her absence from the College, the Dean, shall ensure the proper
grade is entered on the student’s record.
Until such time as the final grade is recorded, the credit hours in the incomplete courses shall not be counted or
considered for any purpose. In no case shall a student who has received the grade “I” be permitted to repeat the
course in which such grade was received until such time as the “I” has been removed. If the student fails to complete
the coursework, the final grade will be determined by giving the student a zero on all remaining and unfinished
work. These zeros will be used to calculate the final course grade. Students who are unsuccessful in a required
competency (as defined in the syllabus) will receive an “E/U” grade. Note: A student’s Financial Aid Status and/or
Academic Standing will be affected by the Incomplete.
College Closures:
Course of Study
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Please sign up for Rhodes Alert which can be found on the Rhodes State College website. Rhodes Alert was created
to provide students with Emergency Notifications in the event of Weather Emergencies, Weather Closures, and
Campus Security Threats. These notifications will be delivered via phone, email, and text message. The local TV
and radio stations also post information about College closures.
Weather Delays and Cancellations:
In the event that weather forces a delay to the start of the academic day, the College will announce when classes will
begin. Classes starting and ending prior to the announced start time are cancelled. If the class starts before the
announced start time but still has more than 30 minutes of class remaining after the start time, that class will begin at
the announced specific time and end at its normal time.
For example, if the College delays until 10:00 a.m., a class starting at 8:00 a.m. and ending at 10:20 a.m.
would be canceled for that day. If, however, a class begins at 9:30 a.m. and has an ending time of 11:00
a.m., it would be held from 10:00 a.m. to 11:00 a.m. that day.
This same 30 minute rule will be used in the event of an early closure of the College. The portion of the class which
was scheduled prior to the announced closure time would be canceled if the start time is 30 minutes or less before
the closure time.
For example, if the College announces a 6:00 p.m. closing time, classes that begin at 5:30 p.m. would be
canceled. If a class is scheduled to begin at 5:00 p.m. on that same day and had a 7:30 p.m. end time, the
class would run from 5:00 p.m. to 6:00 p.m. on that day.
Because student travel to clinical/practicum experiences may begin at an early hour, program leadership may delay
the start to enable the College to assess weather conditions and allow for the College’s communication process to
occur.
When the College does not issue an official delay or cancellation, students are expected to exercise their mature
judgment in determining whether to attend classes or activities sanctioned by Rhodes State College. In accordance
with procedures established by each individual faculty member, students are accountable for any material missed
during an absence without an official delay or announced cancellation. In all cases, students are expected to pursue,
by their own self-directed efforts, the course content, activities, and assignments for which they are responsible
during the period of absence.
Emergency Procedures:
Students are responsible for following appropriate campus emergency procedures. Students are encouraged to
review the Building Emergency Action Plan on the college website:
(http://www.rhodesstate.edu/About%20Rhodes/College%20Offices%20and%20Departments/SecuritySafety/Emergency%20Information.aspx)
Student Resources:
Testing Center: TL132, 419-995-8476
Advising: PS 148, 419-995-8400
Campus Security: TL150, 419-995-8499
Financial Aid: PS 150, 419-995-8800
Library – Cook Hall, 419-995-8326
Career Services: PS 150, 419-995-8352
Accommodative Services: TL 132, 419-995-8009
Computer Help Desk: KH 102, next to the open computer lab, 419-995-8069
Tutoring:
Course of Study
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Academic Success Center: SCI 151/SCI 240, 419-995-8039
FEELING OVERWHELMED AND NEED HELP?
If you need help, call the National Suicide Prevention Lifeline at 1-800-273-TALK (8255), available
f·Sit·l:t·i
24 hours a day, 7 days a week, or text “START” to 741-741. This helpline is not just for people who
are thinking about suicide. It is also for anyone who is depressed, despairing, going through a hard
time, or just needs to talk. Any life issues may be discussed. Two other resources include the Suicide
PREVENTION
Help Hotline at 1-800-4673 and the Crisis Hope line at 1-888-567-HOPE.
LIFELINE
1·800·273·TALK(8255)
ADA Reasonable Accommodations: Accommodative Services supports all students with
documented disabilities who are enrolled for credit. Students who have documented disabilities and
feel they would benefit from accommodations at Rhodes State should contact Accommodative Services in person in
the Technical Education Laboratory building, Room 132 (TL 132), via email at
AccommodativeService@RhodesState.edu, or via telephone at 419-995-8009. Students must meet with
Accommodative Services, receive an Accommodations Letter, and present the letter to the instructor before
accommodations take effect. Accommodations are not retroactive.
Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The unacknowledged use
(intentional or unintentional), by paraphrase or direct quotation, of the published or unpublished work of another
person or agency engaged in the selling of term papers or other academic materials. Acknowledgement must be in
accordance with course guidelines, and documentation must occur whenever a student uses direct quotations; copies
a table, chart, or diagram; constructs a table from data provided by others; paraphrases a passage; summarizes a
passage; presents specific examples, figures, or factual information from a specific source and uses it to explain or
support his/her judgments. Plagiarism covers the use of print, electronic, filmed, and broadcast material.” Students
are encouraged to review the Code of Student Conduct on the college website
(http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.
Submitting Substantially The Same Work. Submitting substantially the same work to satisfy requirements for
one course that has been previously submitted and satisfied the requirements for another course, without permission
of the instructor for which the work is being submitted and without including the original work for comparison is not
permitted. See Section 10.5, paragraph 5 of the Code of Student Conduct.
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Academic Honesty All class members are assumed to be honest. Attempting to deceive, defraud, or use dishonesty
for one’s own gain will not be tolerated in any form. Cheating during any class activity is unethical and
compromises the integrity of the college and subverts the process of education (note: individual programs may
impose greater penalties). Cheating may result in a grade of “zero” for the activity. Instructors may submit
questionable behavior to the office of the Vice President for Academic Affairs who will bring the incident to the
attention of the Academic Integrity Council. Students are encouraged to review the Code of Student Conduct on the
college website (http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty

Course of Study
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BHS 1380 Introduction to Medical Terminology
COURSE SYLLABUS

Rhodes State College
Division of Health Sciences
Medical Assisting Technology
Instructor: Cassandra Van Horn, RN
Phone: 419-420-3361
*Fax: 419-420-3309

2 Credit Hours
30 Contact Hours
Term: Fall 2017
Holidays: See FHS Calendar
Classroom/Office: A206
Student Resources: See Page 9

*Office Hours: 10 minutes before and after class and by appointment.
**Students may also reach the instructor via email at cvanhorn@findlaycityschools.org
Division of Health Sciences - Mission Statement: The Division of Health Sciences prepares students to be
competent, professional health care providers to change lives, build futures, and improve communities.
Assistant Dean Health Sciences/Allied Health: Angela Heaton, PT, MSEd
Chair of Medical Assisting : Mrs. Cheryl Kuck, MS, CMA (AAMA)

OVERVIEW: Catalog description:
Introduces the student to the components of the language of medicine. Medical terms are identified using the basic
elements of prefixes, suffixes, combining forms, root words, plural formations, and abbreviations. Correct spelling
and pronunciation are reviewed in depth. Creation and division of medical terms is stressed. Class may be offered as
a fast-break class.

Prerequisities: None
*Note: BHS 1380 does not meet the Medical Terminology course requirements for some
Allied Health majors nor for Nursing. Please contact your advisor to determine
requirements.
Lecture and Class:
2 hours of lecture per week
TEXT AND MATERIALS/SUPPLIES:
Barbara A. Gylys and Mary Ellen Wedding. Medical Terminology Systems: A Body Systems
Approach, 8th Edition. F.A. Davis Company, Philadelphia, 2013. ISBN 10: 0-8036-3575-3. ISBN
13: 978-0-8036-3575-3.
Access code to online Medial Language Lab will be given at the first class.
Course of Study
Med Tech
Revised 1/2018

5

COURSE LEARNING OUTCOMES:
The student will be able to:
1. Describe the origins of health care terms, regional influences, changes in medicine
throughout history.
2. Identify various healthcare team members / medical specialists and describe an
overview of their position
3. Describe types of medical records and information included
4. Define information included in a History and Physical, physical examination
techniques, and basic charting terms
5. Effectively use a medical dictionary
6. Identify levels of body organization, planes of the body, body cavities, body positions,
7. Identify terms indicating movement, location and direction.
8. Identify regions and quadrants of the body
9. Describe commonly used diagnostic tools
10. Describe primary branches of medical science
11. Identify related word parts of the body
12. Identify basic lab tests
13. Define medical prefixes, suffixes, combining forms, word roots and compound
words.
14. Describe how medical terms are constructed using word elements
15. Apply the rules used to build singular/plural forms of medical terms derived from the
Greek and Latin Language.
16. Define a medical term by dividing it into its elements
17. Spell frequently misspelled medical terms
18. Pronounce terms related to the pathology, diagnostic and treatment procedures of
each body system.
COURSE DELIVERY
This course may be offered in all of the following Ohio Board of Regents accepted
delivery methods: Individual studies, lecture, self-paced, tutorial, email, CANVAS
learning management system, video/audio and the world wide web.

Course of Study
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SCHEDULE OF INSTRUCTIONAL ACTIVITIES
Learning Medical
Week 1
Terminology:
Week 2
Medical Specialties
Week 3
Healthcare Team
Week 4
Basic Word Structure
Week 5
Formation of Plural Medical Terms
Week 6
Medical Records
Week 7
History and Physical
Week 8
Using a Medical Dictionary
Planes of the Body
Week 9 -10

Week 11
Week 12
Week 13

Week 14
Week 15
Week 16

Science of Medicine
Quick Overview of Body Systems
And corresponding word
parts
Prefixes
Suffixes
Word roots / Combining Forms
Basic Exam Procedures /
Lab Tests
Types of Diseases
Abbreviations
Review for Final Exam
Final Exam

**Schedule is subject to change do to needed flexibility because of serving students
from multiple high schools and the possibility of calamity days**
**If absent, it is the student’s responsibility to contact instructor regarding missed
instruction an assignments. If assigned work prior to day absent, work will be due the
first day student returns.

Course of Study
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LABORATORIES, CLINICALS, OR FIELD WORK
No laboratories, Clinicals or Field Work
Classroom time will consist of both lecture format and interactive time with classmates
using various learning tools.
SCHEDULE OF ACTIVITIES
State exactly what you will cover each week, what the assignments are and any other
weekly expectations.
There will be 8 quizzes, 8 Chapter Exercises, 8 Chapter Vocabulary Cards, 8 Chapter
Worksheets. There will be a comprehensive final exam given at the conclusion of this course.
Reference the “assignment due date sheet” for specific dates when these assessments will occur.
SPECIAL OR ADDITIONAL COURSE REQUIREMENTS
The student will receive points for completing chapter vocabulary cards. These cards will be
utilized throughout the course. Weekly chapter quizzes, worksheets/classroom exercises and
chapter tests will be performed regularly to enhance and assess the student’s knowledge.
Students will also develop a study game to be used through out the course for test preparation
and group study. Multiple opportunities will be given to use hands on approach to learning
medical terminology.
TESTING AND EVALUATION
Point distribution
Final grades will be based on the following point / percentage system (approximate):
Quizzes 8 @ 20 points each
Chapter Worksheets 8 @ 20 points each
Chapter Vocab Cards 8 @ 10 points each
Chapter Exercises 8 @ 10 points each
Chapter Exams 8 @ 50 points
Medical Language Lab
Final Exam

Total Points available

Course of Study
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160
80
80
400
80
200
======
1160

8

The following grading scale will be used:
NOTE: Allied Health Programs require a “C” grade or
better in this course to meet program requirements.
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Letter Grade
95-100
A
92-94
A89-91
B+
85-88
B
82-84
B79-81
C+
75-78
C
72-74
C69-71
D+
65-68
D
Less than 64
E
Revised Fall 2016: INSTITUTIONAL INFORMATION

Rhodes State College is a tobacco-free campus.
Student E-mail:
Students are expected to check their e-mail on a frequent and consistent basis in order to stay current with collegeand course- related communications. Students have the responsibility to recognize that certain communications may
be time-critical. “I didn’t check my e-mail,” error in forwarding mail, or e-mail returned to the college with
“Mailbox Full” or “User Unknown” is not an acceptable excuse for missing official College communications via email. RSC recommends checking email once a week at a minimum in recognition that certain communications may
be time-critical.
Students are expected to use proper etiquette when submitting emails to College personnel. When sending emails,
the College expects students to exhibit the same professionalism and respect to College faculty and staff as you
would in person; use a positive tone and use correct spelling and grammar before sending the email.
Attendance
Regular attendance is needed to gain an understanding of the course’s content and to satisfactorily demonstrate
required competencies. Lack of attendance will negatively impact the earned grade and if flagrant, could result in a
grade of “E” which may negatively impact a student’s financial aid eligibility. (See Federal Student Aid Handbook
for further information.)
Withdrawal
A student who registers for classes, but who decides not to attend the College must officially withdraw from the
College dropping their classes. Failure to officially withdraw will result in the student being awarded grades of “E”
in all courses, and the student being required to pay all assessed fees even though the student has actually left the
College.
Students are responsible to officially drop/withdraw from all courses which they are registered when they decide to
no longer attend. If a student does not initiate an official drop/withdraw within the Office of Advising, the
institution has the right to identify a date of drop/withdraw. Students identified as not attending will be withdrawn
failing “WF” by the college beginning the 6th week of the semester. (Federal Student Aid Handbook, Vol. 4, Ch
3). Students will be notified of the action by U.S. mail. If attendance is a required element of the course and this is
stated in the course materials, lack of attendance may result in a grade of “E” rather than “WF.”

Course of Study
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Incomplete
An “I” indicates that the work of the student in the course is qualitatively satisfactory, but that for legitimate reasons
a small fraction remains to be completed; or that the record of the student in the course justifies the expectation that
he or she will obtain a passing grade, but he or she has been unavoidably absent from the final examination.
The grade “I” shall be temporarily recorded on the student’s grade report. The student must complete the work and
the instructor must report the final grade at the earliest possible time, but not later than the sixth Friday following the
first day of the semester subsequent to the one in which the “I” was received (not counting summer term). Upon the
request of the student to the instructor, within the six week period, the Vice President for Academic Affairs may for
good reason allow a student additional time in which to complete the work. Generally, this shall not be longer than
the end of the semester following the semester in which the “I” was received. As soon as the incomplete work has
been made up, the instructor, or in the case of his or her absence from the College, the Dean, shall ensure the proper
grade is entered on the student’s record.
Until such time as the final grade is recorded, the credit hours in the incomplete courses shall not be counted or
considered for any purpose. In no case shall a student who has received the grade “I” be permitted to repeat the
course in which such grade was received until such time as the “I” has been removed. If the student fails to complete
the coursework, the final grade will be determined by giving the student a zero on all remaining and unfinished
work. These zeros will be used to calculate the final course grade. Students who are unsuccessful in a required
competency (as defined in the syllabus) will receive an “E/U” grade. Note: A student’s Financial Aid Status and/or
Academic Standing will be affected by the Incomplete.
College Closures:
Please sign up for Rhodes Alert which can be found on the Rhodes State College website. Rhodes Alert was created
to provide students with Emergency Notifications in the event of Weather Emergencies, Weather Closures, and
Campus Security Threats. These notifications will be delivered via phone, email, and text message. The local TV
and radio stations also post information about College closures.
Weather Delays and Cancellations:
In the event that weather forces a delay to the start of the academic day, the College will announce when classes will
begin. Classes starting and ending prior to the announced start time are cancelled. If the class starts before the
announced start time but still has more than 30 minutes of class remaining after the start time, that class will begin at
the announced specific time and end at its normal time.
For example, if the College delays until 10:00 a.m., a class starting at 8:00 a.m. and ending at 10:20 a.m.
would be canceled for that day. If, however, a class begins at 9:30 a.m. and has an ending time of 11:00
a.m., it would be held from 10:00 a.m. to 11:00 a.m. that day.
This same 30 minute rule will be used in the event of an early closure of the College. The portion of the class which
was scheduled prior to the announced closure time would be canceled if the start time is 30 minutes or less before
the closure time.
For example, if the College announces a 6:00 p.m. closing time, classes that begin at 5:30 p.m. would be canceled.
If a class is scheduled to begin at 5:00 p.m. on that same day and had a 7:30 p.m. end time, the class would run
from 5:00 p.m. to 6:00 p.m. on that day.
Because student travel to clinical/practicum experiences may begin at an early hour, program leadership may delay
the start to enable the College to assess weather conditions and allow for the College’s communication process to
occur.
When the College does not issue an official delay or cancellation, students are expected to exercise their mature
judgment in determining whether to attend classes or activities sanctioned by Rhodes State College. In accordance
with procedures established by each individual faculty member, students are accountable for any material missed
during an absence without an official delay or announced cancellation. In all cases, students are expected to pursue,
Course of Study
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by their own self-directed efforts, the course content, activities, and assignments for which they are responsible
during the period of absence.
Emergency Procedures:
Students are responsible for following appropriate campus emergency procedures. Students are encouraged to
review the Building Emergency Action Plan on the college website:
(http://www.rhodesstate.edu/About%20Rhodes/College%20Offices%20and%20Departments/SecuritySafety/Emergency%20Information.aspx)
Student Resources:
Testing Center: TL132, 419-995-8476
Advising: PS 148, 419-995-8400
Campus Security: TL150, 419-995-8499
Financial Aid: PS 150, 419-995-8800
Library – Cook Hall, 419-995-8326
Career Services: PS 150, 419-995-8352
Accommodative Services: TL 132, 419-995-8009
Computer Help Desk: KH 102, next to the open computer lab, 419-995-8069
Tutoring:
Academic Success Center: SCI 151/SCI 240, 419-995-8039
FEELING OVERWHELMED AND NEED HELP?
If you need help, call the National Suicide Prevention Lifeline at 1-800-273-TALK (8255), available
·\il ·l:t·i
24 hours a day, 7 days a week, or text “START” to 741-741. This helpline is not just for people who
are thinking about suicide. It is also for anyone who is depressed, despairing, going through a hard
time, or just needs to talk. Any life issues may be discussed. Two other resources include the Suicide
PREVENTION
LIFELINE
Help Hotline at 1-800-4673 and the Crisis Hope line at 1-888-567-HOPE.
1·800 · 273·TALK (8255)
ADA Reasonable Accommodations: Accommodative Services supports all students with
documented disabilities who are enrolled for credit. Students who have documented disabilities and
feel they would benefit from accommodations at Rhodes State should contact Accommodative Services in person in
the Technical Education Laboratory building, Room 132 (TL 132), via email at
AccommodativeService@RhodesState.edu, or via telephone at 419-995-8009. Students must meet with
Accommodative Services, receive an Accommodations Letter, and present the letter to the instructor before
accommodations take effect. Accommodations are not retroactive.
Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The unacknowledged use
(intentional or unintentional), by paraphrase or direct quotation, of the published or unpublished work of another
person or agency engaged in the selling of term papers or other academic materials. Acknowledgement must be in
accordance with course guidelines, and documentation must occur whenever a student uses direct quotations; copies
a table, chart, or diagram; constructs a table from data provided by others; paraphrases a passage; summarizes a
passage; presents specific examples, figures, or factual information from a specific source and uses it to explain or
support his/her judgments. Plagiarism covers the use of print, electronic, filmed, and broadcast material.” Students
are encouraged to review the Code of Student Conduct on the college website
(http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.
Submitting Substantially The Same Work. Submitting substantially the same work to satisfy requirements for
one course that has been previously submitted and satisfied the requirements for another course, without permission
of the instructor for which the work is being submitted and without including the original work for comparison is not
permitted. See Section 10.5, paragraph 5 of the Code of Student Conduct.
Academic Honesty All class members are assumed to be honest. Attempting to deceive, defraud, or use dishonesty
for one’s own gain will not be tolerated in any form. Cheating during any class activity is unethical and
compromises the integrity of the college and subverts the process of education (note: individual programs may
impose greater penalties). Cheating may result in a grade of “zero” for the activity. Instructors may submit
questionable behavior to the office of the Vice President for Academic Affairs who will bring the incident to the
Course of Study
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attention of the Academic Integrity Council. Students are encouraged to review the Code of Student Conduct on the
college website (http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.
This syllabus can be changed at the discretion of the lead instructor or chair of the program with advance
notice. Syllabus updated Fall 2016

BHS 1160 Medical Law and Ethics
COURSE SYLLABUS

Rhodes State College
Division of Allied Health
Medical Assisting
Instructor: Carol Treece, RN

Phone: 419-348-8923

2 Credit Hours
2 Contact Hours
Term: Spring 2018
Millstream Career Center

Office: Room 207B
E-mail: ctreece@fcs.org

*Fax: 419-420-3309
*Office Hours: Mon-Fri 8-3:00 pm Room 207B
Mission Statement: Rhodes State College changes lives, build futures and improve communities
through life-long learning.
Program/Department Mission Statement:
The Division of Academic Affairs develops faculty and students through effective and
relevant instructional designs focusing on access and success for all learners
Program/Department Student Learning Outcome (Optional)
•
Identify and respond to issues of confidentiality
•
Perform within legal & ethical boundaries for your profession
•
Establish and maintain the medical record
•
Describe how to document appropriately in the medical chart
•
Demonstrate knowledge of federal/state health care legislation & regulations
Assistant Dean of Health Science/Allied Health: Angela Heaton, PT, MSEd
Chair of Medical Assisting: Cheryl Kuck, BS, CMA (AAMA)
Course of Study
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OVERVIEW
Catalog Description:
Introduces the principles of law, ethics, etiquette, and bioethics as they apply to the
healthcare worker. The medical record as a legal document is reviewed. Issues of
treatment consent, patient confidentiality, technology's impact on healthcare delivery is
addressed. Discussion of governmental regulations, legal statutes, and their impact on
healthcare delivery.
Prerequisites/Co-requisites:
None
Lecture and Class:
2 hours lecture per week, total of 30 hours
Course Delivery:
Traditional

TEXT AND MATERIALS/SUPPLIES:
Medical Law and Ethics, 5th Ed by Bonnie F. Fremgen. ISBN# 9780133998986
COURSE STUDENT LEARNING OUTCOMES:
1) Appreciate the need to understand the laws applicable to a healthcare setting
2) Recognize that employment in a medical setting carries with it legal obligations for the
employer, employee, patient and the state
3) Describe the implications of HIPAA and issues of confidentiality for the health
professional in various medical settings and HIPAA rules in regard to privacy/release
of information
4) Understand and utilize the principles of the law as it applies to the medical record and
how to correct an error in the medical record
5) Discuss licensure and certification as it applies to healthcare providers
6) Understand what “scope of practice”, “standard of care”, and “ respondeat
superior” means and how it is applied to the practice of medicine and your profession
7) Describe the structure of the legal system and compare criminal and civil law as it
applies to the practicing health professional
Course of Study
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8) Describe the process to follow if an error is made in patient care
9) Provide an example of tort law as it would apply to the health professional
10) Explain how the following impact the health professional’s practice and give examples
A) Negligence – define the 4 D’s of negligence
B) Malpractice
C) Statute of limitations
D) Good Samaritan Act
E) Uniform Anatomical Gift Act
F) Living Will/Advanced Directives
G) Medical durable power of attorney
11) Identify how the Americans with Disabilities Act (ADA) applies to the health
professions
12) Describe the public duties of physicians and health care professionals
13) Summarize the Patient’s Bill of Rights and describe how it plays a part in patient care
14) Describe the business environment that medicine is practiced in today
15) Discuss all levels of governmental legislation and regulations as they apply to health
care professionals, including FDA and DEA and where to report illegal and/or unsafe
activities
16) Describe liability and professional insurance as it applies to the healthcare professional
17) List and discuss legal and illegal interview questions
18) Distinguish between medical law, ethics and bioethics
19) Identify the role that technological advancements are playing in the delivery of
healthcare in today’s society, legally and ethically
20) Differentiate between legal, ethical, and moral issues affecting healthcare and identify
the effect personal ethics may have on professional performance
21) Compare personal, professional and organizational ethics
SCHEDULE OF INSTRUCTIONAL ACTIVITIES

1
2
3
4
5

Chap 1 – Introduction to Medical Law, Ethics and Bioethics
Chap 2 – The Legal System
Chap 2 – The Legal System
Chap 3 – Importance of Legal System for Physician & Healthcare Professionals
Chap 4 – Today’s Healthcare Environment

Course of Study
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6
Chap 5 – The Physician-Patient Relationship
7
Chap 6 – Professional Liability and Medical Malpractice
8
Chap 6 – Professional Liability &Medical Malpractice; Chap 7 Public Duties
9
Finish Chap 7, then begin Chap 8 Workplace Law & Ethics
10
Chap 9 – The Medical Record
11
Chap 10 – Patient Confidentiality and HIPAA
12
Chap 11 – Ethical & Bioethical Issues in Medicine
13
Chap 12/13 – Ethical Issues relating to Life, Death & Dying
14
Chap 14 – Future Trends in Healthcare; Ethical Report Presentations
15
Finish Ethical reports and Review for Final Exam
FINALS
Final Exam
LABORATORIES, CLINICALS, FIELD WORK/ SPECIAL REQUIREMENTS
No labs or clinical required
TESTING AND EVALUATION

SPECIAL OR ADDITIONAL COURSE REQUIREMENTS
The student is required to submit for grade five (5) current events
□
articles or tapes that address issues relevant to the Law & Ethics course of
healthcare. The articles are to be submitted in the form of a typed abstract
summary with appropriate APA citation. These may include subject matter
including, but not limited to, medical ethics, bioethics, etiquette in
healthcare, the role of technology in the development of medical ethics
issues, etc. These items may be a newspaper, magazine, Internet article or
a tape of a television program.
There will be weekly chapter questions to answer via worksheets on
□
CANVAS.
Case studies/discussion boards and/or other chapter assignments as
□
assigned weekly by instructor. These will often be used for class
discussion
Bioethical written report and oral presentation. All students will be
□
required to prepare a report on a bioethical issue, this written report is due
the 13th week of the term, and specific instructions will be provided in
class. This will be presented as an oral report to the class during weeks 14
and 15.

Final exam – should be at least 20% of the final grade
Tests/quizzes – throughout the course should be at least 30% of the final grade
Attendance points/professionalism – no more than 5% of the grade
Course of Study
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Lab skills/lab time 20-25% of final grade (if there is no lab component in your
course, then these points should go towards tests/quizzes)
Homework assignments 20-25% of final grade
The following Allied HealthGr
grading scale will be used:
Percentage
Grade
95-100
92-94
89-91
85-88
82-84
79-81
75-78
72 -74
69-71
65-68
Less than 64

A
AB+
B
BC+
C
CD+
D
Failing

C Grade Policy:
All program courses within the Division of Allied Health fall under the “C” grade policy.
Programs may require a grade of “C” or higher in basic health sciences (BHS) courses for
transfer to health program majors or to be utilized in a health program major.
[Instructor Expectations]

COURSE BIBLIOGRAPHY AND/OR ADDITIONAL REFERENCES (Optional)

**can list the usual plagiarism, attendance, academic honesty statements as before, see
them below

Course of Study
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Updated Summer – 2016: INSTITUTIONAL INFORMATION

Rhodes State College is a tobacco-free campus.
Student E-mail:
Students are expected to check their e-mail on a frequent and consistent basis in order to stay
current with college- and course- related communications. Students have the responsibility to
recognize that certain communications may be time-critical. “I didn’t check my e-mail,” error in
forwarding mail, or e-mail returned to the college with “Mailbox Full” or “User Unknown” is not
an acceptable excuse for missing official College communications via e-mail. RSC recommends
checking email once a week at a minimum in recognition that certain communications may be
time-critical.
Students are expected to use proper etiquette when submitting emails to College personnel.
When sending emails, the College expects students to exhibit the same professionalism and
respect to College faculty and staff as you would in person; use a positive tone and use correct
spelling and grammar before sending the email.
Attendance
Regular attendance is needed to gain an understanding of the course’s content and to
satisfactorily demonstrate required competencies. Lack of attendance will negatively impact the
earned grade and if flagrant, could result in a grade of “E” which may negatively impact a
student’s financial aid eligibility. (See Federal Student Aid Handbook for further information.)
Withdrawal
A student who registers for classes, but who decides not to attend the College must officially
withdraw from the College dropping their classes. Failure to officially withdraw will result in the
student being awarded grades of “E” in all courses, and the student being required to pay all
assessed fees even though the student has actually left the College.
Students are responsible to officially drop/withdraw from all courses which they are registered
when they decide to no longer attend. If a student does not initiate an official drop/withdraw
within the Office of Advising, the institution has the right to identify a date of
drop/withdraw. Students identified as not attending will be withdrawn failing “WF” by the
college beginning the 6th week of the semester. (Federal Student Aid Handbook, Vol. 4, Ch
Course of Study
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3). Students will be notified of the action by U.S. mail. If attendance is a required element of the
course and this is stated in the course materials, lack of attendance may result in a grade of “E”
rather than “WF.”
Incomplete
An “I” indicates that the work of the student in the course is qualitatively satisfactory, but that
for legitimate reasons a small fraction remains to be completed; or that the record of the student
in the course justifies the expectation that he or she will obtain a passing grade, but he or she has
been unavoidably absent from the final examination.
The grade “I” shall be temporarily recorded on the student’s grade report. The student must complete the work and the instructor must report the final grade at the earliest possible time, but not
later than the sixth Friday following the first day of the semester subsequent to the one in which
the “I” was received (not counting summer term). Upon the request of the student to the
instructor, within the six week period, the Vice President for Academic Affairs may for good
reason allow a student additional time in which to complete the work. Generally, this shall not
be longer than the end of the semester following the semester in which the “I” was received. As
soon as the incomplete work has been made up, the instructor, or in the case of his or her absence
from the College, the Dean, shall ensure the proper grade is entered on the student’s record.
Until such time as the final grade is recorded, the credit hours in the incomplete courses shall not
be counted or considered for any purpose. In no case shall a student who has received the grade
“I” be permitted to repeat the course in which such grade was received until such time as the “I”
has been removed. If the student fails to complete the coursework, the final grade will be determined by giving the student a zero on all remaining and unfinished work. These zeros will be
used to calculate the final course grade. Students who are unsuccessful in a required competency
(as defined in the syllabus) will receive an “E/U” grade. Note: A student’s Financial Aid Status
and/or Academic Standing will be affected by the Incomplete.
College Closures:
Please sign up for Rhodes Alert which can be found on the Rhodes State College website.
Rhodes Alert was created to provide students with Emergency Notifications in the event of
Weather Emergencies, Weather Closures, and Campus Security Threats. These notifications will
be delivered via phone, email, and text message. The local TV and radio stations also post
information about College closures.
Weather Delays and Cancellations:
In the event that weather forces a delay to the start of the academic day, the College will
announce when classes will begin. Classes starting and ending prior to the announced start time
Course of Study
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are cancelled. If the class starts before the announced start time but still has more than 30
minutes of class remaining after the start time, that class will begin at the announced specific
time and end at its normal time.
For example, if the College delays until 10:00 a.m., a class starting at 8:00 a.m. and
ending at 10:20 a.m. would be canceled for that day. If, however, a class begins at 9:30
a.m. and has an ending time of 11:00 a.m., it would be held from 10:00 a.m. to 11:00
a.m. that day.
This same 30 minute rule will be used in the event of an early closure of the College. The
portion of the class which was scheduled prior to the announced closure time would be canceled
if the start time is 30 minutes or less before the closure time.
For example, if the College announces a 6:00 p.m. closing time, classes that begin at
5:30 p.m. would be canceled. If a class is scheduled to begin at 5:00 p.m. on that same
day and had a 7:30 p.m. end time, the class would run from 5:00 p.m. to 6:00 p.m. on
that day.
Because student travel to clinical/practicum experiences may begin at an early hour, program
leadership may delay the start to enable the College to assess weather conditions and allow for
the College’s communication process to occur.
When the College does not issue an official delay or cancellation, students are expected to
exercise their mature judgment in determining whether to attend classes or activities sanctioned
by Rhodes State College. In accordance with procedures established by each individual faculty
member, students are accountable for any material missed during an absence without an official
delay or announced cancellation. In all cases, students are expected to pursue, by their own selfdirected efforts, the course content, activities, and assignments for which they are responsible
during the period of absence.
Emergency Procedures:
Students are responsible for following appropriate campus emergency procedures. Students
are encouraged to review the Building Emergency Action Plan on the college website:
(http://www.rhodesstate.edu/About%20Rhodes/College%20Offices%20and%20Departments/Se
curity-Safety/Emergency%20Information.aspx)
Student Resources:
Testing Center: TL132, 419-995-8476
Campus Security: TL150, 419-995-8499
Course of Study
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Library – Cook Hall, 419-995-8326
Career Services: PS 150, 419-995-8352
Accommodative Services: TL 132, 419-995-8009
Computer Help Desk: KH 102, next to the open computer lab, 419-995-8069
Tutoring:
Academic Success Center: SCI 151/SCI 240, 419-995-8039
FEELING OVERWHELMED AND NEED HELP?
If you need help, call the National Suicide Prevention Lifeline at 1-800-273-TALK
(8255), available 24 hours a day, 7 days a week, or text “START” to 741-741. This
helpline is not just for people who are thinking about suicide. It is also for anyone
who is depressed, despairing, going through a hard time, or just needs to talk. Any
life issues may be discussed. Two other resources include the Suicide Help Hotline
at 1-800-4673 and the Crisis Hope line at 1-888-567-HOPE.

(:IDE

PREVENTION
LIFELINE
1· 800 · 273 ·TALK(8255)

ADA Reasonable Accommodations: Accommodative Services supports all students with
documented disabilities who are enrolled for credit. Students who have documented disabilities
and feel they would benefit from accommodations at Rhodes State should contact
Accommodative Services in person in the Technical Education Laboratory building, Room 132
(TL 132), via email at AccommodativeService@RhodesState.edu, or via telephone at 419-9958009. Students must meet with Accommodative Services, receive an Accommodations Letter,
and present the letter to the instructor before accommodations take effect. Accommodations
are not retroactive.
Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The
unacknowledged use (intentional or unintentional), by paraphrase or direct quotation, of the
published or unpublished work of another person or agency engaged in the selling of term papers
or other academic materials. Acknowledgement must be in accordance with course guidelines,
and documentation must occur whenever a student uses direct quotations; copies a table, chart, or
diagram; constructs a table from data provided by others; paraphrases a passage; summarizes a
passage; presents specific examples, figures, or factual information from a specific source and
uses it to explain or support his/her judgments. Plagiarism covers the use of print, electronic,
filmed, and broadcast material.” Students are encouraged to review the Code of Student Conduct
on the college website (http://www.rhodesstate.edu/currentstudents) for examples of academic
dishonesty.
Submitting Substantially The Same Work. Submitting substantially the same work to satisfy
requirements for one course that has been previously submitted and satisfied the requirements for
another course, without permission of the instructor for which the work is being submitted and
without including the original work for comparison is not permitted. See Section 10.5,
Course of Study
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paragraph 5 of the Code of Student Conduct.
Academic Honesty All class members are assumed to be honest. Attempting to deceive,
defraud, or use dishonesty for one’s own gain will not be tolerated in any form. Cheating during
any class activity is unethical and compromises the integrity of the college and subverts the
process of education (note: individual programs may impose greater penalties). Cheating may
result in a grade of “zero” for the activity. Instructors may submit questionable behavior to the
office of the Vice President for Academic Affairs who will bring the incident to the attention of
the Academic Integrity Council. Students are encouraged to review the Code of Student
Conduct on the college website (http://www.rhodesstate.edu/currentstudents) for examples of
academic dishonesty.

This syllabus can be changed at the discretion of the lead instructor or chair of the
program with advance notice.

Course of Study
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BHS 1140: State Tested Nurse Aide Training
COURSE SYLLABUS
Rhodes State College
Division of Nursing
Instructor: Carol Treece
Program Coordinator / PC
Phone: 419-438-8923
ctreece@findlaycityschools.org
*Fax 419-420-3309
*Office Hours: Monday – Friday 8:00 am – 3:00 pm

5 Total Credit Hours
Total 6.36 Contact Hours
Term: Fall, Spring, Summer
Millstream Career Center
Holidays: TBA
Office: 207B
Student Resources: See Section XV.

Mission Statement: Rhodes State College changes lives, builds futures and improves communities through life-long
learning.

Dean of Nursing: Carol Schmidt, MS, RN
Chair of Nursing: Dr. Eric Mason, Ed D, MSN, RN

OVERVIEW
Catalog Description:
Using the Ohio Department of Health Standards and Guidelines as the curriculum, the requirements for Ohio’s
Nurse Aide and Competency Evaluation Program, as established by Chapter 3701-18 of the Administrative Code of
the State of Ohio, are presented. Students who successfully complete the course receive a certificate and are eligible
to take the state test for nurse aides.
Course of Study
Med Tech
Revised 1/2018

22

Prerequisites:
CPR for Healthcare Providers (American Red Cross not acceptable)
Co-requisites: Background Check
Lecture and Class:
Class hours per week: Fall & Spring Semester 6 Hours / Summer Semester 9 Hours
Lab hours per week: 1.28
Clinical hours per week: 1.08
Total Contact hours per week 6.36

TEXT AND MATERIALS/SUPPLIES:
Dugan, Diana L. (2016). Nursing Assisting: A Foundation in Caregiving, 4th edition. Canada: Hartman.
The course packet in the bookstore contains ODH curriculum and the necessary handouts.
Workbook: Nursing Assistant: A Foundation in Caregiving, 4th edition. USA: Hartman.

STUDENT LEARNING OUTCOMES:
Course Student Learning Outcome:
The Student will:
• Acquire knowledge essential to the role of the STNA
• Demonstrate competent performance of assigned STNA skills
• Complete required clinical application of skills

COURSE OBJECTIVES
1. Form relationships, communicate and interact one on one with LTCF (Long Term Care Facility) resident as
part of resident care by identifying and describing attitudes and behaviors that promote effective
communication.
2. Recognize the importance of non-verbal communication as well as showing how to communicate with
residents who have vision, hearing and speech problems.
3. Understand and demonstrate sensitivity to resident’s physical, emotional, social and mental health needs
through direct care because these needs are as important as medical needs.
4. Describe Nurse Aide’s responsibilities in promoting Residents Rights related to privacy, confidentiality,
and independence by encouraging self-care and attaining and maintaining functional independence.
5. Demonstrate observation and documentation skills needed as part of the assessment of the long-term care
resident health, physical condition and well-being.
6. Identify safety and emergency situations and know procedures to follow by identifying and verbalizing safe
practices, such as Standard Precautions and Procedures, and being oriented to emergency equipment at the
facility.
7. Identify and implement good body mechanics and body alignment with all care by demonstration of proper
Course of Study
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8.
9.

lifting, transfers, positioning and alignment of resident.
Recognize and describe changes in the body system with the again process and its relationship to activities
of daily living.
Identify behaviors that will lead to successful job performance as a nurse aide by demonstration your role
as part of the interdisciplinary team, your role in helping the resident with activities of daily living
(ADL’s), your role in documenting intake and output, bowel movements, voids and assessment of skin with
shower or bath.

COURSE DELIVERY
Lecture, video, power points, labs, discussion,workbook

SCHEDULE OF INSTRUCTIONAL ACTIVITIES
See daily syllabus or Canvas and check announcements on Canvas

LABORATORIES, CLINICALS, FIELD WORK/ SPECIAL REQUIREMENTS
1.
2.

Clinical includes Nursing Home care (LTCF) for 16 hours when all skills completed.
Scheduled on a weekend and /or week /class day based on instructor and/or facility availability
Special Requirements :
 CPR(Cardiopulmonary Resuscitation)from the American Heart Association for the Healthcare
Provider with AED needs to have hands on demonstration
 TB: 2 step Mantoux or negative Chest x-ray for positive TB reaction
 Physical
 Other costs include uniform / shoes/ watch with second hand
 Co-requisites: Background Check and Immunizations required for Nursing program

ONLINE COMMUNICATIONS
[Instructor email: Yahl.A@rhodesstate.edu].

ONLINE COMMUNICATIONS
Your Rhodes’ official email address is: YourUsername.x@rhodesstate.edu. This is the primary way the
college will communicate with you. You are responsible for checking your Rhodes mail every day.
Rhodes’ email is your official communication tool. Check it often!
Student E-mail:
Students are expected to check their e-mail on a frequent and consistent basis in order to stay current with
college- and course- related communications. Students have the responsibility to recognize that certain
communications may be time-critical. “I didn’t check my e-mail,” error in forwarding mail, or e-mail returned to the
college with “Mailbox Full” or “User Unknown” is not an acceptable excuse for missing official College
Course of Study
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communications via e-mail. RSC recommends checking email once a week at a minimum in recognition that certain
communications may be time-critical.
Students are expected to use proper etiquette when submitting emails to College personnel. When sending emails,
the College expects students to exhibit the same professionalism and respect to College faculty and staff as you
would in person; use a positive tone and use correct spelling and grammar before sending the email.

Network, Email & CANVAS Password Info for New Students
Your Rhodes Username is your last name, period, first initial middle initial, like: smith.jw
The initial password is set up as follows:
Example: j120583sm
· The first initial of your first name (lower case)
· Your numeric birth month (for example—use 06 for June)
· The day of your birth (if birth date is not on file, 99 will be substituted)
· The middle two digits of your social security number
· The first two characters of your last name (lower case)
Note to returning students: You may be prompted to pick a new password. Remember, it must be at least
9 characters in length—no less. It must contain at least 1 number. You will be expected to access and use
your Rhodes email as a Rhodes State student. All distance ed courses and many traditional courses at
Rhodes State use email to communicate important campus information to students.
If you cannot log into the network, your email, or your Canvas course or you have tried
3 times unsuccessfully and are locked out of your account, contact the Help Desk. You
can also reset your own password if you have set up your preferences in the Password
Management link found in the Quick Links or thru the icon on the campus computer
desktop!

Netiquette
The class adheres to the following online communications guidelines. A polite, socially acceptable and
proper way to communicate electronically with others is sometimes called “netiquette” – whether that
communication is in the form of an email, a discussion forum, bulletin board posting, chat room, Facebook
posting, Twitter feed, MySpace comment, etc. or whether that is communication between students in a
class or between the student and instructor. Follow these simple guidelines:
NEVER give out your user name or password to another student. That is a breach of the campus code of
conduct.
Only say something in an email, discussion board posting, or chat room that you would say in person. If
you are in doubt of what you are saying, then leave it out.
Because electronic communications can be easily copy/pasted or forwarded, assume everyone has access to
your communications – whether they are in the form of email, discussion board or chat room.
Course of Study
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Do not forward or post another person’s comments without their permission.
Avoid using all CAPS, as it is considered shouting.
Because nonverbal elements such as your tone of voice or your facial expressions cannot be translated into
a text based format, anything that could be taken as rude or offensive probably will be. Read and re-read
what you are typing before sending or posting; consider who you are sending it to and whether they might
take what you are saying in a negative way.
Never reply, post a message or email when you are angry or upset. Give yourself time to think it over.
Make a draft your message and re-read later. There is a good chance you will decide not to send it or you
will rewrite a more appropriate response.
If reading or critiquing other students’ work is a component of your course, keep in mind that everyone is
here to learn and not everything may be perfect. Keep your feedback to constructive, polite and rational
comments. And be open to constructive feedback on your assignments, too.
Demonstrate the same professionalism and respect in online communications as you would in your
workplace.
Use correct spelling and grammar. Compose your message in a word processing program where you can
check your spelling and grammar prior to posting or sending. Avoid typing in all capital letters, as this is
considered to be shouting. Avoid abbreviations and informal language in your campus communications.
("I'll C U L8R” or “lol”).
Adhere to the college’s computer acceptable use policy, especially regarding unacceptable or prohibited
content.
Remember that as a Rhodes State student, you are representing the college in your external online
activities. Use good judgment.

Logging into the Rhodes State Course Management System – CANVAS
1. Go to the Rhodes State home page, www.rhodesstate.edu
2. Find the Quick links and choose Canvas Student Portal.
3. Once you are on the Canvas home page, type in your username and password in the appropriate areas.
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I forgot mvpassword

This is the same user name and password you would use to log into the campus network or get your
campus email. If you are a new student at Rhodes, see the information in the next panel about Network,
Email and CANVAS for new students.
4. If you do not remember your password, call the Help Desk at 419-995-8069 and ask them to re-set your
NETWORK password.
5. Once you are logged into CANVAS, your course should be displayed in a course listing on the left

Need help with CANVAS ?
The Student’s Quick Start Guide to CANVAS booklet is linked on the CANVAS home page in the Help
area. Other useful Help tips can be found in that Help area. Want one-on-one help navigating Canvas for
the first time? Consider attending one of the on-campus orientations—or stop by the Center for Distance
Education in Tech Lab room 132. The Helpdesk can assist with some questions and their contact
information is listed below.
TESTING AND EVALUATION

Grading as follows:
Homework assignment # 1
Homework assignment # 2
Homework assignment # 3
Clinical experience report
Test 1
Test 2
Test 3
Test 4
Quiz # 1
Quiz # 2
Final Test
Course of Study
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50 points
50 points
50 points
50 points
25 points
25 points
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Skills : MOCK SKILLS
*Failure to pass background check may result in
student being unable to attend clinical, which will
result in a letter grade “E”

Pass/Fail

*Failure to complete immunizations, history and
physical and CPR on time may result in student
being unable to attend clinical, which may result in
letter grade of “E”

Clinical Skills in LTCF

Pass / Fail

Assignments, Homework, quizzes, tests, and final
(For each day homework and assignments are late past the
due date there will be a 10% deduction from the total of
points from that assignment)

Total Points

( Failure to complete quizzes, tests,
or final on time will result in a
reduction of 10% of Points for each
day past the due date)

400 points

POINT DEDUCTIONS
Tardiness: 1 – 15 min late
Tardiness over 15 min late
Tardy over l hour

Deduct 1 point each
occurrence
Deduct 2 points
Counts as an absence

Make up time
Make up time
Must make up class

Lab/ clinical Absence
Absence from lab

2 points

Absence from lab
NO Call / NO show for
/skills day

4 points
10 points

Notified instructor prior to
class
Notified instructor after class
Has to set up apt with
instructor to make up skills

Failure to Not Call/ No Show in clinical results in
Course of Study
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Failure of Clinical and the course
Immunizations
Failure to get immunizations
done by time the instructor
has designated

2 points for each day late
May not enter into clinical if immunizations not done at least
one week prior to clinical. Failure to complete immunizations
prior to clinical will result in student not attending clinical. IF
availability is open in another clinical the student may be
switched only at the discretion of the instructor

I
GRADE SCALE:
Grade
A
AB+
B
BC+
C
CD
DE

%
96% - 100%
93%
90%
87%
84%
81%
80% (passing)
76% - 79%
74% - 75%
71% - 73%
70% - below

Points
384 - 400
372 - 383
360 - 371
348 – 359
336 – 347
324 – 335
320 – 323
304 – 319
296 – 303
284 – 295
280 – 283

**MUST HAVE 80% average on (Tests, homework, Quizzes, and Final)

All components must be completed in order to pass the STNA course,
Which include?




Mock Skills and Review day completed satisfactorily
Clinical completed satisfactorily
Achieves 80% or above in Total points (Homework, tests, quizzes, and Final) per ODH.
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COURSE GUIDELINES



Students enrolled in Health Care programs must be able to meet the technical
competencies as outlined in the college catalog. Students are responsible to notify
instructor if unable to meet these standards. A copy of Technical Standards is included in
this packet.



Students enrolled in this course must be able to transfer adult patients from one place to
another without physical limitations or restrictions. If a student is unable to meet the
physical demands, the student may need to withdraw from the course. If you have
limitations – the instructor needs a statement from a healthcare provider on letterhead
describing limitations and duration of stated limitations.



Students need an updated two step Mantoux test within one month of class start date.
The student may be required to drop the class if not completed prior to clinical.



CPR needs to be completed within 6 weeks of class start date or as date determined by
instructor.



Physicals must be completed within 6 weeks of class start date or date as determined by
instructor. IF faxed student must Follow up to see if received.



Rhodes State clinical ID badge is required for the student’s clinical. The instructor will
make arrangement for you to secure your ID badge. Must say STNA student on it.

 Cell phones must be powered off prior to and during class
time. Cell phones are not allowed during the clinical experience
or in lab. Please follow this policy.


All students must adhere to the clinical requirements as written in the student nursing
handbook / Associate Degree Handbook, 2015– 2016. The handbook can be accessed online on the Canvas website.



A background check must be done by the student by the 2nd week of class.
Website: CertifiedBackground.com. Form and code are in packet.
Background check must be completed with a credit card.
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Do not send a money order.

Uniforms will be available for sizing and are included in class fees. Arrangements per
clinical instructor will be made for trying on sizes.
 Students will wear a royal blue top with Rhodes State logo on it. Students can purchase
white pants anywhere along with white shoes (not cloth, no open heel or toe). Shoes may
have a small design if not iridescent color and shoe is mainly white.

X. Attendance
If the student leaves early from class or is over 15 minutes late for class, the student will need to
discuss this with the instructor for make-up time. See point deductions for tardiness. If the
student neglects to sign the attendance roster, the student will be recorded as absent.

All time missed MUST be made up per Ohio Department of Health Regulations.
100% attendance is required. If absences are not made up, the student will not receive a
Certificate of Completion. Time missed needs to be completed within 60 days from date
missed (per Ohio Department of Health Regulations). There are no exceptions granted by
ODH.


Time missed can be made up by attending the other Section of BHS 114 with permission of
the Instructor.
a. Make up time for class is done in the Testing Center in Tech Hall
b. Student must view a pre-recorded lecture on Canvas by following daily course
schedule/syllabus and take a quiz on line for the chapters followed for the day missed
or complete the assigned work from the workbook
c. Student will receive a form or message from the instructor by email.
d. PRINT student form emailed and take to make up session in the testing center
e. Student will take a quiz for that section (Must be completed to show that the student
has reviewed the material that was missed per ODH) All time missed needs to be
completed by the assigned time given by the instructor to stay up to date. Please
check your emails.
f. Student must have ID and ear buds for audio listening for make-up session
Make sure to sign in when making up time.
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If student misses over 6 hours, this student must meet with the instructor before attending
next class to discuss make up time or to drop or withdraw from class.



Students who miss 4 days or more before clinical will be required to withdraw from the
course or receive a grade of “E”.



Failure to complete “Mock Skills” before clinical may results in student receiving an
incomplete or an “E”.



No make-up time will be done between semesters (class or clinical), on Holidays or after the 60 day mandated
by Ohio Department of Health Regulations. NO EXCEPTIONS shall be granted.
If student is unable to attend pre-assigned clinical, the student may receive an “I”. Failure to complete clinical
within 60 days from date missed will result in an “E” for course.



Attendance is an important part of the grade you receive for this course. Attendance is required
to gain an understanding of the course’s content and to satisfactorily demonstrate required
competencies. Lack of attendance will negatively impact the student’s ability to complete the
course and may result in a being dropped from the course and or receiving a grade of an
“E” or “I”.

XI. TESTING
Any homework assignment, quiz, test, exam, or Final that uses a Scantron for answering/grading
will be used as the only source for figuring grades. The answers bubbled in by student on the
Scantron will be the student’s answer for the test.


Make-Up Tests
Make up Tests may be Multiple Choice, True/False, “Fill in Blank” or Essay.
Any test missed will be taken in the Testing Center within 7 class days of the original
Test date. (Failure to complete this timely will result in 10% reduction of student points)



The student is responsible for making the appointment at The Testing Center /
Accommodative Services for ADA Accommodations. The instructor will give the student
the cover sheet to take to the Testing Center/Accommodative Services for
accommodations. The instructor will send the test to be completed.
Students must show their Rhodes State ID badge to take a test.
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ODES

Testing Guidelines during Exams
8 •"' 0
_,,,,,_,._....,
00
,... -C
 All electronic devices must be turned OFF, not just to vibrate.
 Nothing will be permitted on the table in front of you except pencils
and a drink. Beverages, gum, candy, etc. are not permitted. All personal items, course packets,
etc. must be closed and placed on the floor in the front or to the side of the room.
 No hats or sunglasses may be worn.
 Ear plugs are recommended if you are easily distracted by noise. You may also turn your
desk/chair to face the wall if you are distracted by people moving.
 Students may not leave the room after the exam has begun (no bathroom breaks, etc).
 No questions will be answered after the exam has begun.
 Only answers on the Scantron sheets will be graded, with the exception of nontraditional
questions. If a marked answer on the Scantron sheet differs from the marked answer on the exam,
the answer on the Scantron sheet will be used as the student’s answer to the question.
Review of Exams
 If all students have taken the exam as scheduled, faculty may give the correct answers to the exam
questions following the exam or next scheduled class. The individual report of the students test
and his/her test ( if written on) will be passed out for the review. Nothing except a
pencil/pen/highlighter is allowed on the desk for this review. If even one student has not taken the
exam as scheduled, this review will not take place.
 Students may schedule an appointment with the NSG faculty to review the exam. Each exam
must be reviewed prior to the next scheduled exam.
 If a student believes a different response for a question should be accepted, they must provide
written documentation from an acceptable course resource (class notes, designated course
textbooks, etc). The final determination of the response will be made by the course instructor or
coordinator.
 IF a student is absent it is his/her responsibility to make an apt or schedule time to review their test
not during class time.
 There will be no additional review of any examinations immediately preceding the final exam.
There will be no opportunity to review any exams following the completion of the final exam.

INSTITUTIONAL POLICIES

INSTITUTIONAL INFORMATION

Rhodes State College is a tobacco-free campus.
Attendance
Regular attendance is needed to gain an understanding of the course’s content and to satisfactorily demonstrate
required competencies. Lack of attendance will negatively impact the earned grade and if flagrant, could result in a
grade of “E” which may negatively impact a student’s financial aid eligibility. (See Federal Student Aid Handbook
for further information.)
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Withdrawal
A student who registers for classes, but who decides not to attend the College must officially withdraw from the
College dropping their classes. Failure to officially withdraw will result in the student being awarded grades of “E”
in all courses, and the student being required to pay all assessed fees even though the student has actually left the
College.
Students are responsible to officially drop/withdraw from all courses which they are registered when they decide to
no longer attend. If a student does not initiate an official drop/withdraw within the Office of Advising, the
institution has the right to identify a date of drop/withdraw. Students identified as not attending will be withdrawn
failing “WF” by the college beginning the 6th week of the semester. (Federal Student Aid Handbook, Vol. 4, Ch
3). Students will be notified of the action by U.S. mail. If attendance is a required element of the course and this is
stated in the course materials, lack of attendance may result in a grade of “E” rather than “WF.”

Incompletes.
An “I” indicates that the work of the student in the course is qualitatively satisfactory, but that for legitimate reasons
a small fraction remains to be completed; or that the record of the student in the course justifies the expectation that
he or she will obtain a passing grade, but he or she has been unavoidably absent from the final examination.
The grade “I” shall be temporarily recorded on the student’s grade report. The student must complete the work and
the instructor must report the final grade at the earliest possible time, but not later than the sixth Friday following the
first day of the semester subsequent to the one in which the “I” was received (not counting summer term). Upon the
request of the student to the instructor, within the six week period, the Vice President for Academic Affairs may for
good reason allow a student additional time in which to complete the work. Generally, this shall not be longer than
the end of the semester following the semester in which the “I” was received. As soon as the incomplete work has
been made up, the instructor, or in the case of his or her absence from the College, the Dean, shall ensure the proper
grade is entered on the student’s record.
Until such time as the final grade is recorded, the credit hours in the incomplete courses shall not be counted or
considered for any purpose. In no case shall a student who has received the grade “I” be permitted to repeat the
course in which such grade was received until such time as the “I” has been removed. If the student fails to complete
the coursework, the final grade will be determined by giving the student a zero on all remaining and unfinished
work. These zeros will be used to calculate the final course grade. Students who are unsuccessful in a required
competency (as defined in the syllabus) will receive an “E/U” grade. Note: A student’s Financial Aid Status and/or
Academic Standing will be affected by the Incomplete.
EARLY ALERT/ College Closures:
Please sign up for Rhodes Alert which can be found on the Rhodes State College website. Rhodes Alert was created
to provide students with Emergency Notifications in the event of Weather Emergencies, Weather Closures, and
Campus Security Threats. These notifications will be delivered via phone, email, and text message. The local TV
and radio stations also post information about College closures.
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Weather Delays and Cancellations
In the event that weather forces a delay to the start of the academic day, the College will announce when classes will
begin. Classes starting and ending prior to the announced start time are cancelled. If the class starts before the
announced start time but still has more than 30 minutes of class remaining after the start time, that class will begin at
the announced specific time and end at its normal time.
For example, if the College delays until 10:00 a.m., a class starting at 8:00 a.m. and ending at
10:20 a.m. would be canceled for that day. If, however, a class begins at 9:30 a.m. and has an ending time
of 11:00 a.m., it would be held from 10:00 a.m. to 11:00 a.m. that day.
This same 30 minute rule will be used in the event of an early closure of the College. The portion of the class which
was scheduled prior to the announced closure time would be canceled if the start time is 30 minutes or less before
the closure time.
For example, if the College announces a 6:00 p.m. closing time, classes that begin at 5:30 p.m. would
be canceled. If a class is scheduled to begin at 5:00 p.m. on that same day and had a 7:30 p.m. end time,
the class would run from 5:00 p.m. to 6:00 p.m. on that day.
Because student travel to clinical/practicum experiences may begin at an early hour, program leadership may delay
the start to enable the College to assess weather conditions and allow for the College’s communication process to
occur.
When the College does not issue an official delay or cancellation, students are expected to exercise their
mature judgment in determining whether to attend classes or activities sanctioned by Rhodes State College. In
accordance with procedures established by each individual faculty member, students are accountable for any
material missed during an absence without an official delay or announced cancellation. In all cases, students are
expected to pursue, by their own self-directed efforts, the course content, activities, and assignments for which they
are responsible during the period of absence.
It is not within the scope of authority of any faculty member to cancel classes or close offices without the sanction of
the College.

Emergency Procedures:
Students are responsible for following appropriate campus emergency procedures. Students are encouraged to
review the Building Emergency Action Plan on the college website:
(http://www.rhodesstate.edu/About%20Rhodes/College%20Offices%20and%20Departments/SecuritySafety/Emergency%20Information.aspx)
Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The unacknowledged use
(intentional or unintentional), by paraphrase or direct quotation, of the published or unpublished work of another
person or agency engaged in the selling of term papers or other academic materials. Acknowledgement must be in
accordance with course guidelines, and documentation must occur whenever a student uses direct quotations; copies
a table, chart, or diagram; constructs a table from data provided by others; paraphrases a passage; summarizes a
passage; presents specific examples, figures, or factual information from a specific source and uses it to explain or
support his/her judgments. Plagiarism covers the use of print, electronic, filmed, and broadcast material.” Students
are encouraged to review the Code of Student Conduct on the college website
(http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.
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Submitting Substantially The Same Work. Submitting substantially the same work to satisfy requirements for
one course that has been previously submitted and satisfied the requirements for another course, without permission
of the instructor for which the work is being submitted and without including the original work for comparison is not
permitted. See Section 10.5, paragraph 5 of the Code of Student Conduct.
Academic Honesty All class members are assumed to be honest. Attempting to deceive, defraud, or use dishonesty
for one’s own gain will not be tolerated in any form. Cheating during any class activity is unethical and
compromises the integrity of the college and subverts the process of education (note: individual programs may
impose greater penalties). Cheating may result in a grade of “zero” for the activity. Instructors may submit
questionable behavior to the office of the Vice President for Academic Affairs who will bring the incident to the
attention of the Academic Integrity Council. Students are encouraged to review the Code of Student Conduct on the
college website (http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.

Copyright
1. Any … student who plans to use copyrighted works in academic course work, a classroom presentation,
in materials distributed to students, or other like situation, is expected to make appropriate use consistent
with “fair use” principals of the copyrighted work(s)
2. It is the responsibility of all … students to make a good faith determination concerning whether the use
of any material or works constitutes “fair use.” Fair use is determined by (a) the purpose and character of
the use (commercial vs. non-profit educational), (b) the nature of the copyrighted work, (c) the amount and
substantiality of the portion used in relation to the total copyrighted work, and (d) effect upon potential
market or the value of the copyrighted work. To determine whether the material or works constitute fair
use, the following references which provide information about copyright, the definition of “fair use,” and
the determination of the four factors of fair use should be used:
Web sites - http://lcweb.loc.gov/copyright/ (The US Copyright Office)
Publications - Questions &Answers on Copyright for the Campus Community,
Association of American Publishers, current edition. (Available in the office of the Dean of Instructional
Services)
3. If in doubt about the use of copyrighted materials or publications, permission to use them from the
copyright holder must be sought.

COURSE BIBLIOGRAPHY AND/OR ADDITIONAL REFERENCES:

1. Dugan, Diana L. (2016). Nursing Assisting: A Foundation in Caregiving, 4th edition.
Canada: Hartman.
2. Workbook: Nursing Assistant: A Foundation in Caregiving, 4th edition. USA: Hartman.
3. Ohio Department of Health Website: www.odh.ohio.gov updated 8/25/11.
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4.

“Ohio STN Candidate Handbook”, developed by D & S Technologies Nurse Aide Testing Company,
version 13 effective 7/2015.

5.

CDC website

EMERGENCY PROCEDURES
Campus Security: TL150, 419-995-8499 emergency procedures
In Clinical setting check with facility policy
Student Resources:
Testing Center: TL132, 419-995-8476
Advising: PS 148, 419-995-8400
Campus Security: TL150, 419-995-8499
Financial Aid: PS 150, 419-995-8800
Library – Cook Hall, 419-995-8326
Career Services: PS 150, 419-995-8352
Accommodative Services: TL 132, 419-995-8498
Computer Help Desk: KH 102, next to the open computer lab, 419-995-8069
Tutoring:
Academic Success Center: SCI 151/SCI 240, 419-995-8039
ADA Reasonable Accommodations: Accommodative Services supports all students with documented disabilities
who are enrolled for credit. Students who have documented disabilities and feel they would benefit from
accommodations at Rhodes State should contact Accommodative Services in person in the Technical Education
Laboratory building, Room 132 (TL 132), via email at AccommodativeService@RhodesState.edu, or via telephone
at 419-995-8498. Students must meet with Accommodative Services, receive an Accommodations Letter, and
present the letter to the instructor before accommodations take effect. Accommodations are not retroactive.

This course has been approved by the General Education Task Force as a General
Education course: [No.]
This course has been approved for the Ohio Transfer Module. [No...]
This course has been approved as an Ohio TAG: [No.] If Yes, please complete the
following information:
Signatures: Electronic or stamped signatures from the Program Coordinator or Primary
Instructors will be acceptable on all documentation where a signature is required.
This syllabus can be changed at the discretion of the Lead Instructor and/or the Dean of Nursing
at the James A. Rhodes State College.
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Section 9: Career Field Technical Content Standard
Health Science Career Field Technical Content Standards
https://education.ohio.gov/getattachment/Topics/Career-Tech/Health-Science-CareerField/CTE-Health-Science-Career-Field-Technical-Content-Standards-FINAL-Revised-22October-2013-pdf.pdf.aspx
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OccupationaI Transitions
CareerField: Hospitalityand Tourism
#330000
Level of Program: Junior /Senior

Course of Study

Millstream Career Center
Findlay City Schools
1150 Broad Avenue
419-425-8277
find laycityschools.org

Developed by: Cheryl Corron
Winter 2018
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Section 1: Acknowledgements
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Section 2: Approval by Advisory Committee

After reviewing this document, we recommend that the Occupational Transitions Course of
Study based on the Ohio Career Field Technical Content Standard for Hospitality &
Tourism be approved and adopted.
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Section 3: Approval by School Boaid Resolution
Findlay City Schools Board of Education
WHEREAS,the Occupational Transitions Advisory Committee of the Findlay City School
District has reviewed the Occupational Transitions Course of Study, and WHEREAS,the
course of study is based upon the Ohio Career Field Technical Content Standards for
Occupational Transitions, and
WHEREAS,the Occupational Transitions Advisory Committee has reviewed these
competencies and has edited competencies to address local labor market needs, and to
acknowledge the school district's ability to offer specialized programs,
NOW, THEREFORE,BE IT RESOLVED,in accordance with the Superintendent's
recommendation, that the Findlay City School adopt the Occupational Transition Course of
Study.

Approval date:

Superintendent

Approval date:

Board President
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Section 4:
Findlay City Schools
Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.
We believe ...
•
All students and families have worth and are to be valued.
•
Students need a safe and inclusive environment, in order to fully express who they
are.
•
All students can learn.
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Section 5: Progiam Description
Occupational Transitions I & II

Overviewof Program
The Occupational Transitions Program at Millstream Career Center is a two-year program
designed for 11 th and 12 th grade students who are interested in pursuing post-secondary
education or enter their chosen career field upon graduation. The program curriculum is
based on the Ohio Career Field Technical Content Standards Document for Hospitality and
Tourism. This curriculum is the result of a comprehensive review and refinement of
content by a panel of representatives from secondary, post-secondary and business
leaders.
Students are encouraged to take the right classes so that they are prepared for their next
step in life. The following middle/high school portion of the program of study is a
recommended sequence for students interested in this career field.

SampleProgramof Study- mustaddressall gradeseven if not careertech
7

8

Language Arts
Math

Language Arts
Math

Science

Science

Social Studies

Social Studies

PE

Computer
Applications

PE

Art

10

9

11

12

English 2
Geometry

English 3
Algebra 2

English 4
Senior Math

Biology

Chemistry

Senior Science

Social Studies

Social Studies

Elective

Health/PE

PE

(CTE)
Occupational
Transitions I
#330000

(CTE)
Occupational
Transitions II
#330000

Pathway Intro
Course
Foreign
Language

Pathway Intro
Course

English 1
Algebra 1
9 th Grade
Science
Social Studies

Elective

In the 11 th and 12 th grade component of the program, all students are part of a seamless
curriculum, which allows student to transition into post-secondary programs or enter their
chosen career field upon graduation. Each curriculum contains outcomes and competencies
which are required.
The basic instructional philosophy for the program encourages project-based learning. An
advisory committee comprised of representatives from business and industry, program
graduates and academic representatives from school meets twice each year to provide input
and guidance in this program.
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Throughout the school year, students participate in a variety of work-based learning in order
to observe and interact with employees, employers and administrative personnel to learn
more about the industry as a whole. Early placement/ internships/ mentoring assignments/
job shadowing are all examples of work-based opportunities.
College credit opportunities for have been developed between Findlay City Schools and
various institutions of higher learning. There is on-going dialogue following the established
process and procedures between our school and each participating institutions of higher
learning to develop and maintain the college credit opportunities. Opportunities may include
college credit plus , articulated (bilateral) credit , CT2, waiver of classes or other formats
providing time-shortened or advanced skill college degree paths.

Statementof Expectationof Participationin a CareerTechnicalStudentOrganization
Students enrolled in Occupational Transitions I & II are required to be members of Skills USA
Participation in (CTSO) provides the student with experiences in competitive events at local,
regional and national levels. In addition to the competitive events, the student learns
citizenship, parliamentary procedures, democratic principles, social skills and civic
responsibility .

PopulationServed
The program is open to all 11 th and 12 th grade students.

OccupationsAddressed

HighSchoolExitCareers

AssociateDegreeExit
Careers

Food Service
Custodial
Light Manufacturing
Hotel, Hospital, Nursing
Home Laundry Service
Waiters & Waitress
Cook

Lodging Manager
Food Service Manager
Sales Mangers
Special Food Services
Travel Agent
Record keeping

BaccalaureateDegreeExit
Careers
Meeting & Convention planner
Dietitian
Event planner
Chef and head Cook
Business Manager
Administrative services

PerformanceMeasuresGradingScale
A= 92% to 100%
B = 82%to 93%
C = 72%to 83%
D = 62%to 73%
F = 62% & below
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Laboratory Evaluations
Employability Skills----80%
Production and occupational skills- 20%
1 point - make appropriate and necessary comments
1 point - stay on task and in area
1 point - positive attitude
1 point - respect supervision
1 point - no put downs

Related Evaluations
Test & Quizzes -----50%
Employability Skills----50%
1 point - make appropriateand necessarycomments
1 point - stay on task and in area
1 point - positiveattitude
1 point - respectsupervision
1 point - no put downs

•
•
•
•

100% fulfillment of academic graduation requirements as outlined by the state of
Ohio or member school district
90 % post program placement with 66% transition to post-secondary education
95% participation in CTSO
95% student attendance
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Course Summaries
Program Description
Occupational Transitions
Occupational Transitions I & II
The Occupational Transitions Program is designed to give students a combination of
employability and skill training to meet the student's individual needs. Students will receive
instruction in the following employability skill areas: communication in the workplace,
staying on task and completing assignments, job etiquette, time and personal management,
appearance and grooming, basic monetary transactions, safety and sanitation. This program
includes basic skill training including but limited to: laundry, food, retail, light manufacturing
and custodial services. Students will develop and practice their skills in-house as well as at
community-based sites as appropriate. The flexibility of this program enables achievement
of each student's potential through individualized instruction based on the student's needs
and abilities.
Hospitality Fundamentals
Subject Code: 330000
This first course in the career field will introduce students to culinary arts, foodservice
operations, lodging, travel and tourism. Students will obtain knowledge of customer service
principles and examine the impact of cultural, historical, social and technological
developments on key segments of the industry. They will also apply safety and sanitation
techniques to prevent and control injuries, illnesses and diseases in the workplace.
Business law, employability skills, leadership and communications will be addressed.
Dining Room Service and Operations
Subject Code: 330110
Students will apply strategies and techniques to identify and meet dining guest needs. They
will provide table and beverage service; maintain eating areas, meeting spaces and serving
stations; manage on line reservations and orders; and monitor table turns, wait lines and
table assignments. Nutritional analysis, types of table service, safety and sanitation, cultural
intelligence, employability skills and communications will also be addressed.
Fundamentals of Food Production
Subject Code: 330100
Students will prepare food products and beverages according to standardized recipes. They
will apply plating and presentation principles to deliver attractive menu items, establish food
specifications and prep lists, and develop ingredient and portion control guides. Safety and
sanitation, standard knife skills, and culinary math will be emphasized. Employability skills,
leadership and communications will also be incorporated.
Baking and Pastry Arts
Subject Code: 330125
Students will apply food-science principles to prepare and bake breads, desserts and
pastries. They will also use specialized decorating and presentation techniques to decorate
10

cakes, cookies, pastries, and other baked goods. Students will select quality ingredients.
determine food costs, and research and develop marketable new recipes and food
concepts. Personal safety, food safety, and equipment safety wlll be emphasized.
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Section 6: Scope and Sequence
HospitalityFundamentals
Strand1.
BusinessOperations/21stCenturySkills
Learnersapplyprinciplesof economics,businessmanagement,marketingand employabilityIn an
entrepreneur,managerand employeerole to the leadership,planning,developingand analyzingof
businessenterprisesrelated to the career field.
Outcome1.1. Employability
Skills
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resourcesthe studentwilldevelopcareer awarenessand employabilityski/ls(e.g., face-to-face,
online)neededfor gainingand maintainingemploymentIn diversebusinesssettingsas assessed by
observationchecklistand completionof EmployerExpectationchecklist.
Competencies
1.1.1. Identify the knowledge, skills and abilities necessary to succeed in careers .
1.1.2. Identify the scope of career opportunities and the requirements for education, training,
certification, licensure and experience.
1.1.3 . Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.
1.1.4 . Describe the role and function of professional organizations, industry associations and
organized labor and use networking techniques to develop and maintain professional relationships.
1.1.5 . Develop strategies for self -promotion in the hiring process (e.g., filling out job applications,
resume writing, interviewing skills, portfolio development).
1.1.6 . Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making
decisions and formulating solutions.
1.1.8. Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.2. Leadershipand Communications
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onllne
resourcesthe studentwillprocess,maintain,evaluateand disseminateinformationin a business.
Developleadershipand team buildingto promotecollaborationas assessedby observation
checklistand completionof EmployerExpectationcheck/1st.

Competencies:
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.3. Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.4. Use negotiation and conflict-resolution skills to reach solutions.
1.2.6. Use proper grammar and expression in all aspects of communication.
12

1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and determine
next steps.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.3. BusinessEthicsand Law:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and on/ine
resourcesthe studentw/11
analyzehowpro'fess/onal,
ethicaland legalbehaviorcontributesto
continuous Improvement in organizational performance and regulatory compliance as assessed by
observation checklist and completion of Employer Expectation checklist.

Competencies :
1.3.1. Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
1.3.4. Identify how federal and state consumer protection laws affect products and services.
1.3.5. Access and implement safety compliance measures (e.g., quality assurance information,
safety data sheets [SDSs], product safety data sheets [PSDSs], United States Environmental
Protection Agency [EPA], United States Occupational Safety and Health Administration [OSHA])that
contribute to the continuous improvement of the organization.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Strand2.
ExperienceManagement
Learnersapplycustomerbehaviorconceptsto createa brandIdentity,designand deliver
exceptionalcustomerexperiences,and buildcustomerloyaltyand brandequity
Outcome2.1. Hospitalityand TourismFundamentals:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccess and onllne
resources,instructionaland informationalsheets,the studentwillexplainthe compositionand
economicsignificanceof the hospitalityand tourismIndustryas assessedby observationchecklist
and completionof EmployerExpectationchecklist.

Competencies:
2.1.1. Describe the relationship between the economy and the hospitality and tourism industry .
2.1.2. Identify the key segments of the hospitality and tourism industry, and explain their
interdependence.
2.1.3. Explain the role of Convention and Visitor Bureaus (CVB),Destination Marketing
Organizations (DMO) and tourism distribution organizations in generating hospitality and tourism
business.
2.1.4. Identify changes occurring in hospitality and tourism as a result of technological
advancements and competing online services.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
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Outcome2.2. Hospitalityand TourismEnvironment:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand onllne
resources,instructionaland informationalsheets,the studentwillanalyzehow customerseNice
principles,hospitalityseNices and operationalprocessesworktogetherto create a culturethat
allowsorganizationsto meet or exceedcustomerexpectationsas assessedby obseNationchecklist
and completionof EmployerExpectationchecklist.

Competencies:
2.2.1. Describe how the principles of R.A.V.E.(respect and value everyone), customer satisfaction
and quality affect service delivery.
2.2.2. Explain the unique characteristics of services (i.e., intangibility, inseparability, variability and
perishability).
2.2.3. Explain the influence of an organization's mission and vision statement on customer service
practices.
2.2.4 . Explain the factors that shape customer expectations of a particular service and how
subjective and objective elements of service quality can be assessed.
2.2.5 . Identify the types of outcomes possible during guest recovery and the impact of proactive
guest experience management on realizing a positive outcome.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome2.6. CustomerSeNlces:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland informationalsheets,the studentwillapplystrategiesand techniques
to identifyand meet guestneedsand to establisha sense of connectednesswithguestsin a
hospitalityand tourismenvironmentas assessedby obseNationchecklistand completionof
EmployerExpectationchecklist.

Competencies:
2.6.1 . Interpret unspoken needs based on understanding of human behavior, preference patterns
and prior experiences.
2.6.2 . Determine strategies for responding to potentially sensitive, compromising, fraudulent or
dangerous situations.
2.6.8. Identify and deliver on opportunities to make a difference in the customer experience (i.e.,
positive moments of truth).
An "X'' indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome2. 7. PeopleManagement:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland informationalsheets,the studentwillapplystrategies,policiesand
proceduresto manage new hires, unionand non-unionemployeesand volunteersto meet quality
standardsas assessedby obseNationchecklistand completionof EmployerExpectationchecklist.

Competencies:
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2.7.1. Determine the impact of ethics and social responsibility policies and practices on business
operations.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Strand3.
Safety and Sanitation
Learnersapplyknowledgeof biological,physicaland chemicalhazardsand the conceptsof safety
and sanitationto protectemployeesand customersfromInjuries,Illnessesand diseases

Outcome3.1. Pathogens,Illnessesand Diseases:
Givenaccessto a lab simulationemploymentexperience,audio visualaccess and onllne
resources,instructionaland Informationalsheets,the studentwillidentifypathogensthat could
renderfood unsafefar consumptionwithoutappropriateprecautionsand controlsas assessedby
observationchecklistand completionof EmployerExpectationchecklist.
Competencies:
3.1.1. Identify methods and practices to control or eliminate pathogens and the spread of harmful
bacteria, viruses, parasites, fungi and toxins.
3.1.2. Describe the nature and scope of the government agencies responsible for the prevention of
foodborne illnesses.
3.1.3. Identify types of foodborne illness caused by bacteria and viruses, their common symptoms
and the food items most at risk for contamination.
3.1.4. Identify parasites, fungi and biological toxins by their characteristics and the major food borne
illnesses with which they are linked.
3.1.5. Identify conditions under which bacteria multiply rapidly (i.e., FATTOM: food, acidity,
temperature, time, oxygen, moisture) and implement preventive measures.
3.1.6. Identify the symptoms and consequences of allergic reactions and intolerances, and
implement exposure-prevention strategies.
3.1.7. Identify sources of common allergens, and implement exposure prevention strategies.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.2. PersonalSafety and Sanitation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onllne
resources, instructional and informational sheets, the student will demonstrate strategies for
preventingrisksand biologicaland physicalcontaminationthroughpersonalhygiene,properattire
and precautionarymedicalsafeguardsas assessedby observationchecklistand completionof
EmployerExpectationchecklist.

Competencies:
3.2.1. Identify personal actions and behaviors that contribute to contamination and cross
contamination of food, and describe ways to prevent those issues.
3.2.2. Identify when hand-washing must occur, and wash hands using the five-step technique.
3.2.3. Select, maintain, and use proper work attire and personal protective clothing and equipment
appropriate to job tasks.
3.2.5. Describe situations when food-handlers should be restricted or excluded from working with
food or being in the operation.
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3.2.7. Explain how personal safety and sanitation contribute to an organization's response to
allergies and intolerances.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.3. FoodSafety and Sanitation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland Informationalsheets,the studentwill demonstratestrategiesfor
preventingand controllingbiological,physicaland chemicalcontaminationof foodproductsthrough
properfood handlingand sanitizationproceduresas assessedby observationchecklistand
completionof EmployerExpectationchecklist.

Competencies:
3.3.1. Describe food-safety guidelines (e.g., FDA Food Code), local health-code requirements and
the consequences of failing to comply.
3.3.2. Describe the impact of Hazard Analysis and Critical Control Point (HMCP) food safety
management system on food service.
3.3 .3. Identify critical control points (Hazard Analysis and Critical Control Point [HMCP]).
3.3.4. Identify potential biological, chemical and physical hazards.
3.3.5. Identify potentially hazardous foods (PHF), Time and Temperature Control for Safety of Food
(TCS)and foods in the temperature danger zone (TDZ).
3.3 .6. Follow precautionary guidelines established to address food-safety issues for high-risk
populations and to reduce potential exposure to harmful pathogens.
3.3 .7. Identify the effects of water characteristics, food pH levels and moisture levels on food safety
and sanitation.
3.3.8. Monitor and track food temperatures throughout the receiving, thawing, storing, cooking and
holding processes.
3.3.9. Control environment for consumer self-service foods.
3.3.10. Mark, label, store, and dispose of food and food by-products (e.g., fats, oil, grease).
3.3 .11. Identify warning signs indicating potential food safety issues during the receiving , storing and
serving processes based on food type.
3.3.12. Take corrective actions to maintain food safety.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.4. EquipmentSafety and Sanitation:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland Informationalsheets,the studentwilldemonstratestrategiesand
techniquesfor eliminatingbiological,physicaland chemicalcontaminationthroughproper
equipmentuse,storageand maintenanceas assessedby observationchecklistand completionof
EmployerExpectationchecklist.

Competencies:
3.4.1. Distinguish between cleaning, sterilizing and sanitizing.
3.4.2. Implement equipment safety requirements, and adhere to health and safety codes that
restrict equipment use.
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An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome 3.5. Site Safety and Sanitation:
Given access to a lab simulation employment experience, audio visual access and online

resources,instructionaland informationalsheets,the studentwillanalyzehowthe physical
environmentcontributesto safety risks,Identitystrategiesusedto reduceor eliminaterisks,and
followdefinedsafetyproceduresas assessedby observationchecklistand completionof Employer
Expectationcheckllst.

Competencies:
3.5.1. Analyze the root causes of accidents, and identify prevention strategies.
3.5.2. Handle, maintain, and dispose of garbage and non-food refuse.
3.5.3. Identify signs of infestations.
3.5.4. Develop and implement pest management procedures.
3.5.5. Select and mix cleaning or sanitation solutions in the right proportions, and label container .
3.5.6. Handle, label, store, and dispose of hazardous chemicals and waste.
3.5.7. Determine actions to take in response to biohazard and contamination incidents .
3.5.8. Assess fire hazards, and determine fire prevention strategies.
3.5.9. Develop and implement evacuation procedures and protocols in a variety of settings.
3.5.10. Respond to illness outbreaks, medical issues and medical emergencies.
3.5.11. Respond to health code violations, and develop corrective action plans.
3.5.12. Prepare for internal and external safety checks and inspections.
3.5.13. Conduct self-inspection audits .
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
Strand 4.
Culinary Arts
Learners apply principles of sociology, chemistry, cultural psychology and food science in the
preparation, cooking and presentation of food and beverages as assessed by observation checklist
and completion of Employer Expectation check/1st.

Outcome4.1. CulinaryIndustryFundamentals:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand onllne
resources,instructionaland informationalsheets,the studentwillanalyzethe effectsof sociological,
cultural,historicaland environmentaldevelopmentson consumerfoodpreferencesand the
resultingculinaryissuesand challenges.
Competencies:
4.1.1. Differentiate among the segments of the culinary and foodservice operations industry, and
identify the types of food served by these segments.
4.1.2. Analyze the effect of cultural, historical, sociological and environmental developments on
food preparation and presentation.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
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Strand B.
Lodging Operations
Learners use principles of lodging to achieve profit objectives and deliver customer experiences
consistent with the brand as assessed by observation checklist and completion of Employer
Expectation checklist.

Outcome8.1. LodgingFundamentals:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland informationalsheets, the studentwillanalyzethe lodgingIndustryto
understandits classifications,
servicelevels,divisionsand role and responsibilities
as assessedby
observationchecklistand completionof EmployerExpectationchecklist.

Competencies :
8.1.1. Explain the components of the lodging "product" and the role of services in providing the
product.
8.1.2. Analyze the effect of cultural, historical and sociological developments and trends on lodging
services.
8.1.3. Describe the classifications of lodging accommodations and room types.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Strand9.
Traveland TourismOperations
Learnersconductgeopolitical,environmentaland ethnographicanalyses;and applyprinciplesof
salesand marketing,event designand customerserviceto create uniqueexperiencesthat attract
touristsand visitors.
Outcome9.1. Traveland TourismFundamentals:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland informationalsheets, the studentwillexaminethe scopeof
organizationsthat make up the traveland tourismindustry,their roles,currenttrends,challenges
and strategiesas assessedby observationchecklistand completionof EmployerExpectation
checklist.
Competencies :
9.1.1. Compare the similarities and differences of the major types of destinations (e.g., ethnic ,
cultural , natural, recreational, seasonal).
9.1.4. Identify destination attractions, types and options.
An "X" indicates that the pathway applies to the outcome.

Fundamentalsof FoodProduction
Strand 1.
BusinessOperations/21stCenturySkills
Learnersapplyprinciplesof economics,businessmanagement,marketingand employabilityIn an
entrepreneur,managerand employeerole to the leadership,planning,developingand analyzingof
businessenterprisesrelated to the career field.
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Outcome 1.1. Employability Skills:
Given access to a lab simulation employment experience, audio visual

access and onllne

resources,instructionaland Informationalsheets,the studentwllldevelopcareerawarenessand
employability
skills(e.g., face-terface,online)neededforgainingand maintainingemploymentIn
diversebusinesssettingsas assessedby observationchecklistand completionof Employer
Expectationchecklist.

Competencies:
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.2. Leadershipand Communications:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and online
resources,instructionaland Informationalsheets,the studentwillprocess,maintain,evaluateand
disseminateinformationin a business.Developleadershipand team buildingto promote
collaboration.
Competencies:
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations) for an
intended audience and purpose.
1.2.6. Use proper grammar and expression in all aspects of communication.
1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and determine
next steps.
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
1.2 .16. Identify ways to affect workplace change
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.3. BusinessEthicsand Law:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and online
resources,instructionaland Informationalsheets,the studentwlllanalyzehowprofessional,ethical
and legalbehaviorcontributesto continuousImprovementIn organizationalperformanceand
regulatorycomplianceas assessedby observationchecklistand completionof Employer
Expectationchecklist.

Competencies:
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
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1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-to-door sales,
deceptive service estimates, and fraudulent misrepresentations) and their overall impact on
organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of noncompliance for
both employee and employer (e.g., harassment, labor, employment, employment interview, testing,
minor labor laws, Americans with Disabilities Act, Fair Labor Standard
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational and professional ethical standards.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.4. KnowledgeManagementand InformationTechnology:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwilldemonstratecurrentand
emergingstrategiesand technologiesusedto collect,analyze,recordand share informationin
businessoperationsas assessedby observationchecklistand completionof EmployerExpectation
checklist.

Competencies :
1.4.6. Use an electronic database to access and create business and technical information.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.5. GlobalEnvironment:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland informationalsheets,the studentwillevaluatehow beliefs,values,
attitudesand behaviorsinfluenceorganizationalstrategiesand goalsas assessedby observation
checklistand completionof EmployerExpectationchecklist.

Competencies:
1.5.1. Describe how cultural understanding, cultural intelligence skills and continual awareness are
interdependent.
1.5.2 . Describe how cultural intelligence skills influence the overall success and survival of an
organization.
1.5.3 . Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and
profitability .
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.6. BusinessLiteracy:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand onllne
resources,instructionaland informationalsheets, the studentwill developfoundationalskillsand
knowledgein entrepreneurship,financialliteracyand businessoperationsas assessedby
observationchecklistand completionof EmployerExpectationchecklist.
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Competencies:
1.6.8. Identify the features and benefits that make an organization's product or service competitive.
1.6 .9 . Explain how the performance of an employee, a department and an organization is assessed.
An "X" indicates that the pathway applies to the outcome .
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.8. OperationsManagement:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onlfne
resources,instructionaland Informationalsheets,the studentwillplan, organizeand monitoran
organizationor departmentto maximizecontributionto organizationalgoalsand objectivesas
assessed by observationcheck/1stand completionof EmployerExpectationchecklist.
Competencies:
1.8.1. Forecast future resources and budgetary needs using financial documents (e.g., balance
sheet, demand forecasting, financial ratios).
1.8 .2 . Select and organize resources to develop a product or a service.
1.8 .10. Analyze how business management and environmental management systems (e.g., healt h,
safety) contribute to continuous improvement and sustainability.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Strand2.
ExperienceManagement
Learnersapplycustomerbehaviorconceptsto create a brandidentity, designand deliver
exceptionalcustomerexperiences,and buildcustomerloyaltyand brand equity.
Outcome2.2. Hospitalityand TourismEnvironment:
Givenaccessto a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwillanalyzehowcustomerservice
principles,hospitalityservicesand operationalprocessesworktogetherto createa culturethat
allowsorganizationsto meet or exceedcustomerexpectationsas assessedby observationchecklist
and completionof EmployerExpectationcheck/1st.

Competencies:
2.2.1. Describe how the principles of R.A.V.E.(respect and value everyone), customer satisfaction
and quality affect service delivery.
2.2.3. Explain the influence of an organization's mission and vision statement on customer service
practices.
2.2 .4. Explain the factors that shape customer expectations of a particular service and how
subjective and objective elements of service quality can be assessed.
2.2.5. Identify the types of outcomes possible during guest recovery and the impact of proactive
guest experience management on realizing a positive outcome.
An "X" indicates that the pathway applies to the outcome .
Pathways
x
Hospitality
x
Culinary Arts

Outcome2.6. CustomerServices:
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Givenaccess to a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwillapplystrategiesand techniques
to identifyand meet guest needsand to establisha sense of connectednesswithguestsin a
hospitalityand tourismenvironment
as assessedby observationchecklistand completionof EmployerExpectationchecklist.
Competencies:
2.6.1. Interpret unspoken needs based on understanding of human behavior, preference patterns
and prior experiences.
2.6.3. Accommodate special needs and specific requests of customers.
2.6.4. Process customer orders accurately and efficiently while building rapport.
2.6 .5. Balance multiple resource demands, and maintain service standards during peak volumes.
2.6.6. Respond to customer inquiries, resolve their complaints and follow up on situations.
2.6.7. Take and process customer payments.
2.6.8. Identify and deliver on opportunities to make a difference in the customer experience (i.e.,
positive moments of truth).
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome2. 7. PeopleManagement:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland informationalsheets,the studentwillapplystrategies,policiesand
proceduresto managenew hires,unionand non-unionemployeesand volunteersto meet quality
standardsas assessedby observationchecklistand completionof EmployerExpectationchecklist.

Competencies:
2.7.1. Determine the impact of ethics and social responsibility policies and practices on business
operations.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Strand3.
Safety and Sanitation
Learnersapplyknowledgeof biological,physicaland chemicalhazardsand the conceptsof safety
and sanitationto protectemployeesand customersfrom injuries,illnessesand diseases.
Outcome3.1. Pathogens,Illnessesand Diseases:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwillidentifypathogensthat could
renderfood unsafefor consumptionwithoutappropriateprecautionsand controlsas assessedby
observationchecklistand completionof EmployerExpectationcheck/1st.

Competencies:
3.1.1. Identify methods and practices to control or eliminate pathogens and the spread of harmful
bacteria, viruses, parasites, fungi and toxins.
3.1.3. Identify types of food borne illness caused by bacteria and viruses, their common symptoms
and the food items most at risk for contamination.
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3.1.4. Identify parasites, fungi and biological toxins by their characteristics and the major food borne
illnesses with which they are linked.
3.1.5. Identify conditions under which bacteria multiply rapidly (i.e., FATTOM: food, acidity,
temperature, time, oxygen, moisture) and implement preventive measures.
3.1.6. Identify the symptoms and consequences of allergic reactions and intolerances, and
implement exposure-prevention strategies.
3.1.7. Identify sources of common allergens, and implement exposure prevention strategies.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Outcome 3.2. Personal Safety and Sanitation:
Given access to a tab simulation employment experience, audio visual access and onllne
resources, instructional and informational sheets, the student will demonstrate strategies for
preventing risks and biological and physical contamination through personal hygiene, proper attire
and precautionary medical safeguards as assessed by observation checklist and completion of
Employer Expectation checklist.

Competencies:
3.2.1. Identify personal actions and behaviors that contribute to contamination and cross
contamination of food, and describe ways to prevent those issues.
3.2.2. Identify when hand-washing must occur, and wash hands using the five-step technique.
3.2.3 . Select, maintain, and use proper work attire and personal protective clothing and equipment
appropriate to job tasks.
3.2.4 . Handle situations involving bodily fluids.
3.2.5. Describe situations when food-handlers should be restricted or excluded from working with
food or being in the operation.
3.2.6. Lift and move heavy materials and equipment following established ergonomic processes.
3.2.7. Explain how personal safety and sanitation contribute to an organization's response to
allergies and intolerances.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Outcome3.3. FoodSafetyand Sanitation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onllne
resources,instructionaland informationalsheets, the studentwilldemonstratestrategiesfor
preventing and controlling biological, physical and chemical contamination of food products through
properfood handlingand sanitizationproceduresas assessedby observationchecklistand
completionof EmployerExpectationchecklist.
Competencies:
3.3.3. Identify critical control points (Hazard Analysis and Critical Control Point [HAACP]).
3.3.4. Identify potential biological, chemical and physical hazards.
3.3.5. Identify potentially hazardous foods (PHF), Time and Temperature Control for Safety of Food
(TCS)and foods in the temperature danger zone (TDZ).
3.3.6. Follow precautionary guidelines established to address food-safety issues for high-risk
populations and to reduce potential exposure to harmful pathogens.
3.3. 7. Identify the effects of water characteristics, food pH levels and moisture levels on food safety
and sanitation.
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3.3.8. Monitor and track food temperatures throughout the receiving, thawing, storing, cooking and
holding processes.
3.3.9. Control environment for consumer self-service foods.
3.3.10. Mark, label, store, and dispose of food and food by-products (e.g., fats, oil, grease).
3.3.11. Identify warning signs indicating potential food safety issues during the receiving, storing and
serving processes based on food type.
3.3.12. Take corrective actions to maintain food safety.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Outcome3.4. EquipmentSafety and Sanitation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onllne
resources,instructionaland Informationalsheets,the studentwill demonstratestrategiesand
techniquesfor eliminatingbiological,physicaland chemicalcontaminationthroughproper
equipmentuse,storageand maintenance.
Competencies:
3.4.1. Distinguish between cleaning, sterilizing and sanitizing.
3.4.2. Implement equipment safety requirements, and adhere to health and safety codes that
restrict equipment use.
3.4.3. Set up, program, sanitize, and use commercial equipment and machines.
3.4.4. Break down and maintain commercial equipment and machines.
3.4.5. Calibrate temperature probes.
3.4.6. Inspect, use, sanitize, and store knives, hand tools and implements.
3.4.7. Clean, sanitize, and store tableware and equipment.
3.4.8. Adjust equipment and workstations to respond to allergies, food intolerances, and special
requests.
3.4.9. Lock out and tag out equipment until fixed.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Outcome3.5. Site Safetyand Sanitation:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and onllne
resources,instructionaland Informationalsheets,the studentwillanalyzehowthe physical
environmentcontributesto safety risks,Identifystrategiesused to reduceor eliminaterisks,and
followdefinedsafetyprocedures.
Competencies:
3.5.1. Analyze the root causes of accidents, and identify prevention strategies.
3.5.2. Handle, maintain, and dispose of garbage and non-food refuse.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Strand4.
CulinaryArts
Learnersapplyprinciplesof sociology,chemistry,culturalpsychology
and foodsciencein the
preparation,cookingand presentationof foodand beverages.
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Outcome4.1. CulinaryIndustryFundamentals:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and onllne
resources,Instructionaland Informationalsheets,the studentwillanalyzethe effectsof sociological,
cultural,historicaland environmentaldevelopmentson consumerfoodpreferencesand the
resultingculinaryissuesand challenges.
Competencies:
4.1.3. Analyze food preparation and presentation trends.
4.1.4. Identify characteristics of various international cuisines, and recognize notable dishes of
cuisines common to different regions.
4.1.5 . Determine customer behavioral characteristics and factors that influence customer selection
of food places and menu items.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Outcome4.2. Sandwichesand Appetizers:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and online
resources,instructionaland informationalsheets,the studentwillselectingredientsand prepare
sandwiches,appetizersand smallplates.
Competencies:
4.2.1 . Identify types and components of hot and cold sandwiches, which are comprised of base,
spread, filling, accent and garnish.
4.2.2. Prepare sandwich components, and assemble open and closed hot and cold sandwiches.
4.2.3. Prepare meat and cheese trays .
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome4.3. IngredientSelectionand Preparation:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and online
resources,instructionaland informationalsheets,the studentwillfollowmise en place principles
whenorganizingfoodand equipment,determineamountsto use,and prepareingredientsfor usein
recipes.
Competencies:
4.3.1. Explain the importance of product specifications and portion control.
4.3.2 . Measure solids and liquids, and apply ratios and equations to scale, and convert U.S. and
metric measurements.
4.3.3. Use and convert standardized recipes to achieve specific quantities and serving sizes.
4.3.4. Adjust recipes and preparation techniques to respond to dietary restrictions.
4.3.5. Select production methods (e.g., heat transfer, moist heat, dry heat) and equipment
appropriate for the food product and environment.
4.3.6. Explain mise en place principles and their impact on kitchen operations.
4.3.7. Demonstrate mise en place principles in setting up work space.
4.3.8. Select tools and equipment that foster best results in food preparation.
4.3 .9 . Perform processing necessary to prepare ingredients for use in a recipe (e.g., clarify, seed,
soak, steep, bread, batter, caramelize, reduce, emulsify).
4.3.10.
Use standard knife and fabrication skills and techniques.
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An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome4.4. FoodStaplesand Sides Preparation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwillapplycookingprinciplesand
methods,culturaland ethnic knowledgeand nutrition-management
strategiesto prepareand pair
staplesand sides.
Competencies:
4.4.1. Use quality factors to select food products and produce.
4.4.2. Identify seasonings, oils, flavor enhancers and food additives by type, class and purpose.
4.4.5. Prepare egg-based dishes.
4.4.7. Use dairy products in food dishes.
4.4.8. Prepare salads and salad dressings.
4.4.9. Select dip ingredients, and prepare dips.
4.4.10. Select stock ingredients; and prepare stocks, bouillons, broths and bases.
4.4.11. Prepare sauces and gravies using appropriate thickening agents.
4.4.12. Prepare clear soups, thick soups and specialty soups.
4.4.13. Prepare fruits.
4.4.14. Prepare vegetables and legumes.
4.4.15. Prepare starchy foods.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome4.5. Meat, Poultry,and Seafood:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onllne
resources,instructionaland informationalsheets,the studentwillapplycookingprinciplesand
methods,culturaland ethnic knowledgeand nutrition-management
strategiesto prepare meat,
poultryand seafooddishes.
Competencies:
4.5.3. Select meat cuts, and prepare meat dishes.
4.5.5. Select poultry cuts, and prepare poultry dishes.
4.5.9. Prepare and cook fish and shellfish.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Outcome4.6. FoodPresentation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwillapplyplatingand presentation
principlesto deliverattractiveand balancedmenu Items.
Competencies:
4.6.1 . Plate food using design principles of color, height, focal point, proportion and temperature.
4.6.3. Garnish plates, soups and desserts.
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4.6.4. Maintain nutritional value and dietary restrictions during the plating and presentation
process.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Outcome4. 7. BeveragePreparation:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and onlineresources,
instructionaland informationalsheets,the studentwillrecommendbeverageselections,and
preparenon-alcoholic
specialtydrinks.
Competencies:
4.7.1. Select types of coffee and coffee flavorings, and prepare coffee drinks.
4.7.2. Select types of tea and tea flavorings, and prepare specialty tea drinks.
4.7.3. Prepare milk and dairy-based drinks.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Outcome4.8. Banquetand High-VolumeCookery:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and onllneresources,
instructionaland informationalsheets,the studentwillpreparefoodIn highvolumeto servicehigh
trafficand specialrequests.
Competencies:
4.8.1. Explain the challenges, principles and corrective actions associated with preparing and
serving foods to large groups.
4.8.2. Maintain quality controls, and apply appropriate cooking methodology during batch cooking.
4.8.3. Set up stations to support high-volume production.
4.8.4. Adjust preparation schedules and sequencing to support high-volume production.
An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

Strand 7.
Foodservice
Operations
Learnersuse foodservlcemanagementprinciplesto achieveprofitobjectivesand delivercustomer
experiencesconsistentwiththe brand.
Outcome7.1. Purchasingand InventoryManagement:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and online
resources,instructionaland informationalsheets,the studentwillplan and Implementprocedures
and techniquesto maintainfood and beveragesafetyand quality,reducecostsand achieve
organizationalobjectivesduringInventoryacquisition,storageand use.
Competencies:
7.1.2. Conduct make or buy analysis, and determine course of action.
7.1.3. Establish food specifications and prep lists.
7.1.4. Calculate unit costs, total costs and yield measures for standard recipes.
7.1.5. Calculate plate, buffet and salad bar requirements and costs.
7.1.6. Develop ingredient and portion control guides.
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An "X" indicates that the pathway applies to the outcome.
Pathways
Hospitality
x
Culinary Arts

DiningRoomServiceand Operations
Outcome1.1. Employability
Ski/ls:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland Informationalsheets,the studentwill developcareer awarenessand
employabilityski/ls(e.g., face-to-face,online)neededfor gainingand maintainingemploymentIn
diversebusinesssettings.
Competencies:
1.1 .6. Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making
decisions and formulating solutions.
1.1.8. Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1.10. Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
1.1 .13. Manages time, priorities, and resources to achieve personal and professional goals.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.2. Leadershipand Communications:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand onllne
resources,instructionaland informationalsheets,the studentwillprocess,maintain,evaluateand
disseminateinformationin a business.Developleadershipand team buildingto promote
collaboration.
Competencies:
1.2.3. Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations) for an
intended audience and purpose.
1.2 .10. Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.3. BusinessEthicsand Law:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand onllne
resources,instructionaland Informationalsheets,the studentwillanalyzehowprofessional,ethical
and legal behaviorcontributesto continuousImprovementin organizationalperformanceand
regulatorycomp/lance.
Competencies:
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1.3.1. Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.5. GlobalEnvironment:
Givenaccessto a lab simulationemploymentexperience,audio visualaccess and onllne
resources,instructionaland informationalsheets,the studentwill evaluate how beliefs,values,
attitudesand behaviorsinfluenceorganizationalstrategiesand goals.
Competencies:
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and
profitability.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.10.
Sales and Marketing:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwillmanagepricing,place, promotion,
packaging,positioningand publicrelationsto improvequalitycustomerservice.
Competencies:
1.10.1. Identify how the roles of sales, advertising and public relations contribute to a company's
brand.
1.10.2. Determine the customer's needs and identify solutions.
1.10.3. Communicate features, benefits and warranties of a product or service to the customer.
1.10.5. Monitor customer expectations and determine produc-Vservice satisfaction by using
measurement tools.
1.10.10. Demonstrate sales techniques.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome2.2. Hospitalityand TourismEnvironment:
Given access to a lab simulation employment experience, audio visual access and onllne
resources,instructionaland informationalsheets,the studentwillanalyzehow customerservice
principles,hospitalityservicesand operationalprocessesworktogetherto create a culturethat
allowsorganizationsto meet or exceedcustomerexpectations.
Competencies:
2.2.1. Describe how the principles of R.A.V.E.(respect and value everyone), customer satisfaction
and quality affect service delivery.
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2.2.2. Explain the unique characteristics of services (i.e., intangibility, inseparability, variability and
perishability).
2.2.3 . Explain the influence of an organization's mission and vision statement on customer service
practices.
2.2.4. Explain the factors that shape customer expectations of a particular service and how
subjective and objective elements of service quality can be assessed.
2.2.5. Identify the types of outcomes possible during guest recovery and the impact of proactive
guest experience management on realizing a positive outcome.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome2.6. CustomerServices:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland informationalsheets,the studentwillapplystrategiesand techniques
to identityand meet guest needsand to establisha senseof connectednesswithguestsin a
hospitalityand tourismenvironment.
Competencies :
2.6.1. Interpret unspoken needs based on understanding of human behavior, preference patterns
and prior experiences.
2.6.2 . Determine strategies for responding to potentially sensitive, compromising, fraudulent or
dangerous situations.
2.6.3. Accommodate special needs and specific requests of customers.
2.6.4. Process customer orders accurately and efficiently while building rapport.
2.6.5. Balance multiple resource demands , and maintain service standards during peak volumes.
2.6.6. Respond to customer inquiries, resolve their complaints and follow up on situations.
2.6.7 . Take and process customer payments.
2.6.8 . Identify and deliver on opportunities to make a difference in the customer experience (i.e.,
positive moments of truth).
2.6.9 . Leverage customer experiences to build brand preference and loyalty.
2.6.10. Identify and utilize credit card fraud prevention methods, and understand the importance of
identity theft controls.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.1. Pathogens,Illnessesand Diseases:
Givenaccessto a lab simulationemploymentexperience,audio visualaccessand online
resources,instructionaland informationalsheets,the studentwillidentitypathogensthat could
renderfood unsafefor consumptionwithoutappropriateprecautionsand controls.
Competencies:
3.1.6. Identify the symptoms and consequences of allergic reactions and intolerances, and
implement exposure-prevention strategies.
3.1.7. Identify sources of common allergens, and implement exposure prevention strategies.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
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Outcome3.2. PersonalSafety and Sanitation:Demonstratestrategiesfor preventingrisksand
biologicaland physicalcontaminationthroughpersonalhygiene,properattire and precautionary
medicalsafeguards.
Competencies:
3.2.3. Select, maintain, and use proper work attire and personal protective clothing and equipment
appropriate to job tasks.
3.2.6 . Lift and move heavy materials and equipment following established ergonomic processes.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.3. FoodSafety and Sanitation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onllne
resources,instructionaland informationalsheets,the studentwilldemonstratestrategiesfor
preventingand contro/1/ng
biological,physicaland chemicalcontaminationof foodproductsthrough
properfoodhandlingand sanitizationprocedures.
Competencies:
3.3.6. Follow precautionary guidelines established to address food-safety issues for high-risk
populations and to reduce potential exposure to harmful pathogens.
3.3.8. Monitor and track food temperatures throughout the receiving, thawing, storing, cooking and
holding processes.
3.3.10. Mark, label, store, and dispose of food and food by-products (e.g., fats, oil, grease).
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.4. EquipmentSafety and Sanitation:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and online
resources,instructionaland informationalsheets,the studentwilldemonstratestrategiesand
techniquesfor eliminatingbiological,physicaland chemicalcontaminationthroughproper
equipmentuse, storageand maintenance.
Competencies:
3.4.2. Implement equipment safety requirements, and adhere to health and safety codes that
restrict equipment use.
3.4.3. Set up, program, sanitize, and use commercial equipment and machines.
3.4.4. Break down and maintain commercial equipment and machines.
3.4.6. Inspect, use, sanitize, and store knives, hand tools and implements.
3.4.7. Clean, sanitize, and store tableware and equipment.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.5. Site Safety and Sanitation:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and onllne
resources,instructionaland informationalsheets,the studentwlllanalyzehowthe physical
environmentcontributesto safety risks,identifystrategiesusedto reduceor eliminaterisks,and
followdennedsafetyprocedures
.
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Competencies:
3.5.2. Handle, maintain, and dispose of garbage and non-food refuse.
3.5.13. Conduct self-inspection audits.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome4.1. CulinaryIndustryFundamentals:
Given access to a lab simulation employment experience, audio visual access and onllne
resources, instructional and informational sheets, the student will analyze the effects of sociological,

cultural,historicaland environmentaldevelopmentson consumerfoodpreferencesand the
resultingculinaryissuesand challenges.
Competencies:
4.1.1. Differentiate among the segments of the culinary and foodservice operations industry , and
identify the types of food served by these segments.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome4.3. IngredientSelectionand Preparation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwill followmise en place principles
whenorganizingfoodand equipment,determineamountsto use,and prepareingredientsfor use in
recipes.
Competencies:
4.3.7. Demonstrate mise en place principles in setting up work space.
4.3.8. Select tools and equipment that foster best results in food preparation.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome4.4. FoodStaplesand SidesPreparation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwillapplycookingprinciplesand
methods,culturaland ethnicknowledgeand nutrition-management
strategiesto prepare and pair
staplesand sides.
Competencies:
4.4.2. Identify seasonings, oils, flavor enhancers and food additives by type, class and purpose.
4.4.8. Prepare salads and salad dressings.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome4.6. Food Presentation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onllne
resources,instructionaland informationalsheets, the studentwillapplyplatingand presentation
principlesto deliverattractiveand balancedmenu Items.
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Competencies:
4.6.1. Plate food using design principles of color, height, focal point, proportion and temperature.
4.6.2. Prepare platter and buffet presentations.
4.6.3. Garnish plates, soups and desserts.
4.6.4. Maintain nutritional value and dietary restrictions during the plating and presentation
process.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
Outcome 4. 7. BeveragePreparation:

Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwillrecommendbeverageselections,
and preparenon-a/coho/le
specialtydrinks.
Competencies:
4.7.1. Select types of coffee and coffee flavorings, and prepare coffee drinks.
4.7.2. Select types of tea and tea flavorings, and prepare specialty tea drinks.
4.7.3. Prepare milk and dairy-based drinks.
4.7.4. Prepare specialty juices, water and energy drinks.
4. 7 .5. Prepare carbonated beverages.
4.7 .6. Monitor beverage temperatures and holding times.
4.7.7. Determine beverage pairings appropriate for particular menu items.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome5.4. Special/zedDecoratingand Presentation:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and online
resources,instructionaland informationalsheets,the studentwillapplyspecializeddecorating
techniquesto servicespecialeventsand requests.
Competencies:
5.4.8 . Maintain freshness and quality of baked goods, pastries and desserts in ready state to be
served at a later time.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome6.2. NutritionalAnalysis:
Givenaccess to a lab simulationemploymentexperience,audiovisualaccess and onllne
resources,Instructionaland informationalsheets,the studentwillapplyconceptsof nutrition
scienceto determinethe effectsof recipesand foodcombinationson customerhealth.
Competencies:
6.2.2. Analyze the nutritional challenges of meeting special dietary needs, and identify suitable
ingredient substitutes.
6.2.3. Determine the nutritional value of foods using ingredient lists and food labels.
An "X" indicates that the pathway applies to the outcome.
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Pathways

X

Hospitality

X

Culinary Arts

Outcome7 .2. KitchenManagementand Distribution:
Given access to a lab simulation employment experience, audio visual access and on line
resources, instructional and informational sheets, the student will design, implement, and manage
distribution processes to achieve quality standards, expedite workflow and sustain customer
satisfaction at a reasonable cost, using continuous-improvement techniques.
Competencies:
7.2.4. Select packaging, and prepare food product for distribution.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
Outcome7.3. DiningRoomOperations:
Givenaccess to a lab simulationemploymentexperience,audio visualaccess and onl/ne
resources,instructionaland Informationalsheets, the studentwill manage diningroomstaff,
operationsand systemsto achieveorganizationalobjectives.
Competencies:
7.3.1. Strategically interacting with customers and staff.
7.3.2. Determine the customer dynamics occurring during different shifts, and assess their impact
on operations.
7.3.3. Integrate online reservations and orders into culinary and restaurant management systems.
7.3.4. Establish and implement processes to manage table turns, wait lines and table assignments.
7.3 .5. Establish and implement processes to facilitate interaction between the different service
teams.
7.3.6. Identify types of table service.
7.3 .7. Provide table and beverage service.
7.3.8. Maintain eating areas, meeting spaces and serving stations.
7.3.9. Describe the procedures foodservice establishments use to manage liability risks associated
with alcohol consumption.
An "X" indicates that the pathway applies to the outcome .
Pathways
x
Hospitality
x
Culinary Arts

Bakingand PastryArts
Outcome1.1. Employability
Skills:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwilldevelopcareerawarenessand
employability
skills(e.g.,face-to-face,online)neededfor gainingand maintainingemploymentin
diversebusinesssettings.
Competencies:
1.1.6. Explain the importance of work ethic, accountability and responsibility and demonstrate
associated behaviors in fulfilling personal, community and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making
decisions and formulating solutions.
1.1.8. Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1 .10. Adapt personal coping skills to adjust to taxing workplace demands.
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1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
1.1.13. Manages time, priorities, and resources to achieve personal and professional goals.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.2. Leadershipand Communications:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand onllne
resources,instructionaland Informationalsheets,the studentwill process,maintain,evaluateand
disseminateinformationin a business.Developleadershipand team buildingto promote
collaboration.
Competencies:
1.2.3. Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.5. Communicate information (e.g., directions, ideas, vision, workplace expectations) for an
intended audience and purpose.
1.2.10. Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.3. BusinessEthicsand Law:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill analyzehowprofessional,ethical
and legalbehaviorcontributesto continuousimprovementin organizationalperformanceand
regulatorycompliance.
Competencies:
1.3.1. Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2. Follow protocols and practices necessary to maintain a clean, safe and healthy work
environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.5. GlobalEnvironment:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill evaluatehowbeliefs,values,
attitudesand behaviorsinfluenceorganizationalstrategiesand goals.
Competencies:
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and
profitability.
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An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome1.10.
Sales and Marketing:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland Informationalsheets,the studentwill managepricing,place, promotion,
packaging,positioningand publicrelationsto improvequalitycustomerservice.
Competencies:
1.10.1. Identify how the roles of sales, advertising and public relations contribute to a company's
brand.
1.10.2. Determine the customer's needs and identify solutions .
1.10.3. Communicate features, benefits and warranties of a product or service to the customer .
1.10.5. Monitor customer expectations and determine product/service satisfaction by using
measurement tools.
1.10.10. Demonstrate sales techniques.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome2.2. Hospitalityand TourismEnvironment:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill analyzehowcustomerservice
principles,hospitalityservicesand operationalprocessesworktogetherto create a culturethat
allowsorganizationsto meet or exceedcustomerexpectations.
Competencies:
2.2.1. Describe how the principles of R.A.V.E.(respect and value everyone), customer satisfaction
and quality affect service delivery.
2.2.2. Explain the unique characteristics of services (i.e., intangibility, inseparability, variability and
perishability).
2.2 .3. Explain the influence of an organization's mission and vision statement on customer service
practices.
2.2.4. Explain the factors that shape customer expectations of a particular service and how
subjective and objective elements of service quality can be assessed.
2.2.5. Identify the types of outcomes possible during guest recovery and the impact of proactive
guest experience management on realizing a positive outcome.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome2.6. CustomerServices:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill applystrategiesand techniquesto
identifyand meet guest needsand to establisha sense of connectednesswith guestsIn a hospitality
and tourismenvironment
Competencies:
2.6.1. Interpret unspoken needs based on understanding of human behavior, preference patterns
and prior experiences.
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2.6.2. Determine strategies for responding to potentially sensitive, compromising, fraudulent or
dangerous situations.
2.6.3. Accommodate special needs and specific requests of customers.
2.6.4. Process customer orders accurately and efficiently while building rapport.
2.6.5. Balance multiple resource demands, and maintain service standards during peak volumes.
2.6.6. Respond to customer inquiries, resolve their complaints and follow up on situations.
2.6.7. Take and process customer payments.
2.6.8. Identify and deliver on opportunities to make a difference in the customer experience (i.e.,
positive moments of truth).
2.6.9. Leverage customer experiences to build brand preference and loyalty.
2.6.10. Identify and utilize credit card fraud prevention methods, and understand the importance of
identity theft controls.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.1. Pathogens,Illnessesand Diseases:
Given access to a lab simulation employment experience, audio visual access and online
resources,instructionaland informationalsheets,the studentwill identifypathogensthat could
renderfood unsafefor consumptionwithoutappropriateprecautionsand controls.
Competencies:
3.1.6. Identify the symptoms and consequences of allergic reactions and intolerances, and
implement exposure-prevention strategies.
3.1.7. Identify sources of common allergens, and implement exposure prevention strategies.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.2. PersonalSafetyand Sanitation:
Given access to a lab simulation employment experience, audio visual access and on line
resources,instructionaland informationalsheets,the studentwill demonstratestrategiesfor
preventingrisksand biologicaland physicalcontaminationthroughpersonalhygiene,properattire
and precautionarymedicalsafeguards.
Competencies:
3.2.3. Select, maintain, and use proper work attire and personal protective clothing and equipment
appropriate to job tasks.
3.2.6. Lift and move heavy materials and equipment following established ergonomic processes.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.3. FoodSafetyand Sanitation:Demonstratestrategiesfor preventingand controlling
biological,physicaland chemicalcontaminationof food productsthroughproperfood handlingand
sanitizationprocedures.
Competencies:
3.3.6. Follow precautionary guidelines established to address food-safety issues for high-risk
populations and to reduce potential exposure to harmful pathogens.
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3.3.8. Monitor and track food temperatures throughout the receiving, thawing, storing, cooking and
holding processes.
3.3.10. Mark, label, store, and dispose of food and food by-products (e.g., fats , oil, grease).
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome3.4. EquipmentSafetyand Sanitation:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill demonstratestrategiesand
techniquesfor eliminatingbiological,physicaland chemicalcontaminationthroughproper
equipmentuse,storageand maintenance.
Competencies:
3.4 .2 . Implement equipment safety requirements, and adhere to health and safety codes that
restrict equipment use.
3.4.3. Set up, program, sanitize, and use commercial equipment and machines.
3.4 .4. Break down and maintain commercial equipment and machines.
3.4.6. Inspect, use, sanitize, and store knives, hand tools and implements.
3.4.7. Clean, sanitize, and store tableware and equipment.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome 3.5. Site Safetyand Sanitation:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill analyzehowthe physical
environmentcontributesto safetyrisks,identifystrategiesusedto reduceor eliminaterisks,and
followdefinedsafety procedures.
Competencies :
3.5.2 . Handle, maintain, and dispose of garbage and non-food refuse.
3.5.13. Conduct self-inspection audits.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome4.1. CulinaryIndustryFundamentals:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill analyzethe effectsof sociological,
cultural,historicaland environmentaldevelopmentson consumerfood preferencesand the resulting
culinaryissuesand challenges.
Competencies:
4.1.1. Differentiate among the segments of the culinary and foodservice operations industry , and
identify the types of food served by these segments.
4.1.5. Determine customer behavioral characteristics and factors that influence customer selection
of food places and menu items.
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An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome 4.3. Ingredient Selection and Preparation:
Given access to a lab simulation employment experience, audio visual access and online
resources, instructional and informational sheets, the student will follow mlse en place principles
when organizing food and equipment, determine amounts to use, and prepare Ingredients for use in
recipes.
Competencies:
4.3.7. Demonstrate mise en place principles in setting up work space.
4.3.8. Select tools and equipment that foster best results in food preparation.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
Outcome 4.4. Food Staples and Sides Preparation:
Given access to a lab simulation employment experience, audio visual access and online
resources, instructional and informational sheets, the student will apply cooking principles and
methods, cultural and ethnic knowledge and nutrition-management strategies to prepare and pair
staples and sides.
Competencies:
4.4.2 . Identify seasonings, oils, flavor enhancers and food additives by type, class and purpose.
4.4.8. Prepare salads and salad dressings.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
Outcome 4.6. Food Presentation:
Given access to a lab simulation employment experience, audio visual access and online
resources, instructional and informational sheets,the student will apply plating and presentation
principles to deliver attractive and balanced menu items.
Competencies:
4.6.1. Plate food using design principles of color, height, focal point, proportion and temperature .
4.6.2. Prepare platter and buffet presentations.
4.6.3. Garnish plates, soups and desserts.
4.6.4. Maintain nutritional value and dietary restrictions during the plating and presentation
process.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
Outcome 4.7. Beverage Preparation:
Given access to a lab simulation employment experience, audio visual access and onllne
resources, instructional and informational sheets, the student will recommend beverage selections,
and prepare non-alcoholic specialty drinks.
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Competencies:
4.7.1 . Select types of coffee and coffee flavorings, and prepare coffee drinks.
4. 7 .2. Select types of tea and tea flavorings, and prepare specialty tea drinks.
4.7.3. Prepare milk and dairy-based drinks.
4.7.4. Prepare specialty juices, water and energy drinks.
4.7.5. Prepare carbonated beverages.
4.7.6. Monitor beverage temperatures and holding times.
4.7.7. Determine beverage pairings appropriate for particular menu items.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome5.4. SpecializedDecoratingand Presentation:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand onllne
resources,instructionaland informationalsheets,the studentwill applyspecializeddecorating
techniquesto servicespecialeventsand requests.
Competencies:
5.4.8. Maintain freshness and quality of baked goods, pastries and desserts in ready state to be
served at a later time.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome6.2. NutritionalAnalysis:
Given access to a lab simulation employment experience, audio visual access and on line
resources, instructional and informational sheets, the student will apply concepts of nutrition
science to determine the effects of recipes and food combinations on customer health.

Competencies:
6.2.2. Analyze the nutritional challenges of meeting special dietary needs, and identify suitable
ingredient substitutes.
6.2.3 . Determine the nutritional value of foods using ingredient lists and food labels.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome7 .2. KitchenManagementand Distribution:
Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill design,Implement,and manage
distributionprocessesto achievequalitystandards,expediteworkflowand sustaincustomer
satisfactionat a reasonablecost, usingcontinuous-improvement
techniques.
Competencies:
7.2.4. Select packaging, and prepare food product for distribution.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts

Outcome7.3. DiningRoomOperations:
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Givenaccessto a lab simulationemploymentexperience,audiovisualaccessand online
resources,instructionaland informationalsheets,the studentwill managediningroomstaff,
operationsand systemsto achieveorganizationalobjectives.
Competencies:
7.3.1. Strategically interacting with customers and staff.
7.3.2. Determine the customer dynamics occurring during different shifts, and assess their impact
on operations.
7.3.3. Integrate online reservations and orders into culinary and restaurant management systems.
7.3.4. Establish and implement processes to manage table turns, wait lines and table assignments.
7.3.5. Establish and implement processes to facilitate interaction between the different service
teams.
7.3.6. Identify types of table service.
7.3.7. Provide table and beverage service.
7.3.8. Maintain eating areas, meeting spaces and serving stations.
7.3.9. Describe the procedures foodservice establishments use to manage liability risks associated
with alcohol consumption.
An "X" indicates that the pathway applies to the outcome.
Pathways
x
Hospitality
x
Culinary Arts
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Sequence/CurriculumMapping
First year/First semester

HospitalityFundamentals330000
Week

Competencies being taught

1

1.1.1/1.1.2/1.1.31.1.4/1.1.5/career

awareness, interviewing skills

2

1.1.6/1.1.7 /employability skills

3

1.1.8/employability skills-professionalism

4

1.1.9/employability skills-work habits

5

1.2.1./1.2.3./1.2.4,/1.2.6/1.2.

6

1.3.1-1.3.9 business compliances

7

1.2.1/1.2.3/1.2.4/1.2.6/1.2.7

8
9

1.3.1-1.3.5 regulatory compliance 3.3.6 food safety
2.2.1-2.2.5 customer service 2.6.1/2.6.2/2.28 meet guest needs 2.7.1 social
responsibility

10

3.1.1-3.1.7 pathogens, illness and diseases

11

3.2.1- 3.2.7 personal safety and sanitation

12

3.3.1-3.3.12 food safety guidelines

13

3.4.1-3.4.2 equipment safety and sanitation

14

3.5.1-3.5.13 physical environment contribute to safety risks

15

3.4.3-3.4.9 eliminating contamination

16

4.6.1, 4.6.3,4.6.4, plating 4.7.1-4.7.3 drinks

17

2.6.3-2.6.8, 2.7.1 improve customer experience 2.6.9, 2.6.10 services

18

1.2.5-1.2.7 communication of information

7/teamwork, collaboration
communication
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Sequence/CurriculumMapping
First year/Second semester

CourseName and course#
Week

Competencies being taught

2

2.1.1 - 2.1.4 Explain composition and economic significance of industry
4.1.1, 4.1.2 Environmental, cultural, historical developments 1.3.6, 1.37, 1.3.9
ethics

3

1.5.1-1.5.5 influence of values, attitudes, behaviors

4

1.6.8, 1.6.9 business operations

5

4.1.3,4.1.4 consumer food preferences, 4.2.1-4.2.3 sandwiches

6

4.3.1-4.3.10 mise en place principles

7

4.4.1, 4.4.2, 4.4.5, 4.4.7-4.4.15 Cooking principles & nutritional management

8

4.5.3, 4.5.5, 4.5.9, Cooking principles meat, poultry ,fish

9

4.6.1-4.6.4 plating

10

7.1.2-7.1.6 cost buy analysis

11

1.1.10,1.1.11, 1.1.13 employability skills

12

1.3.1-1.3.3 professional behavior

13

1.2.3, 1.2.5 communication

14

1.3.1-1.3.3 business compliances 3.3.6 food safety

15

3.16, 3.1.7 pathogens

16

3.2.3, 3.2.6 personal safety

17

3.4.2-3.4.7 safety and sanitation 3.5.2, 3.5.13 environment

18

4.3.7, 4.3.8 food preparation

1
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Sequence/CurriculumMapping
Second year/Fi rst semester

CourseName and course#
Week

Competencies being taught

1

1.8.1, 1.8.2,1.8.10 organization goals

2

1.1.7 /employability skills

3

1.1.8/employability skills

4

1.1.9/employability skills

5

1.2.10-1.2.16 communication of information

6

1.10.1-1.10.3, 1.10.5, 1.10.10, marketing

7

1.3.1-1.3.3 professional behavior

8

4.7.1-4.7.7 beverages

9

4.81-4.84 large groups

10

8.1.1-8.1.3 classifications, service levels

11

9.1.1, 9.1.4 tourism trends and roles

12

5.4.8 freshness and quality of bake goods

13

1.10.2 customer needs

14

3.3.6, 3.3.8, 3.3.10 food safety

15

4.1.1, 4.1.5 culinary fundamentals

16

4.4.2 seasonings

17

4.4.8 salad

18

4.6.1-4.6.4 preparation /presentation
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Sequence/CurriculumMapping
Second year/Second semester

CourseName and course#
Week

Competencies being taught

1

1.2.3 leadership communication

2

1.2.5 leadership communication

3

1.2.10 interpersonal skills

4

1.3.1-1.3.3 professional behavior

5

1.5.3, 1.5.5 beliefs, values, attitudes

6

6.2.2, 6.2.3, nutrition

7

7.2.4 packaging

8

7.3.1-7.3.9 managing staff dining room

9

7.3.1-7.3.9 managing staff dining room

10

7.3.1-7.3.9 managing staff dining room

11

2.2.1-2.2.5 environment

12

2.2.1-2.2.5 environment

13

2.6.1- 2.6.10 customer service

14

2.6.1- 2.6.10 customer service

15

3.3.6 food safety

16

3.3.6 food safety

17

4.7.1-4.7.7 drink selections/ preparation

18

4.6.1-4.6.4 preparation /presentation
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Section 7: Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the
business community. The standards set for these competencies are recommended by the
advisory committee members and local employers in the community and evaluated by the
teacher following these guidelines. In order to receive credit for the course, competencies
to be mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the
effectiveness of the total program, the following procedures will be used:

•
•
•
•

•
•
•
•
•
•
•
•

Pretests
Post Tests
Teacher observation and evaluation
Notebooks
Portfolio
Class discussions
Skill testing
Project development
Daily grades
Lab performance
Authentic Assessment
Work-based learning experiences

Measurement of learning will be an ongoing activity with emphasis on laboratory activities
and competency improvement. Evaluation will be accomplished through pre-assessment of
student's skills, frequent formative assessment, both visual and written, and summative
evaluation to determine the mastery of competencies. Formative assessments that are
conducted during instruction help the teacher make necessary instructional adjustments.
The instructor may decide to alter instructional materials and methods if students are
experiencing difficulties in learning what is being taught. All evaluations are in the form of
points received out of points possible. A percentage is then calculated and a letter grade is
assigned. Progress reports on all students are distributed to parents on the mid-term of
each grading period.
Grading Scale
A = 92% to 100%
B = 82%to 93%
C = 72%to 83%
D = 62%to 73 %
F = 62% & below
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Section 8: Syllabi
Millstream Career Center
Occupational Transitions
Instructor: Cheryl Corron Grade: 11 & 12
Length: Full year-3 periods a day-2 credits lab and 1 credit related Cost: $35.00
Units of Credit: 3 credits per year
Prerequisite: none
Program Location: Millstream Career Center
Course Description:
Occupational Transitions
Level I: Lab - 110 Related - 109
Level 11:Lab - 210 Related - 209
Full year - 3 periods per day - 2 credits lab, 1 credit related

This program is designed to prepare students for entry-level employment in the custodial,
food service and laundry work force. Training emphasis is on light manufacturing and
providing environmental services of cleaning, laundry, and food service in hotels, motels,
hospitals, nursing homes, grocery stores and restaurants. Safe work habits and
employability skills are learned. An in-house practice lab, as well as community sites,
provides students with hands-on experiences.
Course Goals: Students will learn how to operate and maintain an in house laundry business
and practice light manufacturing. Cleaning duties of lab and related rooms will be learned
and regularly practiced. They will learn basic cooking techniques, various restaurant jobs
and terminology related to the food service industry. Employability skills for acquiring and
securing a job position will be learned and practiced through daily classroom and lab work.
Student Expectations/Responsibilities/Requirements:
Students will be expected to be on
time and prepared for class . Attendance on a regular basis is mandatory. This program is
designed with participation as its core. Students will be provided with a pencil, blank paper,
and notebook which are to be kept in the classroom. Lab situations will require for shoulder
length and longer hair to be pulled back , and closed toe, rubber sole shoes to be worn.
Aprons, gloves and goggles will be provided and must be worn during appropriate lab
situations. Classroom fees of $16.00 will be used for goggles, gloves, notebooks, paper and
cooking supplies. $13.00 for FCCLAdues and $9.00 tech fee. These dues are due at the
beginning of the school year . .
Student Behavior Management Plan:
Students will be required to follow all rules assigned by Findlay High School. Each student
will receive a handbook which states all policies and regulations. The students will also be
expected to follow classroom rules set up at the beginning of the year by each new class.
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Failure to oblige with these policies will result in detention after school and a parent contact.
Father discipline infractions will result in administrative referral.
Grading Procedures:
Grading Scale
A = 92% to 100%
B = 82%to 93%
C = 72%to 83%
D = 62%to 73 %
F = 62% & below

Student Youth Organizations:
Each student will become a member of Family, Career and Community Leaders of America.
(FCCLA)The class will elect its own officers and hold meetings during class time. Individuals
will be encouraged to participate in FCCLAcompetitions. These competitions will encourage
individual and teamwork learning. Awards and merits can be won to enhance senior
passports.
C:\MyFiles\Word Syllabus Form.wpd

Please acknowledge that you have fully read the requirements of the Occupational
Transitions Program syllabus and understand the expectations related to this course.
I have read and understand the requirements of the Occupational Transitions course
syllabus.
Name__________________
Date_______
_
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Section 9: Career Field TechnicalContentStandard
http:j /education.ohio.gov/getattachmentjTopics/Career-Tech/Hospitality-and
Tourism/Hospitality-and-Tourism-Career-Field-Standards-FINAL-1-JULY-2015.pdf.aspx
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Office & Print Technologies
Career Field: Business & Administrative Services
Pathway: Business Management
Specialization: Office Technology & Printing
Subject Code #: 140300

Course of Study
Junior/Senior Levels

Developed by:
Janice A. Miller

Millstream Career Center
Findlay City Schools
1150 Broad Ave.
Findlay, OH 45840
419-425-8277
Winter 2018
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Findlay City Schools

Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.

We believe…







All students and families have worth and are to be valued.
Students need a safe and inclusive environment, in order to fully express who they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must be vested in
their growth and development.
All students need opportunities in and out of the classroom.
The Seven Habits of Highly Effective People:
o Habit 1: Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Understand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw
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Findlay City Schools
District Goals

Goal 1 – 100% of students will graduate on time.
Strategy 1:
Close the achievement gap, improve teacher performance, provide conducive learning environments.
Goal 2 – 100% of graduates will be enrolled in post-secondary or in the workforce within six month of their program.
Strategy 2:
Close the achievement gap, improve teacher performance, provide conducive learning environments.
Goal 3 – FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3:
FCS will review facilities routinely, judging their cost effectiveness and potential for future educational
capabilities, FCS will continually work at providing timely security measure to ensure a safe educational facilities. FCS will
provide access to technology that meets the needs of 21st Century learner.
Goal 4 – FCS will develop and implement plans to ensure sufficient funding for current and future operations, programs,
and facilities.
Strategy 4:
FCS will review facilities routinely, judging their cost effectiveness and potential for future educational
capabilities, FCS will continually work at providing timely security measure to ensure a safe educational facilities. FCS will
provide access to technology that meets the needs of 21st Century learner.
Goal 5 – FCS will create learning environments in which all students, staff and families will feel physically and emotionally
safe, valued, and engaged.
Strategy 5:
Each building level team will develop and monitor a plan to improve student, staff and family perceptions
of emotional safety, value (care, respect, trust and appreciation) and engagement.
Goal 6 – FCS will serve as a partner in addressing root issues in Hancock County through collaborative efforts.
Strategy 6:
To participate in community efforts/coalitions.
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Findlay City Schools
District Board of Education Philosophy
The philosophy of the Findlay City Schools is captured in its mission statement, adopted as part of an overall strategic
plan.
The mission of the Findlay City Schools, as a community partnership committed to educational excellence, is to graduate
all students with the knowledge, skills and attitudes needed to become thinking, productive citizens in a changing global
society; this is accomplished through a system which integrates community, technological and educational resources,
delivered by a caring staff.
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Millstream’s Mission
Educating Students ~

Empowering Communities

Millstream’s Goals
1.

All Millstream students will achieve career and education goals.

2.

All communities in the Career-Technical Planning District will perceive Millstream
Career Center as a positive leader in career-technical education.

3.

All communities in the Career-Technical Planning District will strengthen
communication and collaboration with all stakeholders.

4.

All Millstream students and staff will continually increase their career-specific skill
levels.

5.

All members in the Career-Technical Planning District will ensure a culture of continuous
improvement and innovation to attract a broader number of students.
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Office & Print Technologies
Overview of Program
Office & Print Technologies at Millstream Career Center is a two-year program designed for 11th
and 12th grade students who are interested in pursuing post-secondary education or enter their
chosen career field upon graduation. The program curriculum is based on the Ohio Career Field
Technical Content Standards Document for Business & Administration Services. This curriculum
is the result of a comprehensive review and refinement of content by a panel of representatives
from secondary, post-secondary and business leaders.
Students are encouraged to take the right classes so that they are prepared for their next step in
life. The following middle/high school portion of the program of study is a recommended
sequence for students interested in this career field.
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Language
Arts
Math

8
Language
Arts
Math

Science

Science

Social
Studies

Social
Studies

PE

Computer
Applications

PE

Art

9

10

11

12

English 1

English 2

English 3

English 4

Algebra 1
9th Grade
Science
Social
Studies

Geometry

Algebra 2

Senior Math

Biology

Chemistry

Senior Science

Social
Studies

Social Studies

Elective

Business
Foundations
(CC) #141000
Fund. Of
Business
Admin. Services
(CTE) #142000

Management
Principles (CTE)
#141025

Health/PE

PE

Pathway
Intro Course

Pathway
Intro Course

Foreign
Language

Elective

Office
Management
(CTE) #142005

In the 11th and 12th grade component of the program, all students are part of a seamless curriculum, which
allows student to transition into post-secondary programs or enter their chosen career field upon graduation.
Each curriculum contains outcomes and competencies which are required.
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The basic instructional philosophy for the program encourages project-based learning. An advisory committee
comprised of representatives from business and industry, program graduates and academic representatives
from school meets twice each year to provide input and guidance in this program.
College credit opportunities have been developed between Millstream Career Center and various institutions of
higher learning. There is on-going dialogue following the established process and procedures between our
school and each participating institution of higher learning to develop and maintain the college credit
opportunities. Opportunities may include college credit plus, articulated (bilateral) credit, CT2, waiver of classes
or other formats providing time-shortened or advanced skill college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization
SkillsUSA is a partnership of students, teachers and industry working together to ensure America has a skilled
workforce. SkillsUSA helps each student excel. Students can participate in a variety of activities; community
service, leadership and employability training and skill competitions. Participation in SkillsUSA is required.
Students enrolled in Office & Print Technologies are required to be members of SkillsUSA. Participation in
SkillsUSA provides the student with experiences in competitive events at local, regional and national levels. In
addition to the competitive events, the student learns citizenship, parliamentary procedures, democratic
principles, social skills and civic responsibility.
Population Served
The program is open to all 11th and 12th grade students.
Occupations Addressed
High School Exit Careers

Associate Degree Exit
Careers

Baccalaureate Degree Exit Careers

Clerk Typist
Word Processor
Bookkeeper
Data Entry

Administrative Assistant
Office Manager
Receptionist
Accounts Payable
/Receivable Clerk
Print Place
Assembler/Finisher
Accounts Payable
/Receivable Clerk

Business Manager
Printer/Copier Operator
Accountant
Printer/Copier Technician

Copy Center Operator

Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state of Ohio or member
school district
 90% post program placement with 66% transition to post-secondary education
 100% participation in CTSO
 95% student attendance
10

Office & Print Technologies
Program Philosophy
We believe that the purpose of the Office & Print Technologies Program is to train students for the world of work by
providing students with the occupational knowledge, skills, and in-depth training essential for employment.
We believe that the Office & Print Technologies Program should foster the development of students by teaching office and
printing skills, professionalism, and employability skills. To manage in the increasingly complex world of work, students
need to develop responsibility, honesty, punctuality, leadership, proper grooming, pride, and a good attitude toward their
work.
We believe that the Office & Print Technologies Program is an active process involving the teacher and student. The
teacher and individual student sets the standards that the student is expected to meet. The students learn to organize
their work, make good use of their time, prepare for daily assignments and tests, and become prepared for the work force.
We believe the program should provide students the opportunity for participation in the career technical student
organization, SkillsUSA. Leadership and citizenship skills will be developed as well as providing the students with
experience in cooperation, decision making, and accepting responsibility for their actions.
We believe the Office & Print Technologies Program should encourage each student to develop his or her abilities to the
highest level possible. The success of the program must be a cooperative experience among the student, parents, school
and business community.
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Office & Print Technologies
Program Goals
The goals of the Office & Print Technologies are to:
1. Develop business competencies in the following areas in order to prepare students for gainful employment in entrylevel jobs in business and industry:









Business Foundations & Management
Communications
Office Technology
Financial Functions
Records Management
Support Tasks
Professionalism
Employability Skills

2. Develop character, a sense of values, and a sense of loyalty, self-responsibility, and initiative within themselves.
3. Develop the employability competencies needed in the office services profession through participation in leadership
and citizenship activities.
4. Develop business knowledge and skills through classroom activities.
5. Develop the ability to work harmoniously with others and to understand and follow directions.
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Office & Print Technologies
Program Description
The Office & Print Technologies Program at Millstream Career Center is a two-year program designed for junior and
senior level students. The program curriculum is based on the Ohio Department of Education Occupational Competency
Analysis Profile for Administrative/Office/Printing Technology. This curriculum is the result of review and refinement of the
Ohio Department of Education Occupational Competency by a panel of representatives from business and industry.
Each competency and competency builder in the required curriculum is designated to be introduced, reinforced, and/or
mastered. Employability skills, critical thinking skills, problem-solving, and safe practices are threaded throughout the
curriculum. Within the philosophy for the Office & Print Technologies Program, project-based learning is encouraged. An
advisory committee comprised of representatives from business and industry, program graduates, and academic
representatives from the school meets two times each year to provide input and guidance to this program.
Populations Served
The Office & Print Technologies Program is open to all junior/senior level students from all 15 associate schools. The
class is designed, but not exclusively, for students on I.E.Ps. (Individualized Education Plan). The Millstream Career
Center guidance office and the associate school will have the student records to ensure graduation requirements are met
for each student.
Occupations Addressed
Students graduating from the Office & Print Technologies Program may be eligible for employment in the following
careers:
Administrative Assistant
Office Manager
Bookkeeper
Data Entry

Printer/Copier Operator
Clerk Typist
Word Processor
Print Place Assembler/Finisher
Receptionist
Copy Center Operator
Accounts Payable /Receivable Clerk

Work-Based Learning Experiences
Throughout the school year students are actively involved in conducting an in-school business, The Print Place, for the
school district. Through The Print Place, students gain valuable work experience by getting work orders, prioritizing
orders, assigning tasks, and completing the orders.
Articulation Agreements
Students have an opportunity to participate in articulation programs provided through agreements with the University of
Northwestern Ohio and Owens Community College.
Technology
State of the art technology is maintained in the Office & Print Technologies classroom and learning laboratory (The Print
Place). The classroom is currently using Dell computers with Microsoft Office 2016. The Print Place utilizes color
scanners and laser jet printers, color Konica copier/printer and Risograph printing, computer to copier technology, and CD
ROM writing capabilities.
Career-Technical Student Organizations (C.T.S.O.’s)
Students in the Office & Print Technologies Program are required to participate SkillsUSA activities, social events,
conferences, and contests as an integral part of the in-school instructional program.
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Career Pathways
The career pathways process provides assurance via the counselor that each student’s graduation credits are met in
order for the student to pursue the Office & Print Technologies Program curriculum with proper credit for graduation.
Academic Application
Academic instruction is provided at the student’s home school. Our purpose here is to reinforce and practice those skills
as listed in the curriculum map.
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Office & Print Technologies
Program Design
Program Philosophy
We believe that the purpose of the Office & Print Technologies Program is to train students for the world of work by
providing students with the occupational knowledge, skills, and in-depth training essential for employment.
We believe that the Office & Print Technologies Program should foster the development of students by teaching office
skills, professionalism, and employability skills. To manage in the increasingly complex world of work, students need to
develop responsibility, honesty, punctuality, leadership, proper grooming, pride, and a good attitude toward their work.
We believe that the Office & Print Technologies Program is an active process involving the teacher and student. The
teacher and individual student sets the standards that the student is expected to meet. The students learn to organize
their work, make good use of their time, prepare for daily assignments and tests, and become prepared for the work force.
We believe the program should provide students the opportunity for participation in the career technical student
organization, SkillsUSA. Leadership and citizenship skills will be developed as well as providing the students with
experience in cooperation, decision making, and accepting responsibility for their actions.
We believe the Office & Print Technologies Program should encourage each student to develop his or her abilities to the
highest level possible. The success of the program must be a cooperative experience among the student, parents, school
and business community.
Program Goals
The goals of the Office & Print Technologies are to:
1. Develop business competencies in the following areas in order to prepare students for gainful employment in
entry-level jobs in business and industry:









Business Foundations and Management
Communications
Office Technology
Financial Functions
Records Management
Support Tasks
Professionalism
Employability Skills

2. Develop character, a sense of values, and a sense of loyalty, self-responsibility, and initiative within themselves.
3. Develop the employability competencies needed in the clerical services profession through participation in
leadership and citizenship activities.
4. Develop business knowledge and skills through classroom activities.
5. Develop the ability to work harmoniously with others and to understand and follow directions.
Program Description
The Office & Print Technologies Program at Millstream Career Center is a two-year program designed for junior and
senior level students. The program curriculum is based on the Ohio Department of Education Occupational Competency
Analysis Profile for Administrative/Office/Printing Technology. This curriculum is the result of review and refinement of the
Ohio Department of Education Occupational Competency by a panel of representatives from Business and Industry.
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Each competency and competency builder in the required curriculum is designated to be introduced, reinforced, and/or
mastered. Employability skills, critical thinking skills, problem-solving, and safe practices are threaded throughout the
curriculum. Within the philosophy for the Office & Print Technologies Program, project-based learning is encouraged. An
advisory committee comprised of representatives from business and industry, program graduates, and academic
representatives from the school meets two times each year to provide input and guidance to this program.
Populations Served
The Office & Print Technologies Program is open to all junior/senior level students from all 15 associate schools. The
class is designed for but not exclusively for students on I.E.Ps. (Individualized Education Plan). The Millstream Career
Center guidance office and the associate school will have the student records to ensure graduation requirements are met
for each student.
Occupations Addressed
Students graduating from the Office & Print Technologies Program may be eligible for employment in the following
careers:
Administrative Assistant
Office Manager
Bookkeeper
Data Entry

Printer/Copier Operator
Clerk Typist
Word Processor
Print Place Assembler/Finisher
Receptionist
Copy Center Operator
Accounts Payable /Receivable Clerk

Work-Based Learning Experiences
Throughout the school year students are actively involved in conducting an in-school business, The Print Place for the
school district. Through The Print Place, students gain valuable work experience by getting work orders, prioritizing
orders, assigning tasks, and completing the orders.
Articulation Agreements
Students have an opportunity to participate in articulation programs provided through agreements with the University of
Northwestern Ohio and Owens Community College.
Technology
State of the art technology is maintained in the Office & Print Technologies classroom and learning laboratory (The Print
Place). The classroom is currently using Dell computers with Microsoft Office 2016. The Print Place utilizes color
scanners and laser jet printers, color Konica copier/printer and Risograph printing, computer to copier technology, and CD
ROM writing capabilities.

Career-Technical Student Organizations (C.T.S.O.)
Students in the Office & Print Technologies Program are required to participate in SkillsUSA activities, social events,
conferences, and contests as an integral part of the in-school instructional program.
Career Pathways
The career pathways process provides assurance via the counselor that each student’s graduation credits are met in
order for the student to pursue the Office & Print Technologies Program curriculum with proper credit for graduation.
Academic Application
Academic instruction is provided at the student’s home school. Our purpose here is to reinforce and practice those skills
as listed in the curriculum map.

16

Millstream Career Center
Office & Print Technologies Syllabus
Level I
2018-2019

Instructor:
Length:
Units of Credit:
Prerequisite:
Program Location:

Mrs. Jan Miller
Grade:
Full Year
Cost:
3 credits
Internet / keyboarding helpful, good attendance
Millstream Career Center Room B209

11
$42.00

Course Description:
OFFICE & PRINT TECHNOLOGIES I
Business Foundations 351 and
Fundamentals of Business Administration 352
Level I
Full year – 3 periods per day – 3 credits
Recommended Academic for FHS students: College Tech Prep English 175

Grade 11
Dues: $30.00 SkillsUSA

This program provides students who have an interest in learning business skills. This program offers the opportunity to learn
and work with beginning level of Microsoft Office with emphasis on using Word, Excel and Publisher. Students will use general
record-keeping, business math, and 10-key calculators. Skills learned include filing, business English, human relations,
communications, proper dress and grooming and job related skills necessary to obtain job placement.
Business Foundations: Introduces students to the Business & Administration Services career field. Students will obtain
knowledge of skills in fundamental business activities. They will gain knowledge of business processes, economics and business
relationships. Employability skills, leadership and communications and personal financial literacy will be addressed.
Fundamentals of Bus. Admin.: Students will obtain fundamental knowledge and skills in general management, human
resources management, operations management, business informatics and office management. They will gain knowledge of business
operations, business relationships, resource management, process management and financial principles. Students will use
technological tools and applications to develop business insights.
Students operate The Print Place at Millstream as a small business and obtain an introduction to operating office and print
technology as well as being introduced to graphic and form design. Attendance and punctuality are of the utmost importance. Students
will participate in the activities of SkillsUSA.
Prerequisite: none required, but having taken Keyboarding and Encounters w/Technology I are recommended

Course Goals: Students will learn:
6.

Develop business competencies in the following areas in order to prepare students for gainful employment in entry-level jobs
in business and industry:










Business Foundations
Communications
Office Technology
Financial Functions
Records Management
Support Tasks
Professionalism
Employability Skills
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Student Expectations/Responsibilities/Requirements:
Students are responsible for staying alert and participating daily during instructional periods and lab situations.
Supplies required for class:
**Office & Print Technologies Fees:
$42.00 Due by Sept. 20, 2018**
 Sharpened pencils & erasers, pens,
Student Activity Dues:
ruler
SkillsUSA
 1 LG box of Puffs or Kleenex tissues
FCS Technology Fee
 Loose Leaf lined paper (not spiral)
Total Program Fees

$30.00
$12.00
$42.00

Student Expectations/Responsibilities/Requirements:
CLASSROOM & LAB RULES

 Respect other students and school personnel and their belongings. No put-downs or degrading others.
 No food, candy, or drinks by classroom/lab computers or by machines in lab area.
 Internet games are prohibited. (Follow F.C.S. Technology Guidelines) Internet privileges only after assignments are
completed, with teacher approval.
 Cell phones must be off and out of sight. Phones will be kept in your locker until dismissal. Accessing your cell phone in
any way without permission is against rules.
 No ear buds (iPods/mp3 players/music device), flash drives, memory cards, music or personal CD’s, or any other electronic
equipment allowed.
 No inappropriate apparel or call home for optional clothing will be required. FHS dress code must be followed.
 No horseplay or running, as well as no profanity, obscene language, swearing, or discussion about inappropriate topics.
 Always follow all safety rules.

Student Behavior Management Plan:
1st Offense: Warning , conference with teacher and loss of daily employability points.
2nd Offense: After school detention scheduled on an afternoon of teacher’s choice. Loss of daily employability points. Phone
call to parent/guardian.
3rd Offense: Loss of opportunity to earn daily employability points. Parent contact/conference will be arranged. Detention will
be 45 min. after school. No-show for detention will result in Administrative Discipline. If offense is severe enough, a referral
will be made for Administrative discipline (I.S.A. or O.S.S.).
Violation of any part of the Technology Policy and Network Guidelines will result in discipline as stated in the guidelines.
Violation of other policies listed in the F.C.S. Student Handbook will result in discipline as stated in the handbook.
Conflicts between students during this class’ instructional time will result in completion of incident reports for both parties,
phone calls to parents/guardians, and referrals for Administrative Discipline.

Grading Procedures:
Employability Components and Points
Participation
4 pts.
Preparation
4 pts.
Time Utilization
4 pts.
Classroom Duties
8 pts.
Total Daily Pts.
20 pts.

Grading Scale:
A
B
C
D
F

18

100-92
91-82
81-72
71-62
Below 62

Area: Information Processing:
Tests/Quizzes
34%
Employability
33%
Assignments
33%
Total
100%

Area: Office Practice/Lab:
Skill Tests
40%
Job Tasks
30%
Employability
30%
Total
100%

Makeup’s: Make-up time, equal to 2x the time absent, will be given for tests, quizzes, and assignments missed due to an excused
absence. Late work will result in reduced credit for that project/assignment.
Warning: Cheating on assignments or tests shall result in a zero grade. Students must do their own work. Talking during written
tests shall be considered cheating.

Student Youth Organizations:
As an Office & Print Technologies student, you will be a member of SkillsUSA. SkillsUSA is a student-oriented organization
designed to expand your citizenship and leadership skills. As a member, you will be encouraged to participate in competitive
events at the local, district, state, and national levels in both leadership and occupational skills.
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Millstream Career Center
Office & Print Technologies Syllabus
LEVEL II 2018-2019
Instructor:
Length:
Units of Credit:
Prerequisite:
Program Location:

Mrs. Jan Miller
Grade:
Full Year
Cost:
3 credits
Internet / keyboarding helpful, good attendance
Millstream Career Center Room B209

12
$42.00

Course Description:
OFFICE & PRINT TECHNOLOGIES II
Management Principles 353 and
Office Management 354
Level II
Full year – 3 periods per day – 3 credits
Recommended Academic for FHS students: College Tech Prep English 178

Grade 12
Dues: $30.00 SkillsUSA

This program is a continuation of OFFICE & PRINT TECHNOLOGIES I and will add to the competencies learned in year I.
Management Principles: Students will learn to manage a workforce, lead change, and build relationships with employees and customers.
Students will use technology to analyze the business environment, determine trends impacting business, and examine risks threatening organizational
success. Ethical challenges, project management and strategic planning will also be addressed.
Office Management: Students will learn to build relationships with clients, employees, peers and patrons and to assist new employees.
They will manage business records, gather information, and save/archive important files. They will also examine customer orders, internal rules and
company regulations.
Students operate The Print Place at Millstream as a small business with emphasis on independent problem-solving, initiating work orders,
completing customer orders, customer service, inventory/stock management and can be involved with further training in graphic and form design with
potential introduction to working with Adobe CC software, dependent upon student achievement. Attendance and punctuality are of the utmost
importance. Students will participate in the activities of SkillsUSA and are encouraged to be competitors. Early placement for qualified students is an
opportunity for students to work in a program-related occupation during the second semester.

Course Goals: Students will learn:
7.

Develop business competencies in the following areas in order to prepare students for gainful employment in entry-level jobs
in business and industry:










Business Management
Communications
Office Technology
Financial Functions
Records Management
Support Tasks
Professionalism
Employability Skills
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Student Expectations/Responsibilities/Requirements:
Students are responsible for staying alert and participating daily during instructional periods and lab situations.
Supplies required for class:
**Office & Print Technologies Fees:
$42.00 Due by Sept. 20, 2018**
 Sharpened pencils & erasers, pens,
Student Activity Dues:
ruler
SkillsUSA
 1 LG box of Puffs or Kleenex tissues
FCS Technology Fee
 Loose Leaf lined paper (not spiral)
Total Program Fees

$30.00
$12.00
$42.00

Student Expectations/Responsibilities/Requirements:
CLASSROOM & LAB RULES

 Respect other students, school personnel and their belongings. No put-downs or degrading others.
 No food, candy, or drinks by classroom/lab computers or by machines in lab area.
 Internet games are prohibited. (Follow F.C.S. Technology Guidelines) Internet privileges only after assignments are
completed, with teacher approval.
 Cell phones must be off and out of sight. Phones will be kept in your locker until dismissal. Accessing your cell phone in
any way without permission is against rules.
 No ear buds (iPods/mp3 players/music device), flash drives, memory cards, music or personal CD’s, or any other electronic
equipment allowed.
 No inappropriate apparel or call home for optional clothing will be required. FHS dress code must be followed.
 No horseplay or running, as well as no profanity, obscene language, swearing, or discussion about inappropriate topics.
 Always follow all safety rules.

Student Behavior Management Plan:
1st Offense: Warning , conference with teacher and/or principal and loss of daily employability points.
2nd Offense: After school detention scheduled on an afternoon of teacher’s choice. Loss of daily employability points. Phone
call to parent/guardian.
3rd Offense: Loss of opportunity to earn daily employability points. Parent contact/conference will be arranged. Detention will
be 45 min. after school. No-show for detention will result in Administrative Discipline. If offense is severe enough, a referral
will be made for Administrative discipline (I.S.A. or O.S.S.).
Violation of any part of the Technology Policy and Network Guidelines will result in discipline as stated in the guidelines.
Violation of other policies listed in the F.C.S. Student Handbook will result in discipline as stated in the handbook.
Conflicts between students during this class’ instructional time will result in completion of incident reports for both parties,
phone calls to parents/guardians, and referrals for Administrative Discipline.

Grading Procedures:
Employability Components and Points
Participation
4 pts.
Preparation
4 pts.
Time Utilization
4 pts.
Classroom Duties
8 pts.
Total Daily Pts.
20 pts.

Grading Scale:
A
B
C
D
F
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100-92
91-82
81-72
71-62
Below 62

Area: Information Processing:
Tests/Quizzes
34%
Employability
33%
Assignments
33%
Total
100%

Area: Office Practice/Lab:
Skill Tests
40%
Job Tasks
30%
Employability
30%
Total
100%

Makeup’s: Make-up time, equal to 2x the time absent, will be given for tests, quizzes, and assignments missed due to an excused
absence. Late work will result in reduced credit for that project/assignment.
Warning: Cheating on assignments or tests shall result in a zero grade. Students must do their own work. Talking during written
tests shall be considered cheating.

Student Youth Organizations:
As an Office & Print Technologies student, you will be a member of SkillsUSA. SkillsUSA is a student-oriented organization
designed to expand your citizenship and leadership skills. As a member, you will be encouraged to participate in competitive
events at the local, district, state, and national levels in both leadership and occupational skills.

22

Business and Administrative Services,
Finance & Marketing
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BUSINESS FOUNDATIONS

1.1
Outcome

Employability Skills: TPO: Students will develop career awareness
and employability skills (e.g., face-to-face, online) needed for gaining
and maintaining employment in diverse business settings, through
classroom attainment of 20 pt. daily score for achievement in
participation, preparation, classroom duties, time utilization.

1.1.1 Identify the knowledge, skills and abilities necessary to succeed in
careers.
1.1.2 Identify the scope of career opportunities and the requirements for
education, training, certification, licensure, and experience.
1.1.3 Develop a career plan that reflects career interests, pathways, and
secondary and postsecondary options.
Competencies
1.1.6 Explain the importance of work ethic, accountability, and responsibility
and demonstrate associated behaviors in fulfilling personal, community
and workplace roles.
1.1.11 Recognize different cultural beliefs and practices in the workplace and
demonstrate respect for them.
1.2
Outcome

Leadership and Communications: TPO: Students will process,
maintain, evaluate and disseminate information in a business. Develop
leadership and team building to promote collaboration through activities
within the classroom related to SkillsUSA individual and team
competitions, and classroom assignments in teams related to customer
required products.

1.2.3 Identify and use verbal, nonverbal, and active listening skills to
communicate effectively.
1.2.5 Communicate information (e.g., directions, ideas, vision, workplace
expectations) for an intended audience and purpose.
Competencies
1.2.6 Use proper grammar and expression in all aspects of communication.
1.2.10 Use interpersonal skills to provide group leadership, promote
collaboration, and work in a team.
1.4
Outcome

Knowledge Management and Information Technology: TPO:
Students will demonstrate current and emerging strategies and
technologies used to collect, analyze, record and share information in
business operations through activities requiring research through the
internet and textbook with relation to the assignment goal of product
and presentation of their project.
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BUSINESS FOUNDATIONS

Competencies

1.4.2 Select and use software applications to locate, record, analyze and
present information (e.g., word processing, e-mail, spreadsheet,
databases, presentation, Internet search engines).

1.6

Outcome

Business Literacy: TPO: Students will develop foundational skills and
knowledge in entrepreneurship, financial literacy and business
operations through classroom assignments related to creating their own
business (entrepreneurial), partnership, corporation (team), not-forprofit community service entity along with their own business plan.
They will create their product, and determine supply and demand,
inventory control and produce their product/service.

1.6.4 Identify types of businesses, ownership, and entities (i.e., individual
proprietorships, partnerships, corporations, cooperatives, public, private,
Competencies
profit, not-for-profit).
1.6.7 Identify the effect of supply and demand on products and services.
1.9
Outcome

Financial Management: TPO: Students will use financial tools,
strategies and systems to develop, monitor, and control the use of
financial resources to ensure personal and business financial well-being
through activites after learning business math and calculator techniques
related to computing savings, purchases, invoicing/billing, tax
calculations, loan calculations, etc.

1.9.1 Create, analyze, and interpret financial documents (e.g., budgets,
income statements).
1.9.2 Identify tax obligations.
1.9.3 Review and summarize savings, investment strategies and purchasing
options (e.g., cash, lease, finance, stocks, bonds).
1.9.4 Identify credit types and their uses in order to establish credit.
1.9.5 Identify ways to avoid or correct debt problems.
Competencies
1.9.6 Explain how credit ratings and the criteria lenders use to evaluate
repayment capacity affect access to loans.
1.9.7 Review and summarize categories (types) of insurance and identify how
insurances can reduce financial risk.
1.9.8 Identify income sources and expenditures.
1.9.9 Compare and contrast different banking services available through
financial institutions.
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BUSINESS FOUNDATIONS
2.1
Outcome

Business Activities: TPO: Students will relate business functions to
business models, business strategies and organizational goal
achievement through the operation of The Print Place and application of
knowledge about different types/sizes of businesses, the different
departments of the business billing vs. shipping, sales vs. production,
and how the global climate and how it relates to domino-effect change.

2.1.1 Explain the reasons that businesses and organizations exist and their role
in society, and describe types of business models.
2.1.2 Describe the business changes that are occurring in response to the
external environment in which businesses operate.
2.1.3 Describe types of business activities, or functions (e.g., accounting,
finance, human resources management, information management,
marketing, operations, sales and strategic management); the interactions
among business functions, or activities; and the differences in
implementation that occur in big versus small business.
2.1.4 Explain forces that are driving business changes (e.g., globalization,
consumer demand, government policies, political climate, diversity,
spending trends, industry structure changes) and how organizations are
adapting to today’s business environment (e.g., proactive management,
competitive aggression, innovative management, agile management,
organizational learning, market orientation, slack resources).
2.1.5 Describe the need for and role of accounting and finance (e.g.,
understanding accounting treatment, verifying information, analyzing
variances, guiding decision-making), and explain how they interact with
Competencies
and impact other business activities or functions.
2.1.6 Explain the role and function of human resources management, describe
its interactions with other functional areas, and identify its contributions
to an organization.
2.1.7 Explain the nature and scope of information management and its
contributions to business operations.
2.1.8 Describe marketing’s role and function in business and its contributions
to overall business strategy.
2.1.9 Explain factors that motivate customers, clients and businesses to buy
and actions employees can take to achieve the company’s desired
results.
2.1.10 Describe connections among business ethics, actions and results (e.g.,
influencing consumer behavior, gaining market share).
2.1.12 Explain the nature of management and levels of management (e.g., front
line, middle management, executive).
2.1.13 Identify ways that technology impacts business activities.
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2.2

Economic Principles: TPO: Students will relate principles and
concepts of applied economics to business models, business activities
and organizational goal achievement, through the operation of The Print
Place and application of knowledge about different production of
products, cost of production vs. materials, volume production, outlay of
funds to purchase materials and the incoming of funds for final product
sale.

2.2.1 Describe the concepts of economic goods and services, economics and
economic activities (i.e., production, distribution, exchange,
consumption and circular flow of income model).
2.2.2 Explain types of economic resources, competition and economic
systems (e.g., traditional, command, market), the systems’
characteristics, their advantages and disadvantages and impact on
business.
2.2.4 Determine economic utilities created by business activities (e.g., time,
place, possession, form or task).
Competencies 2.2.5 Determine types of business risks (e.g., pure, speculative, natural,
human, economic).
2.2.6 Distinguish between gross and net profit, identify factors affecting a
business’s profit (e.g., demand, chance, pricing, expenses, costs, the
economy), and recognize controllable and non-controllable expenses.
2.2.7 Determine the relationship between government and business, identify
government agencies that facilitate trade, and describe the impact of
government regulations on business activities.
2.2.9 Explain the concept of productivity, how it is measured and its
importance to business.
2.3
Outcome

Competencies

2.3.1 Describe the global environment in which businesses operate, identify
leading economies, and explain how the global environment impacts a
business’s overall global strategy.
2.4

Outcome

International Business: TPO: Relate factors impacting international
business to internal business operations, practices and strategies through
study of other cultures/countries business practices with projects about
other countries and export/import factors.

Business Processes: TPO: Relate business process design to
organizational structure and organizational goal achievement through
study of The Print Place as it relates to other businesses of the same type
and how these businesses value customers through efficient practices
and decisions related to that purpose.

2.4.2 Identify types of business processes, their purposes (e.g., added
customer value, increased efficiencies), their characteristics, their
Competencies
components (e.g., events, activities, decision points, metrics) and their
interrelationships.
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BUSINESS FOUNDATIONS
3.1
Customer Relations: TPO: Apply techniques, strategies and tools to
develop, maintain and grow positive internal and external customer, or
client, relationships through operation of The Print Place and encounters
Outcome
with customers and clients internal to the school district and
external/community customers, and the need for satisfied clients and
repeat customers for maintaining business success.
3.1.1 Explain the nature of positive customer or client relations and their role
in keeping customers, and describe the importance of meeting and
Competencies
exceeding customer expectations.
3.2
Outcome

Competencies

3.2.8 Describe the nature of organizational culture and its impact on business,
and interpret and adapt to a business’s culture.
3.4

Outcome

Relationship Management: TPO: Apply techniques and strategies to
develop, maintain and grow positive relationships with employees,
peers and stakeholders through operation of The Print Place and
comparison of students as employees with study of relationships while
producing customer orders and how business culture affects that.

Social Media Communications: TPO: Apply tools, strategies and
processes to plan, create, implement, monitor and evaluate social media
communications to support corporate brand and strategy through study
in the classroom of cultures and branding of products, ethics in using
social media for promoting of products and comparison of personal vs.
business use.

3.4.1 Describe the impact of a person’s social media brand on the
achievement of organizational goals.
Competencies
3.4.2 Compare and contrast the use of social media for personal and business
purposes.

28

FUNDAMENTALS OF BUSINESS ADMINISTRATION

1.1

Employability Skills: TPO: : Students will develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and maintaining
employment in diverse business settings, through classroom attainment of 20 pt.
daily score for achievement in participation, preparation, classroom duties, time
utilization.

1.1.2

Identify the scope of career opportunities and the requirements for education,
training, certification, licensure and experience.

1.2

Leadership and Communications: TPO: Students will process, maintain,
evaluate and disseminate information in a business. Develop leadership and team
building to promote collaboration through activities within the classroom related to
SkillsUSA individual and team competitions, and classroom assignments in teams
related to customer required products.

Outcome

Competencies

Outcome

Competencies

1.2.6 Use proper grammar and expression in all aspects of communication.
1.2.11 Write professional correspondence, documents, job applications and resumes.
1.2.12 Use technical writing skills to complete forms and create reports.
1.4

Knowledge Management and Information Technology: TPO: Students will
demonstrate current and emerging strategies and technologies used to collect,
analyze, record and share information in business operations through activities
requiring research through the internet and textbook with relation to the assignment
goal of product and presentation of their project.

1.4.1

Use office equipment to communicate (e.g., phone, radio equipment, fax machine,
scanner, public address systems).
Select and use software applications to locate, record, analyze and present
information (e.g., word processing, e-mail, spreadsheet, databases, presentation,
Internet search engines).
Use system hardware to support software applications.
Use information technology tools to maintain, secure and monitor business records.
Use electronic database to access and create business and technical information.
Use personal information management and productivity applications to optimize
assigned tasks (e.g., lists, calendars, address books).
Use electronic media to communicate and follow network etiquette guidelines.

Outcome

1.4.2

Competencies

1.4.4
1.4.5
1.4.6
1.4.7
1.4.8
1.11

Outcome

Principles of Business Economics: TPO: Examine and employ economic
principles, concepts, and policies to accomplish organizational goals and objectives
through operation of The Print Place and rewards for good performance and study
of incentives given employees for performance that advances the companies goals.
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Competencies

1.11.2 Identify the difference between monetary and nonmonetary incentives and explain
how changes in incentives cause changes in behavior.
1.11.8 Identify the relationships between economy, society and environment that lead to
sustainability.
1.11.9 Describe how laws and regulations influence domestic and international trade.
2.1

Outcome

Competencies

2.1.11 Differentiate between operations and supply chain, and describe their components,
or activities, and contributions to business.
2.2

Outcome

Competencies

Economic Principles: TPO: Students will relate principles and concepts of applied
economics to business models, business activities and organizational goal
achievement, through the operation of The Print Place and application of
knowledge about different production of products, cost of production vs. materials,
volume production, and outlay of funds to purchase materials and the incoming of
funds for final product sale.

2.2.8 Describe the nature of taxes paid by businesses and the impact of taxation on the
circular flow of income model.
2.2.10 Analyze the impact of specialization and division of labor on productivity.
2.2.11 Explain reasons that labor unions form, analyze their impact on business, and
describe types of negotiation strategies used in the collective bargaining process.
2.2.12 Explain the impact of the law of diminishing returns and the concept of economies
of scale.
2.2.13 Describe the types of market structures (e.g., monopolistic, monopsonistic).
2.2.14 Explain the role of the Federal Reserve System, describe ways that it influences the
availability of money and credit, and describe ways that it adjusts the money
supply.
2.2.15 Describe the phases of business cycles (i.e., expansion, peak, contraction, trough)
and industry cycles (i.e., start-up or innovations, dominance, shakeout or
consolidation, maturity, decline), benefits of understanding them, their internal and
external causes, their impact on business and ways businesses deal with different
phases.
2.3

Outcome

Business Activities: TPO: Students will relate business functions to business
models, business strategies and organizational goal achievement through the
operation of The Print Place and application of knowledge about different
types/sizes of businesses, the different departments of the business billing vs.
shipping, sales vs. production, and how the global climate and how it relates to
domino-effect change.

International Business: TPO: Relate factors impacting international business to
internal business operations, practices and strategies through study of other
cultures/countries business practices with projects about other countries and
export/import factors.
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2.3.1
Competencies

Describe the global environment in which businesses operate, identify leading
economies, and explain how the global environment impacts a business’s overall
global strategy.

FUNDAMENTALS OF BUSINESS ADMINISTRATION
2.4
Outcome

Competencies

2.4.4 Describe the relationship among policies, processes and procedures.
3.1

Outcome

Competencies

Outcome

Relationship Management: TPO: Apply techniques and strategies to develop,
maintain and grow positive relationships with employees, peers and stakeholders
through operation of The Print Place and comparison of students as employees with
study of relationships while producing customer orders and how business culture
affects that.

3.2.3 Align personal vision and goals with organizational or departmental goals,
objectives and initiatives.
3.3

Business Communications Management: TPO: Apply strategies and procedures
to plan, create, implement, and evaluate internal and external company
communications through students’ activities using school email and managing
email calendars/communications and managing responses with attention to legal
aspects of those communications.

3.3.1

Identify organizational communication hierarchies, and select the appropriate
communication strategy to use for the hierarchy.

Outcome

Competencies

Customer Relations: TPO Apply techniques, strategies and tools to develop,
maintain and grow positive internal and external customer, or client, relationships
through operation of The Print Place and encounters with customers and clients
internal to the school district and external/community customers, and the need for
satisfied clients and repeat customers for maintaining business success.

3.1.3 Apply a customer-service mindset in a culturally appropriate manner (e.g., respond
to customer inquiries; reinforce service through effective, ongoing communication).
3.1.4 Build rapport with customers and use this rapport to inform customers about
company policies, consequences of noncompliance with recommendations or
requirements and service or account terminations.
3.1.6 Reinforce company’s image and culture to exhibit the business’s brand promise.
3.1.7 Describe the scope of customer-relationship management to show its contribution to
business.
3.2

Competencies

Business Processes: TPO: Relate business process design to organizational
structure and organizational goal achievement through study of The Print Place as it
relates to other businesses of the same type and how these businesses value
customers through efficient practices and decisions related to that purpose.
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3.3.2

3.3.3
3.3.5

Explain how the content of written communications (e.g., email, text messages,
chats) creates reputational, legal and regulatory exposure for organizations, and
describe how to manage the risk individually and collectively.
Adapt personal communication style to audiences in virtual intercultural
environments.
“Sell” ideas to internal and external audiences.

FUNDAMENTALS OF BUSINESS ADMINISTRATION
6.1
Outcome

Competencies

6.1.1 Distinguish between management and leadership, and describe the factors that
influence management.
6.1.3 Describe the types of resources managed in business and their significance in
business operations, and explain the differences between managing internal versus
external resources.
6.1.8 Distinguish among the scope and purposes of data management, information
management and knowledge management, and explain legal and ethical
considerations associated with each.
6.3

Business Applications: TPO: Relate business process design to organizational
structure and organizational goal achievement through study of The Print Place as it
relates to other businesses of the same type and how these businesses value
customers through efficient practices and decisions related to that purpose.

6.3.2

Mine standard databases (e.g., accounting, customer, product, vendor, sales,
operations, human resources, patient, supplier, procurement), apply analytical tools,
and interpret the findings.

7.1

Safety, Health and Security: TPO: Develop, administer and manage policies and
procedures to promote business safety, health, and security and to reduce risk of
loss through Safety training and passage of testing before work and continued
adherence to policies along with student of other organizations’ policies and
historical reasons for policies.

Outcome

Competencies

Outcome

7.1.1

Competencies

Management Fundamentals: TPO: Describe business management practices and
their contributions to goal achievement and organizational success through the
study of successfully managed businesses, use of resources successfully, internal vs.
external resources, and use of data for decision making.

Promote adherence to health and safety regulations to support a safe work
environment.
7.1.2 Identify needed safety and security policies and procedures to protect
organizational stakeholders (e.g., employees, contractors, directors and officers,
customers, guests and visitors).
7.1.5 Identify strategies for protecting business’s digital assets, customer data, and other
confidential business information.
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7.7

Supply Chain Management: TPO: Conduct supply chain management activities
to coordinate supply chain design and operations to achieve organizational goals
and objectives through operation of The Print Place and study of interrupted supply
chain and the consequences for the business’ production, market of products and
resulting costs.

7.7.3
7.7.4

Describe supply chain’s impact on customer satisfaction and perceived value.
Describe supply chains, and explain their integration with and influence on business
activities and functions (e.g., product development, production, marketing,
finance).

8.1

Business Process Analysis: TPO: Conduct business process analysis to identify,
analyze, and solve business problems and improve process performance through
operation of The Print Place as it relates to problems in the process and
solutions/improvements.

8.1.1

Explain approaches for documenting business processes that identify financial risks
and controls, value creation activities, bottlenecks, performance issues, and
improvement opportunities.

8.4

Contract Oversight: TPO: Administer contracts to achieve organizational goals
and minimize risk with relation to customers for The Print Place and contracts to
perform orders.

8.4.1

Distinguish among types of contracts (e.g., vendor contracts, labor agreement,
statement of work, master services agreement, letters of intent, memorandums of
understanding).
Explain contract components and their associated risks, terms, and conditions.

Outcome

Competencies

Outcome

Competencies

Outcome

Competencies
8.4.2
9.1

Financial Principles: TPO: Apply tools, strategies, and systems to plan and
monitor the use of financial resources through operation of The Print Place with
relation to business math on 10-key calculators and study of different math
functions related to profit, ROI and cash flow.

9.1.1

Compare and contrast types of business, types of business ownership, and the role
of profit and taxes in influencing business structure.
Distinguish among profit, cash flows, and return on investment (ROI) measures;
and identify factors that could cause different outcomes within these three measures
of business performance.

Outcome

Competencies

9.1.6
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MANAGEMENT PRINCIPLES

Course Name
Description

Management Principles
Students will apply management and motivation theories to plan, organize and
direct staff toward goal achievement. They will learn to manage a workforce, lead
change, and build relationships with employees and customers. Students will use
technology to analyze the internal and external business environment, determine
trends impacting business, and examine risks threatening organizational success.
Ethical challenges, project management and strategic planning will also be
addressed.

1.1
Outcome

Competencies

1.1.2 Identify the scope of career opportunities and the requirements for
education, training, certification, licensure, and experience.
1.2

Outcome

Employability Skills: TPO: Students will develop career awareness
and employability skills (e.g., face-to-face, online) needed for gaining
and maintaining employment in diverse business settings, through
classroom attainment of 20 pt. daily score for achievement in
participation, preparation, classroom duties, time utilization.

Leadership and Communications: TPO: Students will process,
maintain, evaluate and disseminate information in a business. Develop
leadership and team building to promote collaboration through activities
within the classroom related to SkillsUSA individual and team
competitions, and classroom assignments in teams related to customer
required products.

1.2.1 Extract relevant, valid information from materials and cite sources of
information.
1.2.2 Deliver formal and informal presentations.
1.2.3 Identify and use verbal, nonverbal, and active listening skills to
communicate effectively.
1.2.4 Use negotiation and conflict-resolution skills to reach solutions.
1.2.5 Communicate information (e.g., directions, ideas, vision, workplace
Competencies
expectations for an intended audience and purpose.
1.2.6 Use proper grammar and expression in all aspects of communication.
1.2.7 Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
1.2.8 Identify the strengths, weaknesses and characteristics of leadership
styles that influence internal and external workplace relationships.
1.2.9 Identify advantages and disadvantages involving digital and/or
electronic communications (e.g., common content for large audience,
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control of tone, speed, cost, lack of non-verbal cues, potential for
forwarding information, longevity).
1.2.10 Use interpersonal skills to provide group leadership, promote
collaboration, and work in a team.
1.3
Outcome

Business Ethics and Law: TPO: Analyze how professional, ethical,
and legal behavior contributes to continuous improvement in
organizational performance and regulatory compliance with study of
different cases in history and how that brought about law.

1.3.6 Identify the labor laws that affect employment and the consequences of
noncompliance for both employee and employer (e.g., harassment,
labor, employment, employment interview, testing, minor labor laws,
Competencies
Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC]).
1.4
Outcome

Knowledge Management and Information Technology: TPO:
Students will demonstrate current and emerging strategies and
technologies used to collect, analyze, record and share information in
business operations through activities requiring research through the
internet and textbook with relation to the assignment goal of product and
presentation of their project.

1.4.2 Select and use software applications to locate, record, analyze and
present information (e.g., word processing, e-mail, spreadsheet,
Competencies
databases, presentation, Internet search engines).
2.1
Outcome

Competencies

2.1.12 Explain the nature of management and levels of management (e.g., front
line, middle management, executive).
2.4

Outcome

Competencies

Business Activities: TPO: Students will relate business functions to
business models, business strategies and organizational goal
achievement through the operation of The Print Place and application of
knowledge about different types/sizes of businesses, the different
departments of the business billing vs. shipping, sales vs. production,
and how the global climate and how it relates to domino-effect change.

Business Processes: TPO: Relate business process design to
organizational structure and organizational goal achievement through
study of The Print Place as it relates to other businesses of the same type
and how these businesses value customers through efficient practices
and decisions related to that purpose.

2.4.1 Explain the impact of organizational design (e.g., reporting lines) on
business process design.
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2.4.5 Compare business-process thinking with results-oriented thinking, and
explain how business-process thinking helps to break through a
business’s functional silo mentality.
2.4.7 Describe business-process management, the role of IT and the
integration of social networking into business-process performance.
2.4.8 Explain how the need to protect assets and reduce the risk of fraud
impacts the design of business processes (e.g., segregation of duties,
internal controls).
3.2
Outcome

3.2.1
3.2.2
3.2.4
Competencies
3.2.5
3.2.10

Relationship Management: TPO: Apply techniques and strategies to
develop, maintain and grow positive relationships with employees, peers
and stakeholders through operation of The Print Place and comparison
of students as employees with study of relationships while producing
customer orders and how business culture affects that.
Recognize, value and leverage personality types in business situations.
Adapt management style to the personality type of others.
Adapt to and lead workplace changes or situations.
Manage crises in relationships.
Share best practices with key individuals and groups within and outside
the business.

MANAGEMENT PRINCIPLES
3.3
Business Communications Management: TPO: Apply strategies and
procedures to plan, create, implement, and evaluate internal and external
company communications through students’ activities using school
Outcome
email and managing email calendars/communications and managing
responses with attention to legal aspects of those communications.
3.3.2 Explain how the content of written communications (e.g., email, text
messages, chats) creates reputational, legal and regulatory exposure for
organizations, and describe how to manage the risk individually and
collectively.
Competencies 3.3.4 Implement strategies to solicit feedback.
3.3.6 Communicate the business’s plans, strategies and procedures, and verify
the understanding of recipients.
3.3.7 Develop, implement, monitor and adjust communications plan to meet
the information needs of internal and external customers.
4.1

Enterprise Risk Management Fundamentals: TPO: Apply
foundational business skills and tools to identify risks and seize
opportunities related to the achievement of business objectives.

4.1.1

Explain the role of enterprise risk management in protecting and
creating value for stakeholders (e.g., owners, employees, customers,
regulators, vendors, society).

Outcome

Competencies
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Outcome

4.1.2

Describe the impact of governmental and self-regulatory agency
requirements on the structure, focus, and cost of enterprise risk
management.

4.3

Compliance: TPO: Develop compliance systems, processes and
procedures used to manage compliance risk across an organization.

4.3.1 Compare and contrast internal and external authoritative sources of
compliances standards (e.g., legal code, government agencies and selfregulatory organizations), the types of institutions governed and the
penalties associated with noncompliance.
Competencies
4.3.2 Explain the impact of compliance requirements on business structure,
functions (e.g., marketing, information technology, human resources),
products and services and pricing.
4.6
Outcome

Corporate Social Responsibility (CSR): TPO: Interpret, apply and
communicate an organization’s ethics and social responsibility policies
and code of conduct in routine and ambiguous situations.

4.6.1 Compare and contrast ethical standards and challenges in domestic and
international markets and across countries or areas (e.g., Brazil, China,
Latin America, Pacific Rim).
4.6.2 Compare and contrast ethical challenges across industry sectors (e.g.,
healthcare, financial services, consumer products, manufacturing, retail)
and functional areas (e.g., marketing, human resources, financial
reporting).
Competencies
4.6.3 Describe social responsibility policies and practices, and explain their
impact on business operations and performance (e.g. community
development, charitable foundations, green practices).
4.6.4 Identify factors that impact the social responsibility policies
implemented by businesses (e.g., national and state regulations, market
or customer requirements, profit considerations).

Outcome
Competencies

4.7

4.7.1 Explain the need for and impact of governance on business
management, performance and regulatory oversight.
6.1

Outcome

Competencies

Governance Structures: TPO: Relate governance structures to
organizational goal achievement.

Management Fundamentals: TPO: Describe business management
practices and their contributions to goal achievement and organizational
success through the study of successfully managed businesses, use of
resources successfully, internal vs. external resources, and use of data
for decision making.

6.1.1 Distinguish between management and leadership, and describe the
factors that influence management.
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6.1.2 Describe decision-making styles (e.g., analytical, abstract or conceptual,
intuitive, creative, procedural or directive), and identify the factors that
influence their effectiveness.
6.1.3 Describe the types of resources managed in business and their
significance in business operations, and explain the differences between
managing internal versus external resources.
6.1.4 Explain the purposes and nature of management functions (e.g.,
strategic and tactical planning, organizing, directing, staffing,
controlling), and describe considerations in the business environment
that impact their use.
6.1.5 Compare management and motivation theories, and determine
appropriate situations in which each would be used.
6.1.6 Explain the expectations-setting process as a motivational strategy and a
management control for both upward and downward management.
6.1.7 Describe the nature of global management strategies.
6.1.9 Describe knowledge management strategies.
6.1.10 Describe the need for and impact of quality management in
organizations.
6.1.11 Explain the role of supply chain management and its contributions to
business operations; and identify its activities, measures and issues.
6.1.12 Describe project management processes, skills and knowledge necessary
for successful project outcomes.
6.1.13 Contrast operational risk with other types of business risk (e.g., market
risk, credit risk, strategic risk).
6.1.14 Identify the factors that contribute to operational risk (e.g., insufficient
training, lack of supervision, inadequate security, poor system design,
poor HR policies).
6.1.15 Describe the nature of organizational development and its impact on
business success.
6.2
Outcome

Information Management: TPO: Institute and evaluate information
management tools, policies, procedures and strategies to achieve
business unit and organizational goals.

6.2.3 Monitor and audit internal records.
6.2.7 Conduct an environmental scan to obtain information on the internal and
Competencies
external business environment and to identify changing conditions and
current issues or trends impacting business (e.g, business intelligence,
insights).
6.7
Outcome

Talent Onboarding and Development: TPO: Apply strategies,
policies and procedures to orient new hires and provide growth
opportunities to engage new and existing union and non-union
employees in the workplace.
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6.7.3

Orient talent to organizational culture, values and norms using appropriate
techniques (e.g., coaching or mentoring, cross-departmental networking,
toolkits, training).

6.7.5 Determine and obtain resources and tools for talent development, and
ensure environment is appropriate for training.
6.7.6 Administer talent-development activities and training, and coach for
Competencies
performance or development using talent-development theories.
6.7.8

Conduct and document performance reviews to enhance performance and
development and to protect the organization.

6.7.10 Determine when employee corrective measures are needed, and take
needed action to address problem or issue (e.g., retraining,
reassignment, reprimand, demotion, dismissal, coaching).
6.9
Outcome

Employee Engagement, Experience and Relations: TPO: Identify
and administer strategies, policies, activities and procedures to promote
employee satisfaction, engagement and retention and to minimize costs.

6.9.1 Explain the impact and cost of dissatisfied or disengaged employees,
and identify the factors contributing to employee satisfaction and
engagement.
6.9.2 Recognize or reward employees for their work efforts and contributions.
6.9.3 Coach or mentor employees on issues to improve performance.
Competencies 6.9.4 Implement processes to promote equitable opportunities for employees.
6.9.5 Address and document employee issues, and recommend resolutions.
6.9.6 Identify issues associated with a diverse team (e.g., generational, ethnic,
gender, religious) to achieve organizational inclusion objectives.
6.9.7 Champion and leverage workplace diversity and inclusion to achieve
workplace objectives.

7.4
Outcome

Quality Management: TPO: Design, implement, and manage qualitycontrol processes to minimize errors, expedite workflow, and achieve
performance objectives at a reasonable cost, using continuous
improvement techniques (e.g., lean, Six Sigma or DMAIC [Define,
Measure, Analyze, Improve, Control]).

7.4.1 Describe the nature of quality, and identify quality-control measures and
techniques.
Competencies 7.4.2 Explain the components of a quality plan, its purpose for the
organization, the development process, and the role of employees and
data integrity in the process.
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8.3
Outcome

Project Management: TPO: Plan, manage, monitor, and control
projects to improve workflow, minimize costs, and achieve intended
project outcomes using planning and project-management tools.

8.3.1 Compare and contrast the role and responsibilities of project sponsors,
project managers, and project team members.
Competencies
8.3.2 Explain the impact of expectation setting on project outcomes.

Outcome

10.1

Strategic Planning: TPO: Implement planning tools to guide
organization’s or department’s activities.

10.1.1 Describe the strategic planning process in an organization and the
relationship between strategic planning, organizational business plans,
and departmental plans.
Competencies 10.1.3 Translate the business mission into departmental imperatives.
10.1.4 Conduct an organizational or department situational analysis of the
internal and external environment to support development of a strategic
plan.

Outcome

10.3 Change Management: TPO: Adapt to, manage, and create change
initiatives in an organization to accomplish organizational objectives.

10.3.1 Explain the internal and external factors that create resistance to change,
and describe their impact on the speed of change.
10.3.2 Describe the relationship among innovation, learning, and change.
10.3.3 Compare and contrast strategies and approaches for leading changes
involving how things are done (second-order change) versus
organizational values and culture (third-order change).
Competencies 10.3.4 Evaluate opportunities for company or departmental changes.
10.3.5 Identify the factors considered in establishing organizational
development objectives to support change initiatives.
10.3.6 Analyze the factors included in a change-management initiative.
10.3.7 Explain the change-management life cycle and its relationship with
project management.
10.3.8 Measure the success of change efforts.
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Office Management
Description

Students will apply techniques used to manage people and information in a business
environment. Students will learn to build relationships with clients, employees,
peers and stakeholders and to assist new employees. They will manage business
records, gather and disseminate information, and preserve critical artifacts. They
will also examine contracts, internal controls and compliance requirements.
Business office tools and applications will be emphasized.

1.1
Outcome

Competencies

1.1.2 Identify the scope of career opportunities and the requirements for education,
training, certification, licensure and experience.
1.1.4 Describe the role and function of professional organizations, industry associations
and organized labor and use networking techniques to develop and maintain
professional relationships.
1.1.7 Apply problem-solving and critical-thinking skills to work-related issues when
making decisions and formulating solutions.
1.1.8 Identify the correlation between emotions, behavior and appearance and manage
those to establish and maintain professionalism.
1.1.9 Give and receive constructive feedback to improve work habits.
1.1.10 Adapt personal coping skills to adjust to taxing workplace demands.
1.2

Outcome

Competencies

Employability Skills: TPO: : Students will develop career awareness and
employability skills (e.g., face-to-face, online) needed for gaining and maintaining
employment in diverse business settings, through classroom attainment of 20 pt.
daily score for achievement in participation, preparation, classroom duties, time
utilization.

Leadership and Communications: TPO: Students will process, maintain,
evaluate and disseminate information in a business. Develop leadership and team
building to promote collaboration through activities within the classroom related to
SkillsUSA individual and team competitions, and classroom assignments in teams
related to customer required products.

1.2.3 Identify and use verbal, nonverbal, and active listening skills to communicate
effectively.
1.2.4 Use negotiation and conflict-resolution skills to reach solutions.
1.2.5 Communicate information (e.g., directions, ideas, vision, workplace expectations)
for an intended audience and purpose.
1.2.7 Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
1.2.9 Identify advantages and disadvantages involving digital and/or electronic
communications (e.g., common content for large audience, control of tone, speed,
cost, lack of non-verbal cues, potential for forwarding information, longevity).
1.2.11 Write professional correspondence, documents, job applications and resumés.
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1.2.12 Use technical writing skills to complete forms and create reports.
1.2.13 Identify stakeholders and solicit their opinions.
1.3
Outcome

Competencies

1.3.3 Use ethical character traits consistent with workplace standards (e.g., honesty,
personal integrity, compassion, justice).
1.3.8 Verify compliance with computer and intellectual property laws and regulations.
1.4

Outcome

Competencies

Business Ethics and Law: TPO: Analyze how professional, ethical, and legal
behavior contributes to continuous improvement in organizational performance and
regulatory compliance with study of different cases in history and how that brought
about law.

Knowledge Management and Information Technology: TPO: Students will
demonstrate current and emerging strategies and technologies used to collect,
analyze, record and share information in business operations through activities
requiring research through the internet and textbook with relation to the assignment
goal of product and presentation of their project.

1.4.1 Use office equipment to communicate (e.g., phone, radio equipment, fax machine,
scanner, public address systems).
1.4.2 Select and use software applications to locate, record, analyze and present
information (e.g., word processing, e-mail, spreadsheet, databases, presentation,
Internet search engines).
1.4.3 Verify compliance with security rules, regulations and codes (e.g., property,
privacy, access, accuracy issues, client and patient record confidentiality) pertaining
to technology specific to industry pathway.
1.4.4 Use system hardware to support software applications.
1.4.5 Use information technology tools to maintain, secure and monitor business records.
1.4.6 Use an electronic database to access and create business and technical information.
1.4.7 Use personal information management and productivity applications to optimize
assigned tasks (e.g., lists, calendars, address books).
1.4.8 Use electronic media to communicate and follow network etiquette guidelines.

1.5
Outcome

Global Environment: TPO: Evaluate how beliefs, values, attitudes and behaviors
influence organizational strategies and goals through study of other
cultures/countries business practices with projects about other countries and
export/import factors.

Competencies

1.5.3 Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4 Recognize barriers in cross-cultural relationships and implement behavioral
adjustments.

Outcome

1.8

Operations Management: TPO: Plan, organize and monitor an organization or
department to maximize contribution to organizational goals and objectives through
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operations of The Print Place and managing resources and timelines for orders with
relationship to goals.

Competencies

1.8.3. Analyze the performance of organizational activities and reallocate resources to
achieve established goals.
1.8.4. Identify alternative actions to take when goals are not met (e.g., changing goals,
changing strategies, efficiencies).
1.10

Outcome

Competencies

1.10.2. Determine the customer's/client’s needs and identify solutions and potential
community resources.
3.1

Outcome

Sales and Marketing: TPO: Manage pricing, place, promotion, packaging,
positioning and public relations to improve quality customer service through study
of the community’s ability to supply resources and cost/supply analysis within the
operation of The Print Place

Customer Relations: TPO: Apply techniques, strategies and tools to develop,
maintain and grow positive internal and external customer, or client, relationships
through operation of The Print Place and encounters with customers and clients
internal to the school district and external/community customers, and the need for
satisfied clients and repeat customers for maintaining business success.

3.1.1 Explain the nature of positive customer or client relations and their role in keeping
customers, and describe the importance of meeting and exceeding customer
expectations.
3.1.2 Compare the cost to acquire customers with the cost to maintain customers, and
explain how these costs impact business strategy and influence which customers to
maintain.
3.1.3 Apply a customer-service mindset in a culturally appropriate manner (e.g., respond
to customer inquiries; reinforce service through effective, ongoing communication).

Competencies

3.1.4 Build rapport with customers and use this rapport to inform customers about
company policies, consequences of noncompliance with recommendations or
requirements and service or account terminations.
3.1.5 Maintain confidentiality or privacy of internal and external customers.
3.1.6 Reinforce company’s image and culture to exhibit the business’s brand promise.
3.1.7 Describe the scope of customer-relationship management to show its contribution to
business.
3.1.8 Build, maintain and improve relationships with customers, or clients; and promote
brand and solicit new ideas and solutions using social media.
3.1.9 Identify opportunities to use crowdsourcing to engage customers or clients, to
improve customer or client relationships, to promote brand and to solicit new ideas
and solutions.
3.1.10 Confer with patients about their rights and responsibilities as stated in the Patient
Bill of Rights, the legal ownership of medical records, advanced directives and
informed consent.
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3.2
Outcome

Competencies

3.2.6 Determine the nature of office politics, and overcome problems and difficulties
associated with office politics and turf wars.
3.2.7 Identify when and how to take risks to achieve objectives.
3.2.8 Describe the nature of organizational culture and its impact on business, and
interpret and adapt to a business’s culture.
3.2.9 Establish strategic relationships with others.
3.2.10 Share best practices with key individuals and groups within and outside the
business.
3.2.11 Manage internal and external business relationships to foster positive interactions,
and strategically plan and leverage business relationships for growth.
3.2.12 Describe ways that businesses build positive employer-employee relationships.

3.3
Outcome

Competencies

Competencies

Business Communications Management: TPO: Apply strategies and procedures
to plan, create, implement, and evaluate internal and external company
communications through students’ activities using school email and managing
email calendars/communications and managing responses with attention to legal
aspects of those communications.

3.3.1 Identify organizational communication hierarchies, and select the appropriate
communication strategy to use for the hierarchy.
3.3.2 Explain how the content of written communications (e.g., email, text messages,
chats) creates reputational, legal and regulatory exposure for organizations, and
describe how to manage the risk individually and collectively.
3.3.7 Develop, implement, monitor and adjust communications plan to meet the
information needs of internal and external customers.
3.3.8 Collaborate on and aggregate complex internal documents to create a common
voice that is vision, mission and brand-consistent.
4.3

Outcome

Relationship Management: TPO: Apply techniques and strategies to develop,
maintain and grow positive relationships with employees, peers and stakeholders
through operation of The Print Place and comparison of students as employees with
study of relationships while producing customer orders and how business culture
affects that.

Compliance: TPO: Develop compliance systems, processes and procedures used to
manage compliance risk across an organization through the operation of The Print
Place and compliance with standards of quality, accurate record keeping and truth
in reporting information.

4.3.6 Analyze existing policies, procedures and documents to ascertain compliance with
regulatory requirements (e.g., Centers for Medicare and Medicaid Services [CMS],
Health Insurance Portability and Accountability Act [HIPAA]) and self-regulatory
guidelines.
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4.3.7 Monitor compliance with organizational or departmental compliance policies and
procedures (e.g., continuing education requirements, prevention of fraudulent
practices, record falsification or alteration, patient or customer abuse, lack of
follow-up).
4.3.8 Identify strategies for managing professional liability and malpractice risks (e.g.,
incompetent or impaired physicians, unnecessary procedures, patient or customer
misconduct, service or medical errors, lack of training, poor documentation).
5.9
Outcome

Competencies

5.9.6 Implement word-of-mouth strategies to build brand and to promote products using
word-of-mouth strategies.
6.2

Outcome

Competencies

Competencies

Information Management: TPO: Institute and evaluate information management
tools, policies, procedures and strategies to achieve business unit and organizational
goals through operation of The Print Place with regard to invoicing, billing, orders,
tax reporting, tracking resource shipments, and budgeting.

6.2.2 Manage business records to maintain needed documentation (e.g., routing orders,
tracking shipments, expense reports, healthcare data, customer data, budget data,
quality data, human resources data).
6.2.3 Monitor and audit internal records.
6.2.4 Identify critical artifacts requiring preservation, establish retention guidelines, and
archive information according to retention systems and procedures and regulatory
requirements.
6.2.5 Select and use tools, systems, and processes to manage the preparation of
documentation for teams and projects in a cost-effective manner (e.g., agendas,
reports, minutes, training materials, RFPs [Requests for Proposal], process analysis
charts and diagrams).
6.2.6 Perform scheduling functions to facilitate on-time, prompt completion of work
activities (e.g., calendars, travel arrangements and itineraries, meeting arrangements
and requests for audio-visual or technical support and information).
6.2.10 Identify strategies for integrating technology into department or enterprise
operations.
6.3

Outcome

Marketing Communications: TPO: Apply the concepts and determine the
strategies needed to communicate information about products, services, images or
ideas to achieve desired outcomes that support organizational goals and objectives
through operation of The Print Place and the reputation of the business as
communicated through word of mouth.

Business Applications: TPO: Relate business process design to organizational
structure and organizational goal achievement through study of The Print Place as it
relates to other businesses of the same type and how these businesses value
customers through efficient practices and decisions related to that purpose.

6.3.2 Mine standard databases (e.g., accounting, customer, product, vendor, sales,
operations, human resources, patient, supplier, procurement), apply analytical tools,
and interpret the findings.
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6.3.3 Implement collaborative or groupware and cloud computing applications (e.g.,
services, application, virtual environments) to facilitate projects and business
operations.
6.3.5 Research and incorporate visual, interactive and social media content into business
communications.
6.3.7 Maintain a multimedia website, and test and post website design changes.
6.4

Knowledge Management: TPO: Students will demonstrate current and emerging
strategies and technologies used to collect, analyze, record and share information in
business operations through activities requiring research through the internet and
textbook with relation to the assignment goal of product and presentation of their
project.

6.4.3

Select and implement offline tools and techniques to gather, document and organize the
knowledge residing with employees across the organization (e.g., relational networks,
brainstorming, learning and idea capture, peer assist, learning reviews, storytelling,
collaborative physical workspace, knowledge cafés, communities of practice).

6.4.4

Select and apply online networks and tools to disseminate knowledge and effective
practices (e.g., document libraries, Wikis, blogs, social networking sites or services,
knowledge clusters, expert locators, collaborative virtual workspaces, interfaces).

6.6

Talent Acquisition: TPO: Apply policies, procedures, and strategies to obtain the
best qualified candidates for job positions in union and non-union environments
while minimizing associated costs through study of interviewing and job
acquisition, preparing resumes and reference sheets and portfolios.

Outcome

Competencies

Outcome

Competencies

6.6.5 Write and post job announcements for job openings.
6.6.6

Screen and interview job applicants using culturally appropriate techniques.

6.7

Talent Onboarding and Development: TPO: Apply strategies, policies and
procedures to orient new hires and provide growth opportunities to engage new and
existing union and non-union employees in the workplace through study of policies
in businesses for H.R., hiring, benefits, policies, networking between departments.

6.7.2

Conduct human resources onboarding activities (e.g., employment eligibility verification [I9 form], tax paperwork, contracts, benefit plans, policy orientation).

6.7.3

Orient talent to organizational culture, values and norms using appropriate techniques
(e.g., coaching or mentoring, cross-departmental networking, toolkits, training).

6.10

Human Resources Operations: TPO: Develop, implement and evaluate the dayto-day policies, procedures and activities that are used to ensure efficient, effective
human-resources management through study of policies in businesses for H.R.,
hiring, benefits, policies, networking between departments.

Outcome

Competencies

Outcome
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Competencies

6.10.2 Process human-resource compliance paperwork, and complete required reporting
(e.g., workers’ compensation claims, Occupational Safety and Health
Administration [OSHA] documents, employment documents, fair medical leave,
disability, unemployment).
7.2

Outcome

Competencies

7.2.4 Manage the bid or contracting process (e.g., bid specification, vendor or supplier
search, bid review, selection of vendor) to achieve business goals.
7.5

Outcome

Competencies

Outcome

Outcome

Project Management: TPO: Plan, manage, monitor, and control projects to
improve workflow, minimize costs, and achieve intended project outcomes using
planning and project-management tools through operation of The Print Place with
regard to completing customer orders with quality, on-time outcome.

8.3.4 Document, sequence, allocate, and schedule activities to facilitate on-time and onbudget completion of project by qualified resources.
8.4

Outcome

Business Process Analysis: TPO: Conduct business process analysis to identify,
analyze, and solve business problems and improve process performance through
operation of The Print Place as it relates to problems in the process and
solutions/improvements.

8.1.2 Document the process activities, records or information and systems involved in
business activities (e.g., developing new products, acquiring new customers,
producing inventory for sale, selling goods and services, managing people).
8.1.3 Identify process requirements and performance expectations.
8.1.4 Identify measurements and metrics for evaluating process effectiveness and
efficiency.
8.3

Competencies

Facilities Management: TPO: Plan, maintain, and monitor property and
equipment to facilitate ongoing business activities through operation of The Print
Place and managing the facility, equipment, stock, and replacing/repairing
machines.

7.5.1 Identify routine activities for maintaining, disposing, retiring and replacing business
facilities and equipment.
8.1

Competencies

Sourcing and Procurement: TPO: Implement sourcing and procurement activities
to obtain resources that enable achievement of organizational goals and objectives
and to enhance the organization’s financial wellbeing through operation of The
Print Place as it relates to bidding (quoting) for customer orders, specify supplier
and costs, to achieve the business’ goals.

Contract Oversight: TPO: Administer contracts to achieve organizational goals
and minimize risk with relation to customers for The Print Place and contracts to
perform orders.
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Competencies

8.4.3 Identify financial arrangements in contracts and the financial information required
to verify compliance with the contract terms (e.g., cost plus pricing, contingent
pricing, time and materials pricing, profit-sharing, percentage-based fees).
8.4.4 Identify contract terms that might restrict future business activity (e.g., required
credit rating, maximum debt-to-equity ratio, minimum cash reserve, prohibited
lease transactions, shared information).
8.4.5 Identify contract terms that mandate reporting of financial and non-financial
information, and establish processes to collect and submit required information.
8.4.6 Develop process to monitor contract terms for compliance and to protect against
breach of contract or default.
8.4.7 Determine strategies to manage compliance of outsourced and hosted service
providers.
8.4.11 Maintain contract compliance documentation for required timeframe.
9.4

Outcome

Competencies

9.4.1 Describe the impact of financial reporting and internal control regulations on
control requirements (e.g., Sarbanes-Oxley Act of 2002, Dodd-Frank Wall Street
Reform Act, Model Audit Rule, Government Accountability Standards).
9.4.4 Develop and implement internal control procedures (e.g., cash controls, inventory
controls, payroll controls, plant asset controls, data protection, personal information
controls).
9.4.5 Inspect and ensure the continued functioning of internal controls.
9.5

Outcome

Competencies

Internal Controls: TPO: Establish suitable internal controls to ensure the proper
recording and reporting of transactions in compliance with applicable standards
through operation of The Print Place and study of businesses policy and procedures
with regard to payroll, data and personal information control, and inventory control.

Financial Accounting: TPO: Apply tools, strategies, and systems to plan and
monitor the use of financial resources through operation of The Print Place with
relation to business math on 10-key calculators and study of different math
functions related to profit, ROI and cash flow.

9.5.11 Perform procedures to validate accuracy of accounting data, to identify errors and to
make corrections (e.g., review trial balance, reconcile cash, proof ledgers, count
inventory).
9.5.14 Identify and preserve accounting information in compliance with regulations and
policies.
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Sequence/Curriculum Mapping
First year/First semester
Business Foundations #141000
Week

Competencies being taught

1

1.6.7 Business Literacy

2

2.2.1 – 4 Economic Princ.

3

2.1.1. Business Activities

4

2.2.5 – 9 Econ. Princ.

5

2.1.3 – 12 Business Activities

6

1.2.3 – 6 Leadership & Communications

7

1.4.2 Knowledge Management & Inf. Tech

8

2.1.7 – 13 Business Activities

9

2.1.2 – 10 Bus. Activities

10

2.3.1 International Business

11

2.4.2 Business Processes

12

3.2.8 Relationship Management

13

1.1.1 - 11 Employability Skills

14

1.2.10 Leadership Communications

15

1.9.1 – 5 Financial Management

16

1.9.6 – 9

17

3.4.1 - 2 Social Media Comm.

18

2.1.9 Bus. Activities 3.1.1 Customer Relations
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Sequence/Curriculum Mapping
First year/Second semester
Business Foundations #142000
Week

Competencies being taught

1

1.1.2 Employability skills

2

1.2.6 Leadership and Communications

3

1.2.11 - 12

4

1.4.1 Use of Information Technology Knowledge Management

5

1.4.2 - 5

6

1.4.6 - 8

7

3.3.1 Business Communications
3.2.3 Relationship Management

8

3.3.2

9

3.1.3 - 4 Customer Relations
3.1.6 - 7

10

3.3.3 – 5 Business Comm. Mgmt.
2.1.11 Business Activities 2.4.4 Business Processes

11

6.3.2 Business Applications

12

6.1.1 – 8 Management Basics

13

7.7.3 – 4, Supply Chain Mgmt, 8.1.1 Business Process Analysis

14

9.1.1 - 6 Financial Principles

15

1.11.9 Princ. Bus. Law 8.4.1 – 2 Contract Oversight

16

7.1.1 – 5 Safety and Security

17

1.11.2 – 8 Prin. Business Economics

18

2.2.8 – 15 Economic Prin. 2.3 1 International Business
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Sequence/Curriculum Mapping
Second year/First semester
Management Principles #141025
Week

Competencies being taught

1

1.1.2 - 6 Employability Skills

2

1.2.3 - 10 Leadership & Communications

3

2.1.12 Business Activities

4

6.1.1 – 7 Management Fund.

5

4.1.1 – 2 Enterprise Risk Mgmt.

6

6.1.5 – 15 Management Fund.

7

6.7.3 – 10 Talent Onboarding & Devel.

8

7.4.1 - 2 Quality Mgmt.

9

8.3.1 – 2 Project Mgmt.

10

1.2.9 Leadership & Comm.

11

2.4.1 – 8 Business Processes

12

1.2.1 - 6 Leadership & Comm. 1.4.2 Knowledge Mgmt.

13

1.3.7 Business Ethics & Law

14

4.6.1 – 4 Corporate Social Resp.

15

6.2.3 - 7 Inform. Mgmt.

16

3.2.1 - 10 Rel. Mgmt. 3.3.6 – 7 Bus. Comm Mgmt

17

10.1.1 – 4 Strategic Planning 10.3.1 – 7 Change Mgmt.

18

6.9.1 – 7 Employee Engagement, Exp. & Relations
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Sequence/Curriculum Mapping
Second year/Second semester

Office Management #142005
Week

Competencies being taught

1

1.1.2 Employ. Skills

2

1.2.3 – 11 Leadership & Communications

3

1.3.3. Business Ethics & Law

4

1.1.8-10 Employ Skills

5

1.4.7 Knowledge Mgmt

6

3.2.7 Relationship Mgmt

7

1.3.8 Bus. Ethics & Law

8

1.4.3 – 5 Knowledge Mgmt

9

6.2.10 Inform. Management

10

6.4.3 – 4 Knowledge Mgmt.

11

1.4.1 Knowledge Mgmt Inf. Tech.

12

6.2.2-4 Inf. Mgmt., 6.3.7 Bus. Applications

13

7.2.4 Source & Procurement 7.5.1. Facilities Mgmt
1.1.4 Empl. Skills, 1.5.3 – 4 Global Environment, 3.2.6 – 11 Rel. Mgmt, 3.3.7 Bus
Comm.
1.10.2 Customer’s/Client’s needs, 3.1.1-9 Customer/Client relations, 1.2.9-13 , 1.4.8,
3.3.1-2, 5.9.6, 6.3.5

14
15
16
17
18

1.1.7 Problem solving, 1.2.4 & 7, 1.4.2 & 6, 6.3.2
3.3.8 Mgmt Assigned Projects, 6.2.5-6, 6.3.3., 8.3.4, Supp H.R. 3.2.12, 6.6.5-6, 6.7.2-3,
6.10.2, 9.4.1-5 Supp. Accounting/Fin. Mgmt, 9.5.11 & 14
4.3.6-7 Compliance, 4.3.8 Prof. Serv Compliance, 8.4.3-7 & 11 Contract oversight,
1.8.3-4 Oper. Mgmt, 6.3.2 Bus. Appl., 8.1.2-4 Process Analysis

Career Field Technical Content Standard:
https://education.ohio.gov/getattachment/Topics/Career-Tech/Business-and-Administrative-Services-Career-Fi1/Business-Career-Field-Technical-Content-Standards-2-FEB-2015-4.pdf.aspx
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Section 3: Approval by School Board Resolution
Findlay City Schools
WHEREAS, the Programming and Software Development Advisory Committee of
Findlay City Schools has reviewed the Programming and Software Development
Course of Study, and WHEREAS, the course of study is based upon the Ohio Career
Field Technical Content Standards for Programming and Software Development, and
WHEREAS, the Programming and Software Development Advisory Committee has
reviewed these competencies and has edited competencies to address local labor
market needs, and to acknowledge the school district’s ability to offer specialized
programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that the Findlay City Schools adopt the Programming and Software
Development Course of Study.

Approval date:
Superintendent

Approval date:
Board President
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Section 4: District Mission, Vision, Philosophy and Goals

Findlay City Schools
Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.

We believe…







All students and families have worth and are to be valued.
Students need a safe and inclusive environment, in order to fully express who they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must be vested in their growth and
development.
All students need opportunities in and out of the classroom.
The Seven Habits of Highly Effective People:
o Habit 1: Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Understand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw

Page 6

Findlay City Schools
District Goals
Goal 1 – 100% of students will graduate on time.
Strategy 1:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 2 – 100% of graduates will be enrolled in post-secondary or in the workforce within six month of their program.
Strategy 2:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 3 – FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3:
FCS will review facilities routinely, judging their cost effectiveness and potential for future educational
capabilities, FCS will continually work at providing timely security measure to ensure a safe educational facilities.
FCS will provide access to technology that meets the needs of 21st Century learner.
Goal 4 – FCS will develop and implement plans to ensure sufficient funding for current and future operations,
programs, and facilities.
Strategy 4:
FCS will review facilities routinely, judging their cost effectiveness and potential for future educational
capabilities, FCS will continually work at providing timely security measure to ensure a safe educational facilities.
FCS will provide access to technology that meets the needs of 21st Century learner.
Goal 5 – FCS will create learning environments in which all students, staff and families will feel physically and
emotionally safe, valued, and engaged.
Strategy 5:
Each building level team will develop and monitor a plan to improve student, staff and family
perceptions of emotional safety, value (care, respect, trust and appreciation) and engagement.
Goal 6 – FCS will serve as a partner in addressing root issues in Hancock County through collaborative efforts.
Strategy 6:
To participate in community efforts/coalitions.
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Section 5: Program Description
PROGRAMMING & SOFTWARE DEVELOPMENT I - ET
Introduction to Programming
Introduction to Visual Programming
Plus co-academic: College Tech Prep English
Full year: – 3 periods per day Grade 11 or 12
– 2 credits lab
– 1 credit academic - CTP English

– 510CCP - 1 credit
– 511CCP - 1 credit
– 175
Dues: $30.00 SkillsUSA

This program is the first of a two-year program focusing on the design, development and implementation of
computer applications. Students will be introduced to programming and gaming theory and applications
development, as-well-as acquire problem-solving skills needed to develop PC and gaming console based
application. Students will be introduced to the most current applications development software and Visual
programming languages like Visual Basic, and C#. Students will also gain experience in other application
development programs like Arduino and Unity 2D/3D gaming development. Students will be introduced to
Project Management methodology and many other IT and business basic skills necessary to be successful as a
future programmer. Students will have the opportunity to receive free college credits while enrolled in this
program from Rhodes College. All students become members of SkillsUSA and participate in related activities.
This is a College Credit Plus class – Students successfully completing this class may receive advanced college
standing by way of articulation or transcript college credit through dual enrollment agreements with select
colleges and universities. If you are interested in receiving college credit, your parents should attend Findlay
High School meetings to learn more about College Credit Plus and complete required paperwork. Contact
your counselor to find out the dates and times of this meeting.

PROGRAMMING & SOFTWARE DEVELOPMENT II - ET
Advanced Visual Programming
– 512CCP - 1 credit
ASP.net and Web Programming
– 513CCP - 1 credit
Plus co-academic: College Tech Prep English
– 178
Full year – 3 periods per day Grade 12 (Prerequisite: Successful completion of 510DE & 511DE)
– 2 credits lab
– 1 credit academic - CTP English
Dues: $30.00 SkillsUSA
This program builds upon the skills acquired in Programming & Software Development Technology I. The
focus of this program will be advanced programming theories and Project Management methodology. Class
activities are project-driven, team-based, and designed to model the current business project process. Students
will develop more complex software applications and be introduced to additional programming languages
including VR applications development. Students are members of SkillsUSA and participate in related
activities. Students must successfully complete a senior project based on a topic developed around the student’s
career focus.
This is a College Credit Plus class – Students successfully completing this class may receive advanced college
standing by way of articulation or transcript college credit through dual enrollment agreements with select
colleges and universities. If you are interested in receiving college credit, your parents should attend Findlay
High School meetings to learn more about College Credit Plus and complete required paperwork. Contact
your counselor to find out the dates and times of this meeting.
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Sample Program of Study – must address all grades even if not career tech
7

8

9

Language Arts
Math

Language Arts
Math

English 2
Geometry

English 3
Algebra 2

English 4
Senior Math

Science

Science

Biology

Chemistry

Senior Science

Social Studies

Social Studies

English 1
Algebra 1
9th Grade
Science
Social Studies

Social Studies

Social Studies

PE

PE

Health/PE

PE

Information
Technology
(145005)

Elective
Visual
Programming
(145070)

Computer
Applications

Art

10

Pathway Intro
Course

Pathway Intro
Course

Foreign
Language

Elective

11

Programming
(145060)

12

Object Oriented
Programming
(145065)

In the 11th and 12th grade component of the program, all students are part of a seamless curriculum,
which allows student to transition into post-secondary programs or enter their chosen career field
upon graduation. Each curriculum contains outcomes and competencies which are required.
The basic instructional philosophy for the program encourages project-based learning. An advisory
committee comprised of representatives from business and industry, program graduates and
academic representatives from school meets twice each year to provide input and guidance in this
program.
College credit opportunities for have been developed between Millstream Career Center and various
institutions of higher learning. There is on-going dialogue following the established process and
procedures between our school and each participating institution of higher learning to develop and
maintain the college credit opportunities. Opportunities may include college credit plus, articulated
(bilateral) credit, CT2, waiver of classes or other formats providing time-shortened or advanced skill
college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization

Skills USA participation
Skills USA is a partnership of students, teachers and industry working together to ensure America has
a skilled workforce. SkillsUSA helps each student excel. Students can participate in a variety of
activities; community service, leadership and employability training and skill competitions.
Participation in Skills USA is required.
Students enrolled in Programming and Software Development are required to be members of
SkillsUSA Participation in SkillsUSA provides the student with experiences in competitive events at
local, regional and national levels. In addition to the competitive events, the student learns citizenship,
parliamentary procedures, democratic principles, social skills and civic responsibility.
Population Served
The program is open to all 11th and 12th grade students.
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Occupations Addressed
High School Exit Careers

Associate Degree
Exit Careers

Baccalaureate Degree Exit
Careers

Computer Support Specialists

Web Developers

Computer Programmers

Application Support Specialist

Database Designer

Software Developers

Video Game Development

Computer Systems Analysts

Application Developer

Database Administrators
Information Security Analysts

Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state of Ohio or
member school district
 90% post program placement with 66% transition to post-secondary education
 95% participation in CTSO
 95% student attendance
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Course Description Summaries
Information Technology
Subject Code: 145005
This first course in the IT career field is designed to provide students with a working knowledge of
computer concepts and essential skills necessary for work and communication in today's society. Students
will learn safety, security, and ethical issues in computing and social networking. Students will also learn
about input/output systems, computer hardware and operating systems, and office applications.

Programming
Subject Code: 145060
In this course, students will learn the basics of building simple interactive applications. Students will learn
the basic units of logic: sequence, selection, and loop. Students will apply algorithmic solutions to
problem-domain scenarios. Students will gain experience in using commercial and open source languages,
programs, and applications.

Visual Programming
Subject Code: 145070
Students will create event-driven programs using object oriented programming techniques for use in web
based and standalone applications. Students will map out, design, and test computer applications, web
applications, and mobile applications. Both commercial and open source programs and applications will
be used.

Object Oriented Programming
Subject Code: 145065
Students will learn to represent programming concepts as "objects" that have data fields and associated
procedures known as methods. Students will implement classes such as support static, instance method,
inheritance, polymorphism, exception handling, and object serialization. A variety of commercial and
open source programs and applications will be used.

Page 11

Section 6: Scope and Sequence
Information Technology – Subject Code: 145005
Strand

1. Business Operations/21st Century Skills

Description

Learners apply principles of economics, business management,
marketing, and employability in an entrepreneur, manager, and
employee role to the leadership, planning, developing, and analyzing
of business enterprises related to the career field.

Outcome

1.1.
REQUIRED Employability Skills: TPO: Given access to online
resources and classroom demonstrations students will Develop career
awareness and employability skills (e.g., face-to-face, online) needed
for gaining and maintaining employment in diverse business settings
as assessed by daily professional skills grade to an 80% accuracy.
1.1.1.
Identify the knowledge, skills, and abilities necessary to
succeed in careers.
1.1.2.
Identify the scope of career opportunities and the
requirements for education, training, certification, licensure, and
experience.
1.1.3.
Develop a career plan that reflects career interests,
pathways, and secondary and postsecondary options.
1.1.4.
Describe the role and function of professional
organizations, industry associations, and organized labor and use
networking techniques to develop and maintain professional
relationships.

Competencies 1.1.5.
Develop strategies for self-promotion in the hiring
process (e.g., filling out job applications, résumé writing, interviewing
skills, portfolio development).
1.1.6.
Explain the importance of work ethic, accountability,
and responsibility and demonstrate associated behaviors in fulfilling
personal, community, and workplace roles.
1.1.7.
Apply problem-solving and critical-thinking skills to
work-related issues when making decisions and formulating solutions.
1.1.8.
Identify the correlation between emotions, behavior,
and appearance and manage those to establish and maintain
professionalism.
1.1.9.
Give and receive constructive feedback to improve
work habits.
Competencies

1.1.10.
Adapt personal coping skills to adjust to taxing
workplace demands.
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1.1.11.
Recognize different cultural beliefs and practices in the
workplace and demonstrate respect for them.
1.1.12.
Identify healthy lifestyles that reduce the risk of chronic
disease, unsafe habits, and abusive behavior.

Outcome

1.2.
REQUIRED Leadership and Communications: TPO: Given
access to online resources and classroom demonstrations students
will Process, maintain, evaluate, and disseminate information in a
business. Develop leadership and team building to promote
collaboration. Students will be accessed based on team based
projects and exercises too an 80% accuracy.
1.2.1.
Extract relevant, valid information from materials and
cite sources of information.
1.2.2.

Deliver formal and informal presentations.

1.2.3.
Identify and use verbal, nonverbal, and active listening
skills to communicate effectively.
1.2.4.
Use negotiation and conflict-resolution skills to reach
solutions.
1.2.5.
Communicate information (e.g., directions, ideas,
vision, workplace expectations) for an intended audience and
purpose.
1.2.6.
Use proper grammar and expression in all aspects of
communication.
1.2.7.
Use problem-solving and consensus-building
techniques to draw conclusions and determine next steps.
Competencies

1.2.8.
Identify the strengths, weaknesses, and characteristics
of leadership styles that influence internal and external workplace
relationships.
1.2.9.
Identify advantages and disadvantages involving digital
and/or electronic communications (e.g., common content for large
audience, control of tone, speed, cost, lack of non-verbal cues,
potential for forwarding information, longevity).
1.2.10.
Use interpersonal skills to provide group leadership,
promote collaboration, and work in a team.
1.2.11.
Write professional correspondence, documents, job
applications, and résumés.
1.2.12.
reports.
1.2.13.
1.2.14.

Use technical writing skills to complete forms and create
Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.
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Outcome

1.3.
REQUIRED Business Ethics and Law: TPO: Given access to
online resources and classroom demonstrations students will Analyze
how professional, ethical, and legal behavior contributes to continuous
improvement in organizational performance and regulatory
compliance. Students will be accessed through exams, projects and
exercises too an 80% accuracy.
1.3.1.
Analyze how regulatory compliance affects business
operations and organizational performance.
1.3.2.
Follow protocols and practices necessary to maintain a
clean, safe, and healthy work environment.
1.3.3.
Use ethical character traits consistent with workplace
standards (e.g., honesty, personal integrity, compassion, justice).
1.3.4.
Identify how federal and state consumer protection laws
affect products and services.
1.3.5.
Access and implement safety compliance measures
(e.g., quality assurance information, safety data sheets [SDSs],
product safety data sheets [PSDSs], United States Environmental
Protection Agency [EPA], United States Occupational Safety and
Health Administration [OSHA]) that contribute to the continuous
improvement of the organization.

Competencies
1.3.6.
Identify deceptive practices (e.g., bait and switch,
identity theft, unlawful door-to-door sales, deceptive service
estimates, fraudulent misrepresentations) and their overall impact on
organizational performance.
1.3.7.
Identify the labor laws that affect employment and the
consequences of noncompliance for both employee and employer
(e.g., harassment, labor, employment, employment interview, testing,
minor labor laws, Americans with Disabilities Act, Fair Labor
Standards Acts, Equal Employment Opportunity Commission
[EEOC]).
1.3.8.
Verify compliance with computer and intellectual
property laws and regulations.
1.3.9.
Identify potential conflicts of interest (e.g., personal
gain, project bidding) between personal, organizational, and
professional ethical standards.
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Outcome

1.4.
REQUIRED Knowledge Management and Information
Technology: TPO: Given access to online resources and classroom
demonstrations students will Demonstrate current and emerging
strategies and technologies used to collect, analyze, record, and
share information in business operations. Students will be accessed
based on team based projects and exercises too an 80% accuracy.
1.4.1.
Use office equipment to communicate (e.g., phone,
radio equipment, fax machine, scanner, public address systems).
1.4.2.
Select and use software applications to locate, record,
analyze, and present information (e.g., word processing, e-mail,
spreadsheet, databases, presentation, Internet search engines).
1.4.3.
Verify compliance with security rules, regulations, and
codes (e.g., property, privacy, access, accuracy issues, client and
patient record confidentiality) pertaining to technology specific to the
industry pathway.

Competencies

1.4.4.

Use system hardware to support software applications.

1.4.5.
Use information technology tools to maintain, secure,
and monitor business records.
1.4.6.
Use an electronic database to access and create
business and technical information.
1.4.7.
Use personal information management and productivity
applications to optimize assigned tasks (e.g., lists, calendars, address
books).
1.4.8.
Use electronic media to communicate and
follow network etiquette guidelines.
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Strand

2. IT Fundamentals

Description

Learners apply fundamental principles of IT, including the history of IT
and its impact on society, common industry terms, systems theory,
information storage and retrieval, database management, and
computer hardware, software, and peripheral device configuration and
installation. This base of knowledge and skills may be applied across
the career field.

Outcome

2.1.
Security, Risks, and Safeguards: TPO: Given access to online
resources and classroom demonstrations students will Describe the
need for security and explain security risks and security safeguards.
Students will be accessed through exams, projects and exercises too
an 80% accuracy.
2.1.1.
Explain the need for confidentiality, integrity, and availability
(CIA) of information.
2.1.2.

Describe authentication, authorization, and auditing.

2.1.3.

Describe multilevel security.

2.1.4.
Identify security risks and describe associated safeguards
and methodologies (e.g., auditing).
2.1.5.
Describe major threats to computer systems (e.g., internal
threats, viruses, worms, spyware, malware, ransomware, spoofing,
hacking).

Competencies

2.1.6.
Describe the components of the physical environment (e.g.,
wiring closets, server rooms) and physical security systems.
2.1.7.
Describe the need for security in networking.
2.1.8.
Describe the need for security in application development.
2.1.9.

Track and catalogue physical assets.

2.1.10. Describe computer forensics, its importance in information
security and cybersecurity, and its relevance to law enforcement.
2.1.11. Identify the need for personal security in digital information
and describe how personal information can be safeguarded.
2.1.12.

Practice information security per job requirements.

2.1.13. Describe privacy security compliance on systems (e.g.,
Health Insurance Portability and Accountability Act [HIPAA], Payment
Card Industry [PCI], Sarbanes-Oxley Act [SOX], Americans with
Disabilities Act [ADA]).

Page 16

Outcome

2.2.
Networking Fundamentals: TPO: Given access to online
resources and classroom demonstrations students will Apply
networking fundamentals to infrastructure systems. Students will be
accessed through exams, projects and exercises too an 80%
accuracy.
2.2.1.
Differentiate between Local Area Networks (LANs), Wide
Area Networks (WANs), Wireless Local Area Networks (WLANs), and
Near Field Communication (NFC).
2.2.2.
Select the basic point-to-point (PTP) and point-to-multipoint
(PTMP) network topologies (e.g., star, ring, tree, network, mesh,
irregular) and broadband and baseband transmission methods.
2.2.3.
Select network storage techniques (e.g., fiber channel,
Internet Small Computer System Interface [iSCSI], Internet Protocol
[IP], Fiber Channel over Ethernet [FCoE], Serial Attached SCSI [SAS],
Network File Systems [NFS], Network Attached Storage /Server
Message Blocks [NAS/SMB], Redundant Array of Inexpensive Disks
[RAID]).
2.2.4.

Differentiate between the Internet, intranets, and extranets.

Competencies
2.2.5.
Identify and apply Transmission Control Protocol and
Internet Protocol (TCP/IP), Internet Protocol Version 4 (IPv4), Internet
Protocol Version 6 (IPv6) applications and services (e.g., rlogin,
Simple Mail Transfer Protocol [SMTP], Telecommunications Network
[Telnet], File Transfer Protocol [FTP], Domain Name System [DNS],
Network File System [NFS], Voice over Internet Protocol [VoIP],
Internet Control Message Protocol [ICMP]).
2.2.6.
Differentiate between cable types (e.g., fiber optic, twisted
pair, coaxial) and interfaces.
2.2.7.

Identify the top-level domains (e.g., .gov, .com, .edu).

2.2.8.
Describe the characteristics and uses of networks, network
devices, and components (e.g., hubs, switches, routers, firewalls).

Outcome

Competencies

2.3.
Data Encoding: TPO: Given access to online resources and
classroom demonstrations students will Explain and describe data
encoding basics. Students will be accessed through exams, projects
and exercises too an 80% accuracy.
2.3.1.
Identify and explain coding information and representation
of characters (e.g., American Standard Code for Information
Interchange [ASCII], Extended Binary Coded Decimal Interchange
Code [EBCDIC], Unicode).
2.3.2.
Convert between numbering systems (e.g., binary,
hexadecimal, decimal).
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Outcome

2.4.
Emerging Technologies: TPO: Given access to online
resources and classroom demonstrations students will Identify
trending technologies, their fundamental architecture, and their value
in the marketplace. Students will be accessed through exams,
projects and exercises too an 80% accuracy.
2.4.1.
Investigate the scope and the impact of mobile computing
environments on society.

Competencies

2.4.2.
Describe the differences, advantages, and limitations of
cloud computing (e.g., public cloud, private cloud, hybrid cloud) and
on-premises computing.
2.4.3.
Utilize cloud computing applications (e.g. services,
applications, virtual environments).

Outcome

2.5.
Operating Systems: TPO: Given access to online resources
and classroom demonstrations students will Maintain operating
systems (OSs). Students will be accessed through exams, projects
and exercises too an 80% accuracy.
2.5.1.
Compare and contrast OSs for computer
hardware (e.g., personal computers, servers, mainframes, and mobile
devices).
2.5.2.

Competencies

Outcome

2.5.3.
Identify the properties of open and proprietary systems.
2.5.4.
Maintain file structures in an OS.
2.5.5.
Use system utilities to maintain an OS.
2.5.6.
Describe OS interfaces (e.g., command line, Graphic User
Interface [GUI]).
2.5.7.
Install and test updates and patches to OSs.

2.6.
Installation and Configuration: demonstrations students will
Install and configure hardware and software. Students will be
accessed based on team based projects and exercises too an 80%
accuracy.
2.6.1.
Comply with license agreements for software and hardware
and describe the consequences of noncompliance.
2.6.2.

Competencies

Describe virtual machines and why they are used.

Identify hardware requirements for software applications.

2.6.3.
Verify software compatibility and troubleshoot any software
incompatibility.
2.6.4.
Install and test new software and software upgrades on
stand-alone, mobile, and networked systems.
2.6.5.
format.

Preserve, convert, or migrate existing data files to new

Page 18

2.6.6.
Determine compatibility of software and hardware and
resolve any conflicts.
2.6.7.

Install and test hardware peripherals.

2.6.8.
Document the installation and configuration of hardware
and software.

Outcome

2.7.
Web Architecture: TPO: Given access to online resources
and classroom demonstrations students will Explain the fundamentals
of delivering information and applications using web architecture.
Students will be accessed through exams, projects and exercises too
an 80% accuracy.
2.7.1.
Describe methods of securely transmitting data.
2.7.2.
Describe ways to present data (e.g., mobile applications,
desktop applications, web applications).
2.7.3.

Competencies

Differentiate between a client and a server.

2.7.4.
Identify how the use of different browsers and devices
affects the look of a webpage.
2.7.5.
Explain the relationship between data transmission
volumes, bandwidth, and latency.
2.7.6.
Describe the characteristics and use of browser plug-ins.
2.7.7.
Compare the advantages and disadvantages of running an
in-house server or using a service provider.

Outcome

2.7.8.
Describe the difference between static and dynamic sites
and the reasons for using each.
2.8.
Databases: demonstrations students will Describe the
fundamentals of databases. Students will be accessed through
exams, projects and exercises too an 80% accuracy.
2.8.1.
Identify emerging database technology (e.g., Not only
Structured Query Language [NoSQL], New Structured Query
Language [NewSQL], graph databases).
2.8.2.
Identify the purpose and uses of a database.
2.8.3.
Compare and contrast databases (e.g., flat file, hierarchical,
relational).

Competencies

2.8.4.
Describe the elements of a database (e.g., table,
record/row, field, relationships, transactions).
2.8.5.
Describe the elements of a database user interface (e.g.,
form, queries, filters, reports).
2.8.6.
Describe the uses of a Database Management System
(DBMS).
2.8.7.
Describe how data can be stored in and extracted from a
database.
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2.8.8.

Explain the importance of data integrity and security.

2.8.9.
Differentiate between a front-end interface and a back-end
database.

Outcome

2.9.
Project Concept Proposal: TPO: Given access to online
resources and classroom demonstrations students will Develop a
project concept proposal. Students will be accessed based on team
based projects and exercises too an 80% accuracy
2.9.1.

Identify and incorporate branding strategies.

2.9.2.

Determine the scope and purpose of the project.

2.9.3.
Determine the target audience, client needs, expected
outcomes, objectives, and budget.
Competencies

2.9.4.
project.

Develop a conceptual model and design brief for the

2.9.5.
Develop a timeline, communication plan, task breakdown,
costs (e.g., equipment, labor), deliverables, and responsibilities for
completion.
2.9.6.
Develop and present a comprehensive proposal to
stakeholders.

Outcome

Competencies

2.10. Equipment: TPO: Given access to online resources and
classroom demonstrations students will Select, operate, and maintain
equipment. Students will be accessed through exams, projects and
exercises too an 80% accuracy.
2.10.1. Identify hardware platforms, configurations, and support
models.
2.10.2. Identify processor, memory, and storage requirements.
2.10.3. Identify architecture requirements.
2.10.4. Identify software application requirements.
2.10.5. Prepare and operate equipment per project design
specifications.
2.10.6. Monitor equipment operation and troubleshoot issues and
problems.
2.10.7. Backup, archive, and manage data.
2.10.8. Prepare equipment for storage or decommissioning.
2.10.9. Perform routine maintenance per manufacturer
specifications.
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Outcome

2.11. Troubleshooting: TPO: Given access to online resources and
classroom demonstrations students will Select and apply
troubleshooting methodologies for problem solving. Students will be
accessed through exams, projects and exercises too an 80%
accuracy.
2.11.1. Identify the problem.
2.11.2. Select troubleshooting methodology (e.g., top down, bottom
up, follow the path, spot the differences).

Competencies

2.11.3.
2.11.4.
2.11.5.
2.11.6.

Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Test a solution.

2.11.7.

Implement a solution.

2.11.8.

Document the problem and the verified solution.
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Programming – Subject Code: 145060
Strand
Description

Outcome

Competencies

2. IT Fundamentals
Learners apply fundamental principles of IT, including the history of IT
and its impact on society, common industry terms, systems theory,
information storage and retrieval, database management, and
computer hardware, software, and peripheral device configuration and
installation. This base of knowledge and skills may be applied across
the career field.
2.3.
Data Encoding: TPO: Given access to online resources and classroom
demonstrations students will Explain and describe data encoding basics. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
2.3.1. Identify and explain coding information and representation of characters
(e.g., American Standard Code for Information Interchange [ASCII], Extended Binary
Coded Decimal Interchange Code [EBCDIC], Unicode).
2.3.2.

Outcome

Convert between numbering systems (e.g., binary, hexadecimal, decimal).

2.9.
Project Concept Proposal: TPO: Given access to online resources and
classroom demonstrations students will Develop a project concept proposal.
Students will be accessed based on team based projects and exercises too an 80%
accuracy
2.9.1.

Identify and incorporate branding strategies.

2.9.2.

Determine the scope and purpose of the project.

2.9.3. Determine the target audience, client needs, expected outcomes,
objectives, and budget.
Competencies

2.9.4.

Develop a conceptual model and design brief for the project.

2.9.5. Develop a timeline, communication plan, task breakdown, costs (e.g.,
equipment, labor), deliverables, and responsibilities for completion.
2.9.6.

Outcome

Develop and present a comprehensive proposal to stakeholders.

2.11. Troubleshooting: TPO: Given access to online resources and classroom
demonstrations students will Select and apply troubleshooting methodologies for
problem solving. Students will be accessed through exams, projects and exercises
too an 80% accuracy.
2.11.1. Identify the problem.
2.11.2. Select troubleshooting methodology (e.g., top down, bottom up, follow the
path, spot the differences).
2.11.3. Investigate symptoms based on the selected methodology.

Competencies

2.11.4. Gather and analyze data about the problem.
2.11.5. Design a solution.
2.11.6. Test a solution.
2.11.7. Implement a solution.
2.11.8. Document the problem and the verified solution.
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Outcome

2.12. Performance Tests and Acceptance Plans: TPO: Given access to online
resources and classroom demonstrations students will Develop performance tests
and acceptance plans. Students will be accessed through exams, projects and
exercises too an 80% accuracy.
2.12.1. Create a written procedure agreed by the stakeholders and project team for
determining the acceptability of the project deliverables.
2.12.2. Develop a test system that accurately mimics external interfaces.
2.12.3. Develop test cases that are realistic, compare with expected performance,
and include targeted platforms and device types.

Competencies

2.12.4. Develop, perform, and document usability and testing integration.
2.12.5. Make corrections indicated by test results.
2.12.6. Seek stakeholder acceptance upon successful completion of the test plan.

Outcome

2.13. Rollout and Handoff: TPO: Given access to online resources and classroom
demonstrations students will Plan rollout and facilitate handoff to customer. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
2.13.1. Include overall project goals and timelines in the rollout plan.
2.13.2. Communicate rollout plans to key stakeholders in a timely manner.
2.13.3. Conduct final review and approvals according to company standards.

Competencies

2.13.4. Identify support staff, training needs, and contingency plans in the rollout
plan.
2.13.5. Test delivered application to assure that it is fully functional for the customer
or user and meets all requirements.
2.13.6. Deliver support and training materials.

Outcome

5.1. Programming Concepts: TPO: Given access to online resources and
classroom demonstrations students will Describe programming concepts. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
5.1.1. Describe how computer programs and scripts can be used to solve
problems (e.g., desktop, mobile, enterprise).
5.1.2. Explain how algorithms and data structures are used in information
processing.
5.1.3. Model the solution using both graphic tools (e.g., flowcharts) and
pseudocode techniques.

Competencies

5.1.4. Describe, compare, and contrast the basics of procedural, structured,
object-oriented (OO), and event-driven programming.
5.1.5. Describe the concepts of data management through programming
languages.
5.1.6. Analyze the strengths and weaknesses of different languages for solving a
specific problem.
5.1.7. Compare and contrast the functions and operations of compilers and
interpreters.
5.1.8.

Describe version control and the relevance of documentation.
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Outcome

5.2. Computational and String Operations: TPO: Given access to online resources
and classroom demonstrations students will Develop code that performs
computational and string operations. Students will be accessed through exams,
projects and exercises too an 80% accuracy.
5.2.1.
Compare and contrast primitive types of numeric and nonnumeric data
(e.g., integers, floats, Boolean, strings).
5.2.2.
Identify the scope of data (e.g., global versus local, variables, constants,
arrays).

Competencies

5.2.3.

Write code that uses arithmetic operations.

5.2.4.

Write code that uses subtotals and final totals.

5.2.5.
Write code that applies string operations (e.g., concatenation, pattern
matching, substring).

Outcome

Competencies

5.3. Logical Operations and Control Structures: TPO: Given access to online
resources and classroom demonstrations students will Develop code that uses
logical operations and control structures. Students will be accessed through exams,
projects and exercises too an 80% accuracy.
5.3.1. Explain Boolean logic.
5.3.2.

Solve a truth table.

5.3.3.

Write code that uses logical operators (e.g., and, or, not).

5.3.4.

Write code that uses relational operators and compound conditions.

5.3.5.

Write code that uses conditional control structures (e.g. if, if-then-else).

5.3.6.

Write code that uses repetition control structures (e.g., while, for).

5.3.7.

Write code that uses selection control structures (e.g., case, switch).

5.3.8.

Write code that uses nested structures and recursion.

5.3.9.

Write code that creates and calls functions.

5.3.10. Code error-handling techniques.
5.3.11. Write code to access data repositories.
5.3.12. Write code to create classes, objects, and methods.

Outcome

Competencies

5.4. Integrated Development Environment: TPO: Given access to online resources
and classroom demonstrations students will Build and test a program using an
integrated development environment (IDE). Students will be accessed through
exams, projects and exercises too an 80% accuracy.
5.4.1.
Configure options, preferences, and tools.
5.4.2.

Write and edit code in the IDE.

5.4.3.

Compile or interpret a working program.

5.4.4.

Define test cases.

5.4.5.

Test the program using defined test cases.

5.4.6.

Correct syntax and runtime errors.

5.4.7.

Debug logic errors.
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Outcome

Competencies

Outcome

5.5. Programming Conventions: TPO: Given access to online resources and
classroom demonstrations students will Develop programs using applications
security best practices according to information security policies (e.g., cross-site
scripting, Structured Query Language [SQL] injection attack, bounds-checking).
Students will be accessed through exams, projects and exercises too an 80%
accuracy.
5.5.1. Develop programs using data validation techniques.
5.5.2.

Develop programs that use reuse libraries.

5.5.3.

Develop programs using operating system calls.

5.5.4.

Develop programs that call other programs.

5.5.5.

Use appropriate naming conventions and apply comments.

5.5.6.

Format output (e.g., desktop, mobile, enterprise, reports, data files).

5.6. TPO: Given access to online resources and classroom demonstrations students will Software
Development Lifecycle: Apply the software development lifecycle (SDLC). Students
will be accessed through exams, projects and exercises too an 80% accuracy.
5.6.1. Determine requirements specification documentation.
5.6.2.

Identify constraints and system processing requirements.

5.6.3.

Develop and adhere to timelines.

5.6.4. Identify a programming language, framework, and an integrated
development environment (IDE).
5.6.5.

Identify input and output (I/O) requirements.

5.6.6.

Design system inputs, outputs, and processes.

5.6.7. Document a design using the appropriate tools (e.g., program flowchart,
dataflow diagrams, Unified Modeling Language [UML]).
5.6.8. Create documentation (e.g., implementation plan, contingency plan, data
dictionary, user help).
Competencies

5.6.9.

Review the design (e.g., peer walkthrough).

5.6.10. Present system design to stakeholders.
5.6.11. Develop the application.
5.6.12. Compare and contrast software methodologies (e.g., agile, waterfall).
5.6.13. Perform code reviews (e.g., peer walkthrough, static analysis).
5.6.14. Ensure code quality by testing and debugging the application (e.g., system
testing, user acceptance testing).
5.6.15. Train stakeholders.
5.6.16. Deploy the application.
5.6.17. Collect application feedback and maintain the application.

Outcome

Competencies

5.7. Configuration Management: TPO: Given access to online resources and
classroom demonstrations students will Describe configuration management
activities. Students will be accessed through exams, projects and exercises too an
80% accuracy.
5.7.1. Explain version management and interface control.
5.7.2.

Explain baseline and software lifecycle phases.

5.7.3.

Analyze the impact of changes.
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Strand
Description

6. Web Development
Learners apply principles of design and technology, including
programming standards and protocols, to create, test, host, and
maintain webpages and websites with text, graphics, multimedia,
scripting, linking, and data integration in a structure that is easy to
navigate and accessible for all users via a variety of hardware and
software platforms.

Outcome

6.3. Scripting: TPO: Given access to online resources and classroom
demonstrations students will Integrate scripting into a webpage. Students will be
accessed through exams, projects and exercises too an 80% accuracy

Competencies

6.3.1.

Select and apply scripting languages used in web development.
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Visual Programming – Subject Code: 145070
Strand
Description

Outcome

Competencies

2. IT Fundamentals
Learners apply fundamental principles of IT, including the history of IT and its
impact on society, common industry terms, systems theory, information
storage and retrieval, database management, and computer hardware,
software, and peripheral device configuration and installation. This base of
knowledge and skills may be applied across the career field.
2.3.
Data Encoding: TPO: Given access to online resources and classroom
demonstrations students will Explain and describe data encoding basics. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
2.3.1. Identify and explain coding information and representation of characters
(e.g., American Standard Code for Information Interchange [ASCII], Extended Binary
Coded Decimal Interchange Code [EBCDIC], Unicode).
2.3.2.

Outcome

Competencies

Convert between numbering systems (e.g., binary, hexadecimal, decimal).

2.4.
Emerging Technologies: TPO: Given access to online resources and
classroom demonstrations students will Identify trending technologies, their
fundamental architecture, and their value in the marketplace. Students will be
accessed through exams, projects and exercises too an 80% accuracy.
2.4.1. Investigate the scope and the impact of mobile computing environments on
society.
2.4.2. Describe the differences, advantages, and limitations of cloud computing
(e.g., public cloud, private cloud, hybrid cloud) and on-premises computing.

2.4.3. Utilize cloud computing applications (e.g. services, applications, virtual
environments).

Outcome

2.9.
Project Concept Proposal: TPO: Given access to online resources and
classroom demonstrations students will Develop a project concept proposal.
Students will be accessed based on team based projects and exercises too an 80%
accuracy.
2.9.1.

Identify and incorporate branding strategies.

2.9.2.

Determine the scope and purpose of the project.

2.9.3. Determine the target audience, client needs, expected outcomes,
objectives, and budget.
Competencies

2.9.4.

Develop a conceptual model and design brief for the project.

2.9.5. Develop a timeline, communication plan, task breakdown, costs (e.g.,
equipment, labor), deliverables, and responsibilities for completion.
2.9.6.

Develop and present a comprehensive proposal to stakeholders.
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Outcome

2.11. Troubleshooting: TPO: Given access to online resources and classroom
demonstrations students will Select and apply troubleshooting methodologies for
problem solving. Students will be accessed through exams, projects and exercises
too an 80% accuracy.
2.11.1. Identify the problem.
2.11.2. Select troubleshooting methodology (e.g., top down, bottom up, follow the
path, spot the differences).
2.11.3. Investigate symptoms based on the selected methodology.

Competencies

2.11.4. Gather and analyze data about the problem.
2.11.5. Design a solution.
2.11.6. Test a solution.
2.11.7. Implement a solution.
2.11.8. Document the problem and the verified solution.

Outcome

2.12. Performance Tests and Acceptance Plans: TPO: Given access to online
resources and classroom demonstrations students will Develop performance tests
and acceptance plans. Students will be accessed through exams, projects and
exercises too an 80% accuracy.
2.12.1. Create a written procedure agreed by the stakeholders and project team for
determining the acceptability of the project deliverables.
2.12.2. Develop a test system that accurately mimics external interfaces.

Competencies

2.12.3. Develop test cases that are realistic, compare with expected performance,
and include targeted platforms and device types.
2.12.4. Develop, perform, and document usability and testing integration.
2.12.5. Make corrections indicated by test results.
2.12.6. Seek stakeholder acceptance upon successful completion of the test plan.

Outcome

2.13. Rollout and Handoff: TPO: Given access to online resources and classroom
demonstrations students will Plan rollout and facilitate handoff to customer. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
2.13.1. Include overall project goals and timelines in the rollout plan.
2.13.2. Communicate rollout plans to key stakeholders in a timely manner.
2.13.3. Conduct final review and approvals according to company standards.

Competencies

2.13.4. Identify support staff, training needs, and contingency plans in the rollout
plan.
2.13.5. Test delivered application to assure that it is fully functional for the customer
or user and meets all requirements.
2.13.6. Deliver support and training materials.

Page 28

Strand
Description

Outcome

3. Information Security
Learners apply principles of information security to implement and maintain
security compliance and network security. Learners select components and
mechanisms required for a multilayer defense structure and evaluate and
minimize security risks to wired and wireless networks and devices.

3.2. General Security Compliance: TPO: Given access to online resources and
classroom demonstrations students will Implement and maintain general security
compliance. Students will be accessed through exams, projects and exercises too an
80% accuracy.
3.2.1.

Identify and implement data and application security.

3.2.2.

Implement backup and verification procedures (e.g., tape, disk, cloud).

3.2.3.

Describe and assign permissions (e.g., read-only, read-write).

3.2.4. Provide user authentication (e.g., assign and reset user accounts and
passwords).
Competencies
3.2.5. Install, test, implement, and update virus and malware detection and
protection software.
3.2.6. Identify sources of virus and malware infection and remove viruses and
malware.
3.2.7. Provide documentation, training, and support to users on established
security procedures.
3.2.8.

Outcome

Identify the need for disaster recovery policies and procedures.

5.1.
Programming Concepts: TPO: Given access to online resources and
classroom demonstrations students will Describe programming concepts. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
5.1.1. Describe how computer programs and scripts can be used to solve
problems (e.g., desktop, mobile, enterprise).
5.1.2. Explain how algorithms and data structures are used in information
processing.
5.1.3. Model the solution using both graphic tools (e.g., flowcharts) and
pseudocode techniques.

Competencies

5.1.4. Describe, compare, and contrast the basics of procedural, structured,
object-oriented (OO), and event-driven programming.
5.1.5. Describe the concepts of data management through programming
languages.
5.1.6. Analyze the strengths and weaknesses of different languages for solving a
specific problem.
5.1.7. Compare and contrast the functions and operations of compilers and
interpreters.
5.1.8.

Describe version control and the relevance of documentation.
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Outcome

5.2.
Computational and String Operations: TPO: Given access to online
resources and classroom demonstrations students will Develop code that performs
computational and string operations. Students will be accessed through exams,
projects and exercises too an 80% accuracy.
5.2.1.
Compare and contrast primitive types of numeric and nonnumeric data
(e.g., integers, floats, Boolean, strings).
5.2.2.
Identify the scope of data (e.g., global versus local, variables, constants,
arrays).

Competencies

5.2.3.

Write code that uses arithmetic operations.

5.2.4.

Write code that uses subtotals and final totals.

5.2.5.
Write code that applies string operations (e.g., concatenation, pattern
matching, substring).

Outcome

Competencies

5.3.
Logical Operations and Control Structures: TPO: Given access to online
resources and classroom demonstrations students will Develop code that uses
logical operations and control structures. Students will be accessed through exams,
projects and exercises too an 80% accuracy.
5.3.1.

Explain Boolean logic.

5.3.2.

Solve a truth table.

5.3.3.

Write code that uses logical operators (e.g., and, or, not).

5.3.4.

Write code that uses relational operators and compound conditions.

5.3.5.

Write code that uses conditional control structures (e.g. if, if-then-else).

5.3.6.

Write code that uses repetition control structures (e.g., while, for).

5.3.7.

Write code that uses selection control structures (e.g., case, switch).

5.3.8.

Write code that uses nested structures and recursion.

5.3.9.

Write code that creates and calls functions.

5.3.10. Code error-handling techniques.
5.3.11. Write code to access data repositories.
5.3.12. Write code to create classes, objects, and methods.

Outcome

Competencies

5.4.
Integrated Development Environment: TPO: Given access to online
resources and classroom demonstrations students will Build and test a program
using an integrated development environment (IDE). Students will be accessed
through exams, projects and exercises too an 80% accuracy.
5.4.1.
Configure options, preferences, and tools.
5.4.2.

Write and edit code in the IDE.

5.4.3.

Compile or interpret a working program.

5.4.4.

Define test cases.

5.4.5.

Test the program using defined test cases.

5.4.6.

Correct syntax and runtime errors.

5.4.7.

Debug logic errors.
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Outcome

Competencies

Outcome

5.5.
Programming Conventions: TPO: Given access to online resources and
classroom demonstrations students will Develop programs using applications
security best practices according to information security policies (e.g., cross-site
scripting, Structured Query Language [SQL] injection attack, bounds-checking).
Students will be accessed through exams, projects and exercises too an 80%
accuracy.
5.5.1.

Develop programs using data validation techniques.

5.5.2.

Develop programs that use reuse libraries.

5.5.3.

Develop programs using operating system calls.

5.5.4.

Develop programs that call other programs.

5.5.5.

Use appropriate naming conventions and apply comments.

5.5.6.

Format output (e.g., desktop, mobile, enterprise, reports, data files).

5.6.
TPO: Given access to online resources and classroom demonstrations
students will Software Development Lifecycle: Apply the software development
lifecycle (SDLC). Students will be accessed through exams, projects and exercises
too an 80% accuracy.
5.6.1. Determine requirements specification documentation.
5.6.2.

Identify constraints and system processing requirements.

5.6.3.

Develop and adhere to timelines.

5.6.4. Identify a programming language, framework, and an integrated
development environment (IDE).
5.6.5.

Identify input and output (I/O) requirements.

5.6.6.

Design system inputs, outputs, and processes.

5.6.7. Document a design using the appropriate tools (e.g., program flowchart,
dataflow diagrams, Unified Modeling Language [UML]).

Competencies

5.6.8. Create documentation (e.g., implementation plan, contingency plan, data
dictionary, user help).
5.6.9.

Review the design (e.g., peer walkthrough).

5.6.10. Present system design to stakeholders.
5.6.11. Develop the application.
5.6.12. Compare and contrast software methodologies (e.g., agile, waterfall).
5.6.13. Perform code reviews (e.g., peer walkthrough, static analysis).
5.6.14. Ensure code quality by testing and debugging the application (e.g., system
testing, user acceptance testing).
5.6.15. Train stakeholders.
5.6.16. Deploy the application.
5.6.17. Collect application feedback and maintain the application.
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Outcome

Competencies

5.7.
Configuration Management: TPO: Given access to online resources and
classroom demonstrations students will Describe configuration management
activities. Students will be accessed through exams, projects and exercises too an
80% accuracy.
5.7.1. Explain version management and interface control.
5.7.2. Explain baseline and software lifecycle phases.
5.7.3.

Analyze the impact of changes.
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Object Oriented Programming – Subject Code: 145065
Strand
Description

Outcome

Competencies

2. IT Fundamentals
Learners apply fundamental principles of IT, including the history of IT and its
impact on society, common industry terms, systems theory, information
storage and retrieval, database management, and computer hardware,
software, and peripheral device configuration and installation. This base of
knowledge and skills may be applied across the career field.
2.3.
Data Encoding: TPO: Given access to online resources and classroom
demonstrations students will Explain and describe data encoding basics. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
2.3.1. Identify and explain coding information and representation of characters
(e.g., American Standard Code for Information Interchange [ASCII], Extended Binary
Coded Decimal Interchange Code [EBCDIC], Unicode).
2.3.2.

Outcome

Convert between numbering systems (e.g., binary, hexadecimal, decimal).

2.4.
Emerging Technologies: TPO: Given access to online resources and
classroom demonstrations students will Identify trending technologies, their
fundamental architecture, and their value in the marketplace. Students will be
accessed through exams, projects and exercises too an 80% accuracy.
2.4.1. Investigate the scope and the impact of mobile computing environments on
society.

Competencies

2.4.2. Describe the differences, advantages, and limitations of cloud computing
(e.g., public cloud, private cloud, hybrid cloud) and on-premises computing.

2.4.3. Utilize cloud computing applications (e.g. services, applications, virtual
environments).

Outcome

2.7.
Web Architecture: TPO: Given access to online resources and classroom
demonstrations students will Explain the fundamentals of delivering information and
applications using web architecture. Students will be accessed through exams,
projects and exercises too an 80% accuracy.
2.7.1. Describe methods of securely transmitting data.
2.7.2. Describe ways to present data (e.g., mobile applications, desktop
applications, web applications).
2.7.3.

Competencies

Differentiate between a client and a server.

2.7.4. Identify how the use of different browsers and devices affects the look of a
webpage.
2.7.5. Explain the relationship between data transmission volumes, bandwidth,
and latency.
2.7.6.

Describe the characteristics and use of browser plug-ins.
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2.7.7. Compare the advantages and disadvantages of running an in-house server
or using a service provider.
2.7.8. Describe the difference between static and dynamic sites and the reasons
for using each.

Outcome

2.9.
Project Concept Proposal: TPO: Given access to online resources and
classroom demonstrations students will Develop a project concept proposal.
Students will be accessed based on team based projects and exercises too an 80%
accuracy
2.9.1.

Identify and incorporate branding strategies.

2.9.2.

Determine the scope and purpose of the project.

2.9.3. Determine the target audience, client needs, expected outcomes,
objectives, and budget.
Competencies

2.9.4.

Develop a conceptual model and design brief for the project.

2.9.5. Develop a timeline, communication plan, task breakdown, costs (e.g.,
equipment, labor), deliverables, and responsibilities for completion.
2.9.6.

Outcome

Develop and present a comprehensive proposal to stakeholders.

2.10. Equipment: TPO: Given access to online resources and classroom
demonstrations students will Select, operate, and maintain equipment. Students will
be accessed through exams, projects and exercises too an 80% accuracy.
2.10.1. Identify hardware platforms, configurations, and support models.
2.10.2. Identify processor, memory, and storage requirements.
2.10.3. Identify architecture requirements.
2.10.4. Identify software application requirements.

Competencies

2.10.5. Prepare and operate equipment per project design specifications.
2.10.6. Monitor equipment operation and troubleshoot issues and problems.
2.10.7. Backup, archive, and manage data.
2.10.8. Prepare equipment for storage or decommissioning.
2.10.9. Perform routine maintenance per manufacturer specifications.

Outcome

2.11. Troubleshooting: TPO: Given access to online resources and classroom
demonstrations students will Select and apply troubleshooting methodologies for
problem solving. Students will be accessed through exams, projects and exercises
too an 80% accuracy.
2.11.1. Identify the problem.
2.11.2. Select troubleshooting methodology (e.g., top down, bottom up, follow the
path, spot the differences).
2.11.3. Investigate symptoms based on the selected methodology.

Competencies

2.11.4. Gather and analyze data about the problem.
2.11.5. Design a solution.
2.11.6. Test a solution.
2.11.7. Implement a solution.
2.11.8. Document the problem and the verified solution.
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Outcome

2.12. Performance Tests and Acceptance Plans: TPO: Given access to online
resources and classroom demonstrations students will Develop performance tests
and acceptance plans. Students will be accessed through exams, projects and
exercises too an 80% accuracy.
2.12.1. Create a written procedure agreed by the stakeholders and project team for
determining the acceptability of the project deliverables.
2.12.2. Develop a test system that accurately mimics external interfaces.

Competencies

2.12.3. Develop test cases that are realistic, compare with expected performance,
and include targeted platforms and device types.
2.12.4. Develop, perform, and document usability and testing integration.
2.12.5. Make corrections indicated by test results.
2.12.6. Seek stakeholder acceptance upon successful completion of the test plan.

Outcome

2.13. Rollout and Handoff: TPO: Given access to online resources and classroom
demonstrations students will Plan rollout and facilitate handoff to customer. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
2.13.1. Include overall project goals and timelines in the rollout plan.
2.13.2. Communicate rollout plans to key stakeholders in a timely manner.
2.13.3. Conduct final review and approvals according to company standards.

Competencies

2.13.4. Identify support staff, training needs, and contingency plans in the rollout
plan.
2.13.5. Test delivered application to assure that it is fully functional for the customer
or user and meets all requirements.
2.13.6. Deliver support and training materials.

Strand
Description

Outcome

3. Information Security
Learners apply principles of information security to implement and
maintain security compliance and network security. Learners select
components and mechanisms required for a multilayer defense
structure and evaluate and minimize security risks to wired and
wireless networks and devices.
3.2.
General Security Compliance: TPO: Given access to online resources and
classroom demonstrations students will Implement and maintain general security
compliance. Students will be accessed through exams, projects and exercises too an
80% accuracy.
3.2.1.

Identify and implement data and application security.

3.2.2.

Implement backup and verification procedures (e.g., tape, disk, cloud).

Competencies
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3.2.3.

Describe and assign permissions (e.g., read-only, read-write).

3.2.4. Provide user authentication (e.g., assign and reset user accounts and
passwords).
3.2.5. Install, test, implement, and update virus and malware detection and
protection software.
3.2.6. Identify sources of virus and malware infection and remove viruses and
malware.
3.2.7. Provide documentation, training, and support to users on established
security procedures.
3.2.8.

Outcome

Identify the need for disaster recovery policies and procedures.

3.4.
TPO: Given access to online resources and classroom demonstrations
students will Multilayer Defense Structure: Explain information technology
mechanisms as they apply to a multilayer defense structure. Students will be
accessed through exams, projects and exercises too an 80% accuracy.
3.4.1. Describe available systems for intrusion prevention, detection, and
mitigation.
3.4.2.

Competencies

Review system log files to identify security risks.

3.4.3. Compare and contrast network analysis software (e.g., network analyzer)
and hardware tools to identify security risks and vulnerabilities.
3.4.4. Identify the components of human security (e.g., social engineering) and
techniques to mitigate human security threats (e.g., policies, procedures, training).

Outcome

5.1.
Programming Concepts: TPO: Given access to online resources and
classroom demonstrations students will Describe programming concepts. Students
will be accessed through exams, projects and exercises too an 80% accuracy.
5.1.1. Describe how computer programs and scripts can be used to solve
problems (e.g., desktop, mobile, enterprise).
5.1.2. Explain how algorithms and data structures are used in information
processing.
5.1.3. Model the solution using both graphic tools (e.g., flowcharts) and
pseudocode techniques.

Competencies

5.1.4. Describe, compare, and contrast the basics of procedural, structured,
object-oriented (OO), and event-driven programming.
5.1.5. Describe the concepts of data management through programming
languages.
5.1.6. Analyze the strengths and weaknesses of different languages for solving a
specific problem.
5.1.7. Compare and contrast the functions and operations of compilers and
interpreters.
5.1.8.

Describe version control and the relevance of documentation.
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Outcome

5.2.
Computational and String Operations: TPO: Given access to online
resources and classroom demonstrations students will Develop code that performs
computational and string operations. Students will be accessed through exams,
projects and exercises too an 80% accuracy.
5.2.1.
Compare and contrast primitive types of numeric and nonnumeric data
(e.g., integers, floats, Boolean, strings).
5.2.2.
Identify the scope of data (e.g., global versus local, variables, constants,
arrays).

Competencies

5.2.3.

Write code that uses arithmetic operations.

5.2.4.

Write code that uses subtotals and final totals.

5.2.5.
Write code that applies string operations (e.g., concatenation, pattern
matching, substring).

Outcome

Competencies

5.3.
Logical Operations and Control Structures: TPO: Given access to online
resources and classroom demonstrations students will Develop code that uses
logical operations and control structures. Students will be accessed through exams,
projects and exercises too an 80% accuracy.
5.3.1.

Explain Boolean logic.

5.3.2.

Solve a truth table.

5.3.3.

Write code that uses logical operators (e.g., and, or, not).

5.3.4.

Write code that uses relational operators and compound conditions.

5.3.5.

Write code that uses conditional control structures (e.g. if, if-then-else).

5.3.6.

Write code that uses repetition control structures (e.g., while, for).

5.3.7.

Write code that uses selection control structures (e.g., case, switch).

5.3.8.

Write code that uses nested structures and recursion.

5.3.9.

Write code that creates and calls functions.

5.3.10. Code error-handling techniques.
5.3.11. Write code to access data repositories.
5.3.12. Write code to create classes, objects, and methods.

Outcome

Competencies

5.4.
Integrated Development Environment: TPO: Given access to online
resources and classroom demonstrations students will Build and test a program
using an integrated development environment (IDE). Students will be accessed
through exams, projects and exercises too an 80% accuracy.
5.4.1.
Configure options, preferences, and tools.
5.4.2.

Write and edit code in the IDE.

5.4.3.

Compile or interpret a working program.

5.4.4.

Define test cases.

5.4.5.

Test the program using defined test cases.

5.4.6.

Correct syntax and runtime errors.

5.4.7.

Debug logic errors.
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Outcome

Competencies

5.5.
Programming Conventions: TPO: Given access to online resources and
classroom demonstrations students will Develop programs using applications
security best practices according to information security policies (e.g., cross-site
scripting, Structured Query Language [SQL] injection attack, bounds-checking).
Students will be accessed through exams, projects and exercises too an 80%
accuracy.
5.5.1.

Develop programs using data validation techniques.

5.5.2.

Develop programs that use reuse libraries.

5.5.3.

Develop programs using operating system calls.

5.5.4.

Develop programs that call other programs.

5.5.5.

Use appropriate naming conventions and apply comments.
5.5.6. Format output (e.g., desktop, mobile, enterprise, reports, data

files).

Outcome

5.6.
TPO: Given access to online resources and classroom demonstrations
students will Software Development Lifecycle: Apply the software development
lifecycle (SDLC). Students will be accessed through exams, projects and exercises
too an 80% accuracy.
5.6.1. Determine requirements specification documentation.
5.6.2.

Identify constraints and system processing requirements.

5.6.3.

Develop and adhere to timelines.

5.6.4. Identify a programming language, framework, and an integrated
development environment (IDE).
5.6.5.

Identify input and output (I/O) requirements.

5.6.6.

Design system inputs, outputs, and processes.

5.6.7. Document a design using the appropriate tools (e.g., program flowchart,
dataflow diagrams, Unified Modeling Language [UML]).
5.6.8. Create documentation (e.g., implementation plan, contingency plan, data
dictionary, user help).
Competencies

5.6.9.

Review the design (e.g., peer walkthrough).

5.6.10. Present system design to stakeholders.
5.6.11. Develop the application.
5.6.12. Compare and contrast software methodologies (e.g., agile, waterfall).
5.6.13. Perform code reviews (e.g., peer walkthrough, static analysis).
5.6.14. Ensure code quality by testing and debugging the application (e.g., system
testing, user acceptance testing).
5.6.15. Train stakeholders.
5.6.16. Deploy the application.
5.6.17. Collect application feedback and maintain the application.
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Outcome

Competencies

5.7.
Configuration Management: TPO: Given access to online resources and
classroom demonstrations students will Describe configuration management
activities. Students will be accessed through exams, projects and exercises too an
80% accuracy.
5.7.1. Explain version management and interface control.
5.7.2. Explain baseline and software lifecycle phases.
5.7.3.

Analyze the impact of changes.
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Sequence/Curriculum Mapping
Junior Year Semester 1
Course Name and course #
Week Competencies being taught
1.1.1.
1.1.2.

1

2

3

4

5
6

7

8
9

Identify the knowledge, skills, and abilities necessary to succeed in careers.
Identify the scope of career opportunities and the requirements for education, training,
certification, licensure, and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and
postsecondary options.
1.1.6. Explain the importance of work ethic, accountability, and responsibility and demonstrate
associated behaviors in fulfilling personal, community, and workplace roles.
1.2.2. Deliver formal and informal presentations.
1.2.7. Use problem-solving and consensus-building techniques to draw conclusions and determine
next steps.
1.2.8. Identify the strengths, weaknesses, and characteristics of leadership styles that influence
internal and external workplace relationships.
1.2.14. Use motivational strategies to accomplish goals.
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific
to the industry pathway.
1.4.4.
Use system hardware to support software applications.
1.4.5. Use information technology tools to maintain, secure, and monitor business records.
1.4.6. Use an electronic database to access and create business and technical information.
2.1.1. Explain the need for confidentiality, integrity, and availability (CIA) of information.
2.1.5. Describe major threats to computer systems (e.g., internal threats, viruses, worms, spyware,
malware, ransomware, spoofing, hacking).
2.1.7. Describe the need for security in networking.
2.1.11. Identify the need for personal security in digital information and describe how personal
information can be safeguarded.
2.2.1. Differentiate between Local Area Networks (LANs), Wide Area Networks (WANs), Wireless
Local Area Networks (WLANs), and Near Field Communication (NFC).
2.2.4. Differentiate between the Internet, intranets, and extranets.
2.2.7. Identify the top-level domains (e.g., .gov, .com, .edu).
2.2.8. Describe the characteristics and uses of networks, network devices, and components (e.g.,
hubs, switches, routers, firewalls).
2.3.1. Identify and explain coding information and representation of characters (e.g., American
Standard Code for Information Interchange [ASCII], Extended Binary Coded Decimal
Interchange Code [EBCDIC], Unicode).
2.3.2. Convert between numbering systems (e.g., binary, hexadecimal, decimal).
2.4.1. Investigate the scope and the impact of mobile computing environments on society.
2.4.2. Describe the differences, advantages, and limitations of cloud computing (e.g., public cloud,
private cloud, hybrid cloud) and on-premises computing.
2.5.1. Compare and contrast OSs for computer hardware (e.g., personal computers, servers,
mainframes, and mobile devices).
2.5.2. Describe virtual machines and why they are used.
2.5.4. Maintain file structures in an OS.
2.6.1. Comply with license agreements for software and hardware and describe the consequences
of noncompliance.
2.6.2. Identify hardware requirements for software applications.
2.6.3. Verify software compatibility and troubleshoot any software incompatibility.
2.6.4. Install and test new software and software upgrades on stand-alone, mobile, and networked
systems.
2.6.5. Preserve, convert, or migrate existing data files to new format.
2.6.6. Determine compatibility of software and hardware and resolve any conflicts.
2.6.7. Install and test hardware peripherals.
2.6.8. Document the installation and configuration of hardware and software.
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2.7.1.
2.7.2.

10

11

2.7.3.
2.7.4.
2.7.5.
2.7.6.
2.7.7.
2.7.8.
2.8.1.
2.8.2.
2.8.3.
2.8.4.

12

13

14

15

16

17
18

2.8.5.
2.8.6.
2.8.7.
2.8.8.
2.8.9.
2.9.2.
2.9.3.
2.9.4.
2.9.6.
2.10.1.
2.10.2.
2.10.3.
2.10.4.
2.10.5.
2.10.6.
2.10.7.
2.10.8.
2.10.9.
2.11.1.
2.11.2.
2.11.3.
2.11.4.
2.11.5.
2.11.7.
2.11.8.

Describe methods of securely transmitting data.
Describe ways to present data (e.g., mobile applications, desktop applications, web
applications).
Differentiate between a client and a server.
Identify how the use of different browsers and devices affects the look of a webpage.
Explain the relationship between data transmission volumes, bandwidth, and latency.
Describe the characteristics and use of browser plug-ins.
Compare the advantages and disadvantages of running an in-house server or using a
service provider.
Describe the difference between static and dynamic sites and the reasons for using each.
Identify emerging database technology (e.g., Not only Structured Query Language [NoSQL],
New Structured Query Language [NewSQL], graph databases).
Identify the purpose and uses of a database.
Compare and contrast databases (e.g., flat file, hierarchical, relational).
Describe the elements of a database (e.g., table, record/row, field, relationships,
transactions).
Describe the elements of a database user interface (e.g., form, queries, filters, reports).
Describe the uses of a Database Management System (DBMS).
Describe how data can be stored in and extracted from a database.
Explain the importance of data integrity and security.
Differentiate between a front-end interface and a back-end database.
Determine the scope and purpose of the project.
Determine the target audience, client needs, expected outcomes, objectives, and budget.
Develop a conceptual model and design brief for the project.
Develop and present a comprehensive proposal to stakeholders.
Identify hardware platforms, configurations, and support models.
Identify processor, memory, and storage requirements.
Identify architecture requirements.
Identify software application requirements.
Prepare and operate equipment per project design specifications.
Monitor equipment operation and troubleshoot issues and problems.
Backup, archive, and manage data.
Prepare equipment for storage or decommissioning.
Perform routine maintenance per manufacturer specifications.
Identify the problem.
Select troubleshooting methodology (e.g., top down, bottom up, follow the path, spot the
differences).
Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Implement a solution.
Document the problem and the verified solution.

Sequence/Curriculum Mapping
First year/Second semester
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Course Name and course #
Week Competencies being taught
2.3.1.
2.3.2.
2.9.1.
2.9.5.

1

2

3

4

5

2.9.6.
2.11.1.
2.11.2.
2.11.3.
2.11.4.
2.11.5.
2.11.6.
2.11.7.
2.11.8.
2.12.1.
2.12.2.
2.12.4.
2.12.5.
2.13.1.
2.13.2.
2.13.3.
2.13.4.
2.13.5.
2.13.6.
5.1.1.
5.1.2.
5.1.3.
5.1.4.
5.1.5.
5.1.6.

6

7

8
9

5.1.7.
5.1.8.
5.2.1.
5.2.2.
5.2.3.
5.2.4.
5.2.5.
5.3.1.
5.3.2.
5.3.3.
5.3.4.
5.3.5.
5.3.6.
5.3.7.
5.3.8.
5.3.9.

Identify and explain coding information and representation of characters (e.g., American
Standard Code for Information Interchange [ASCII], Extended Binary Coded Decimal
Interchange Code [EBCDIC], Unicode).
Convert between numbering systems (e.g., binary, hexadecimal, decimal).
Identify and incorporate branding strategies.
Develop a timeline, communication plan, task breakdown, costs (e.g., equipment, labor),
deliverables, and responsibilities for completion.
Develop and present a comprehensive proposal to stakeholders.
Identify the problem.
Select troubleshooting methodology
Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Test a solution.
Implement a solution.
Document the problem and the verified solution.
Create a written procedure agreed by the stakeholders and project team for determining
the acceptability of the project deliverables.
Develop a test system that accurately mimics external interfaces.
Develop, perform, and document usability and testing integration.
Make corrections indicated by test results.
Include overall project goals and timelines in the rollout plan.
Communicate rollout plans to key stakeholders in a timely manner.
Conduct final review and approvals according to company standards.
Identify support staff, training needs, and contingency plans in the rollout plan.
Test delivered application to assure that it is fully functional for the customer or user and
meets all requirements.
Deliver support and training materials.
Describe how computer programs and scripts can be used to solve problems (e.g.,
desktop, mobile, enterprise).
Explain how algorithms and data structures are used in information processing.
Model the solution using both graphic tools (e.g., flowcharts) and pseudocode techniques.
Describe, compare, and contrast the basics of procedural, structured, object-oriented
(OO), and event-driven programming.
Describe the concepts of data management through programming languages.
Analyze the strengths and weaknesses of different languages for solving a specific
problem.
Compare and contrast the functions and operations of compilers and interpreters.
Describe version control and the relevance of documentation.
Compare and contrast primitive types of numeric and nonnumeric data (e.g., integers,
floats, Boolean, strings).
Identify the scope of data (e.g., global versus local, variables, constants, arrays).
Write code that uses arithmetic operations.
Write code that uses subtotals and final totals.
Write code that applies string operations (e.g., concatenation, pattern matching,
substring).
Explain Boolean logic.
Solve a truth table.
Write code that uses logical operators (e.g., and, or, not).
Write code that uses relational operators and compound conditions.
Write code that uses conditional control structures (e.g. if, if-then-else).
Write code that uses repetition control structures (e.g., while, for).
Write code that uses selection control structures (e.g., case, switch).
Write code that uses nested structures and recursion.
Write code that creates and calls functions.
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10
11

12
13

14

15

16

17

18

5.3.10. Code error-handling techniques.
5.3.11. Write code to access data repositories.
5.3.12. Write code to create classes, objects, and methods.
5.4.1.
Configure options, preferences, and tools.
5.4.2.
Write and edit code in the IDE.
5.4.3.
Compile or interpret a working program.
5.4.4.
Define test cases.
5.4.5.
Test the program using defined test cases.
5.4.6.
Correct syntax and runtime errors.
5.4.7.
Debug logic errors.
5.5.1.
Develop programs using data validation techniques.
5.5.2.
Develop programs that use reuse libraries.
5.5.3.
Develop programs using operating system calls.
5.5.4.
Develop programs that call other programs.
5.5.5.
Use appropriate naming conventions and apply comments.
5.5.6.
Format output (e.g., desktop, mobile, enterprise, reports, data files).
5.6.1.
Determine requirements specification documentation.
5.6.2.
Identify constraints and system processing requirements.
5.6.3.
Develop and adhere to timelines.
5.6.4.
Identify a programming language, framework, and an integrated development
environment (IDE).
5.6.5.
Identify input and output (I/O) requirements.
5.6.6.
Design system inputs, outputs, and processes.
5.6.7.
Document a design using the appropriate tools (e.g., program flowchart, dataflow
diagrams, Unified Modeling Language [UML]).
5.6.8.
Create documentation (e.g., implementation plan, contingency plan, data dictionary, user
help).
5.6.9.
Review the design (e.g., peer walkthrough).
5.6.10. Present system design to stakeholders.
5.6.11. Develop the application.
5.6.12. Compare and contrast software methodologies (e.g., agile, waterfall).
5.6.13. Perform code reviews (e.g., peer walkthrough, static analysis).
5.6.14. Ensure code quality by testing and debugging the application (e.g., system testing, user
acceptance testing).
5.6.15. Train stakeholders.
5.6.16. Deploy the application.
5.6.17. Collect application feedback and maintain the application.
5.7.1.
Explain version management and interface control.
5.7.2.
Explain baseline and software lifecycle phases.
5.7.3.
Analyze the impact of changes.
6.3.1.
Select and apply scripting languages used in web development.
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Sequence/Curriculum Mapping
Second year/First semester
Course Name and course #
Week Competencies being taught
2.3.1.
2.3.2.
2.4.1.
2.4.2.

1

2.4.3.
2.9.1.
2.9.2.
2.9.3.
2.9.4.
2.9.5.

2

2.9.6.
2.11.1.
2.11.2.

3

4

2.11.3.
2.11.4.
2.11.5.
2.11.6.
2.11.7.
2.11.8.
2.12.1.
2.12.2.
2.12.3.

5

2.12.4.
2.12.5.
2.12.6.
2.13.1.
2.13.2.
2.13.3.
2.13.4.
2.13.5.
2.13.6.

6

7

8

3.2.2.
3.2.3.
3.2.4.
3.2.5.
3.2.6.
3.2.7.
3.2.8.
5.1.1.
5.1.2.
5.1.3.

Identify and explain coding information and representation of characters (e.g., American Standard
Code for Information Interchange [ASCII], Extended Binary Coded Decimal Interchange Code
[EBCDIC], Unicode).
Convert between numbering systems (e.g., binary, hexadecimal, decimal).
Investigate the scope and the impact of mobile computing environments on society.
Describe the differences, advantages, and limitations of cloud computing (e.g., public cloud, private
cloud, hybrid cloud) and on-premises computing.
Utilize cloud computing applications (e.g. services, applications, virtual environments).
Identify and incorporate branding strategies.
Determine the scope and purpose of the project.
Determine the target audience, client needs, expected outcomes, objectives, and budget.
Develop a conceptual model and design brief for the project.
Develop a timeline, communication plan, task breakdown, costs (e.g., equipment, labor),
deliverables, and responsibilities for completion.
Develop and present a comprehensive proposal to stakeholders.
Identify the problem.
Select troubleshooting methodology (e.g., top down, bottom up, follow the path, spot the
differences).
Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Test a solution.
Implement a solution.
Document the problem and the verified solution.
Create a written procedure agreed by the stakeholders and project team for determining the
acceptability of the project deliverables.
Develop a test system that accurately mimics external interfaces.
Develop test cases that are realistic, compare with expected performance, and include targeted
platforms and device types.
Develop, perform, and document usability and testing integration.
Make corrections indicated by test results.
Seek stakeholder acceptance upon successful completion of the test plan.
Include overall project goals and timelines in the rollout plan.
Communicate rollout plans to key stakeholders in a timely manner.
Conduct final review and approvals according to company standards.
Identify support staff, training needs, and contingency plans in the rollout plan.
Test delivered application to assure that it is fully functional for the customer or user and meets all
requirements.
Deliver support and training materials.3.2.1. Identify and implement data and application
security.
Implement backup and verification procedures (e.g., tape, disk, cloud).
Describe and assign permissions (e.g., read-only, read-write).
Provide user authentication (e.g., assign and reset user accounts and passwords).
Install, test, implement, and update virus and malware detection and protection software.
Identify sources of virus and malware infection and remove viruses and malware.
Provide documentation, training, and support to users on established security procedures.
Identify the need for disaster recovery policies and procedures.
Describe how computer programs and scripts can be used to solve problems (e.g., desktop, mobile,
enterprise).
Explain how algorithms and data structures are used in information processing.
Model the solution using both graphic tools (e.g., flowcharts) and pseudocode techniques.
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5.1.4.

9

10

11

12

13

14

15

16

17
18

5.1.5.
5.1.6.
5.1.7.
5.1.8.
5.2.1.
5.2.2.
5.2.3.
5.2.4.
5.2.5.
5.3.1.
5.3.2.
5.3.3.
5.3.4.
5.3.5.
5.3.6.
5.3.7.
5.3.8.
5.3.9.
5.3.10.
5.3.11.
5.3.12.
5.4.1.
5.4.2.
5.4.3.
5.4.4.
5.4.5.
5.4.6.
5.4.7.
5.5.1.
5.5.2.
5.5.3.
5.5.4.
5.5.5.
5.5.6.
5.6.1.
5.6.2.
5.6.3.
5.6.4.
5.6.5.
5.6.6.
5.6.7.
5.6.8.
5.6.9.
5.6.10.
5.6.11.
5.6.12.
5.6.13.
5.6.14.
5.6.15.
5.6.16.
5.6.17.
5.7.1.
5.7.2.
5.7.3.

Describe, compare, and contrast the basics of procedural, structured, object-oriented (OO), and
event-driven programming.
Describe the concepts of data management through programming languages.
Analyze the strengths and weaknesses of different languages for solving a specific problem.
Compare and contrast the functions and operations of compilers and interpreters.
Describe version control and the relevance of documentation.
Compare and contrast primitive types of numeric and nonnumeric data (e.g., integers, floats,
Boolean, strings).
Identify the scope of data (e.g., global versus local, variables, constants, arrays).
Write code that uses arithmetic operations.
Write code that uses subtotals and final totals.
Write code that applies string operations (e.g., concatenation, pattern matching, substring).
Explain Boolean logic.
Solve a truth table.
Write code that uses logical operators (e.g., and, or, not).
Write code that uses relational operators and compound conditions.
Write code that uses conditional control structures (e.g. if, if-then-else).
Write code that uses repetition control structures (e.g., while, for).
Write code that uses selection control structures (e.g., case, switch).
Write code that uses nested structures and recursion.
Write code that creates and calls functions.
Code error-handling techniques.
Write code to access data repositories.
Write code to create classes, objects, and methods.
Configure options, preferences, and tools.
Write and edit code in the IDE.
Compile or interpret a working program.
Define test cases.
Test the program using defined test cases.
Correct syntax and runtime errors.
Debug logic errors.
Develop programs using data validation techniques.
Develop programs that use reuse libraries.
Develop programs using operating system calls.
Develop programs that call other programs.
Use appropriate naming conventions and apply comments.
Format output (e.g., desktop, mobile, enterprise, reports, data files).
Determine requirements specification documentation.
Identify constraints and system processing requirements.
Develop and adhere to timelines.
Identify a programming language, framework, and an integrated development environment (IDE).
Identify input and output (I/O) requirements.
Design system inputs, outputs, and processes.
Document a design using the appropriate tools (e.g., program flowchart, dataflow diagrams, Unified
Modeling Language [UML]).
Create documentation (e.g., implementation plan, contingency plan, data dictionary, user help).
Review the design (e.g., peer walkthrough).
Present system design to stakeholders.
Develop the application.
Compare and contrast software methodologies (e.g., agile, waterfall).
Perform code reviews (e.g., peer walkthrough, static analysis).
Ensure code quality by testing and debugging the application (e.g., system testing, user
acceptance testing).
Train stakeholders.
Deploy the application.
Collect application feedback and maintain the application.
Explain version management and interface control.
Explain baseline and software lifecycle phases.
Analyze the impact of changes.
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Sequence/Curriculum Mapping
Second year/Second semester
Course Name and course #
Week

Competencies being taught
2.3.1.
2.3.2.
2.4.1.
2.4.2.

1

2

2.4.3.
2.7.1.
2.7.2.
2.7.3.
2.7.4.
2.7.5.
2.7.6.
2.7.7.

3

2.7.8.
2.9.1.
2.9.2.
2.9.3.
2.9.4.
2.9.5.

4

2.9.6.
2.10.1.
2.10.2.
2.10.3.
2.10.4.
2.10.5.
2.10.6.
2.10.7.
2.10.8.
2.10.9.
2.11.1.
2.11.2.

5

6

7

2.11.3.
2.11.4.
2.11.5.
2.11.6.
2.11.7.
2.11.8.
2.12.1.
2.12.2.
2.12.3.

8

2.12.4.
2.12.5.
2.12.6.

Identify and explain coding information and representation of characters (e.g., American
Standard Code for Information Interchange [ASCII], Extended Binary Coded Decimal
Interchange Code [EBCDIC], Unicode).
Convert between numbering systems (e.g., binary, hexadecimal, decimal).
Investigate the scope and the impact of mobile computing environments on society.
Describe the differences, advantages, and limitations of cloud computing (e.g., public cloud,
private cloud, hybrid cloud) and on-premises computing.
Utilize cloud computing applications (e.g. services, applications, virtual environments).
Describe methods of securely transmitting data.
Describe ways to present data (e.g., mobile applications, desktop applications, web
applications).
Differentiate between a client and a server.
Identify how the use of different browsers and devices affects the look of a webpage.
Explain the relationship between data transmission volumes, bandwidth, and latency.
Describe the characteristics and use of browser plug-ins.
Compare the advantages and disadvantages of running an in-house server or using a service
provider.
Describe the difference between static and dynamic sites and the reasons for using each.
Identify and incorporate branding strategies.
Determine the scope and purpose of the project.
Determine the target audience, client needs, expected outcomes, objectives, and budget.
Develop a conceptual model and design brief for the project.
Develop a timeline, communication plan, task breakdown, costs (e.g., equipment, labor),
deliverables, and responsibilities for completion.
Develop and present a comprehensive proposal to stakeholders.
Identify hardware platforms, configurations, and support models.
Identify processor, memory, and storage requirements.
Identify architecture requirements.
Identify software application requirements.
Prepare and operate equipment per project design specifications.
Monitor equipment operation and troubleshoot issues and problems.
Backup, archive, and manage data.
Prepare equipment for storage or decommissioning.
Perform routine maintenance per manufacturer specifications.
Identify the problem.
Select troubleshooting methodology (e.g., top down, bottom up, follow the path, spot the
differences).
Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Test a solution.
Implement a solution.
Document the problem and the verified solution.
Create a written procedure agreed by the stakeholders and project team for determining the
acceptability of the project deliverables.
Develop a test system that accurately mimics external interfaces.
Develop test cases that are realistic, compare with expected performance, and include
targeted platforms and device types.
Develop, perform, and document usability and testing integration.
Make corrections indicated by test results.
Seek stakeholder acceptance upon successful completion of the test plan.
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2.13.1.
2.13.2.
2.13.3.
2.13.4.
2.13.5.

9

10

11

2.13.6.
3.2.1.
3.2.2.
3.2.3.
3.2.4.
3.2.5.
3.2.6.
3.2.7.
3.2.8.
3.4.1.
3.4.2.
3.4.3.
3.4.4.
5.1.1.
5.1.2.
5.1.3.
5.1.4.

12

13

14

15

16

5.1.5.
5.1.6.
5.1.7.
5.1.8.
5.2.1.
5.2.2.
5.2.3.
5.2.4.
5.2.5.
5.3.1.
5.3.2.
5.3.3.
5.3.4.
5.3.5.
5.3.6.
5.3.7.
5.3.8.
5.3.9.
5.3.10.
5.3.11.
5.3.12.
5.4.1.
5.4.2.
5.4.3.
5.4.4.
5.4.5.
5.4.6.
5.4.7.
5.5.1.
5.5.2.
5.5.3.
5.5.4.

Include overall project goals and timelines in the rollout plan.
Communicate rollout plans to key stakeholders in a timely manner.
Conduct final review and approvals according to company standards.
Identify support staff, training needs, and contingency plans in the rollout plan.
Test delivered application to assure that it is fully functional for the customer or user and
meets all requirements.
Deliver support and training materials.
Identify and implement data and application security.
Implement backup and verification procedures (e.g., tape, disk, cloud).
Describe and assign permissions (e.g., read-only, read-write).
Provide user authentication (e.g., assign and reset user accounts and passwords).
Install, test, implement, and update virus and malware detection and protection software.
Identify sources of virus and malware infection and remove viruses and malware.
Provide documentation, training, and support to users on established security procedures.
Identify the need for disaster recovery policies and procedures.
Describe available systems for intrusion prevention, detection, and mitigation.
Review system log files to identify security risks.
Compare and contrast network analysis software (e.g., network analyzer) and hardware tools
to identify security risks and vulnerabilities.
Identify the components of human security (e.g., social engineering) and techniques to
mitigate human security threats (e.g., policies, procedures, training).
Describe how computer programs and scripts can be used to solve problems (e.g., desktop,
mobile, enterprise).
Explain how algorithms and data structures are used in information processing.
Model the solution using both graphic tools (e.g., flowcharts) and pseudocode techniques.
Describe, compare, and contrast the basics of procedural, structured, object-oriented (OO),
and event-driven programming.
Describe the concepts of data management through programming languages.
Analyze the strengths and weaknesses of different languages for solving a specific problem.
Compare and contrast the functions and operations of compilers and interpreters.
Describe version control and the relevance of documentation.
Compare and contrast primitive types of numeric and nonnumeric data (e.g., integers, floats,
Boolean, strings).
Identify the scope of data (e.g., global versus local, variables, constants, arrays).
Write code that uses arithmetic operations.
Write code that uses subtotals and final totals.
Write code that applies string operations (e.g., concatenation, pattern matching, substring).
Explain Boolean logic.
Solve a truth table.
Write code that uses logical operators (e.g., and, or, not).
Write code that uses relational operators and compound conditions.
Write code that uses conditional control structures (e.g. if, if-then-else).
Write code that uses repetition control structures (e.g., while, for).
Write code that uses selection control structures (e.g., case, switch).
Write code that uses nested structures and recursion.
Write code that creates and calls functions.
Code error-handling techniques.
Write code to access data repositories.
Write code to create classes, objects, and methods.
Configure options, preferences, and tools.
Write and edit code in the IDE.
Compile or interpret a working program.
Define test cases.
Test the program using defined test cases.
Correct syntax and runtime errors.
Debug logic errors.
Develop programs using data validation techniques.
Develop programs that use reuse libraries.
Develop programs using operating system calls.
Develop programs that call other programs.
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5.5.5.
5.5.6.
5.6.1.
5.6.2.
5.6.3.
5.6.4.
5.6.5.
5.6.6.
5.6.7.
5.6.8.
5.6.9.
5.6.10.
5.6.11.
5.6.12.
5.6.13.
5.6.14.

17
18

5.6.15.
5.6.16.
5.6.17.
5.7.1.
5.7.2.
5.7.3.

Use appropriate naming conventions and apply comments.
Format output (e.g., desktop, mobile, enterprise, reports, data files).
Determine requirements specification documentation.
Identify constraints and system processing requirements.
Develop and adhere to timelines.
Identify a programming language, framework, and an integrated development environment
(IDE).
Identify input and output (I/O) requirements.
Design system inputs, outputs, and processes.
Document a design using the appropriate tools (e.g., program flowchart, dataflow diagrams,
Unified Modeling Language [UML]).
Create documentation (e.g., implementation plan, contingency plan, data dictionary, user
help).
Review the design (e.g., peer walkthrough).
Present system design to stakeholders.
Develop the application.
Compare and contrast software methodologies (e.g., agile, waterfall).
Perform code reviews (e.g., peer walkthrough, static analysis).
Ensure code quality by testing and debugging the application (e.g., system testing, user
acceptance testing).
Train stakeholders.
Deploy the application.
Collect application feedback and maintain the application.
Explain version management and interface control.
Explain baseline and software lifecycle phases.
Analyze the impact of changes.
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Section 7: Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the business
community. The standards set for these competencies are recommended by the advisory committee
members and local employers in the community and evaluated by the teacher following these
guidelines. In order to receive credit for the course, competencies to be mastered must be determined
by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the effectiveness of
the total program, the following procedures will be used:









Pre and post testing
Teacher observation and evaluation of projects and assignments
Notebooks and portfolios
Class discussions
Skill testing
Project development
Daily grades
CTSO Projects/Skills USA

Measurement of learning will be an ongoing activity with emphasis on laboratory activities and
competency improvement. Evaluation will be accomplished through pre-assessment of student’s
skills, frequent formative assessment, both visual and written, and summative evaluation to determine
the mastery of competencies. Formative assessments that are conducted during instruction help the
teacher make necessary instructional adjustments. The instructor may decide to alter instructional
materials and methods if students are experiencing difficulties in learning what is being taught. All
evaluations are in the form of points received out of points possible. A percentage is then calculated
and a letter grade is assigned. Progress reports on all students are distributed to parents on the midterm of each grading period.

Grading Procedures:
A 100-92

B 91-82

C 81-72

D 71-62

F Below 62
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Section 8:

Syllabi

CPT-1050 Technology Basics for I.T. Professionals
8-WEEK IN-CLASS COURSE SYLLABUS
Rhodes State College
Division of Information Technology & Engineering Technology
Instructor: Mike Magnes
E-mail: mmagnes@fcs.org

3 Credit Hours
4 Contact Hours
Term: Fall 2017
E- Portfolio [Y]

Mission Statement: Rhodes State College changes lives, builds futures and improves communities through life-long learning.
Program/Department Mission Statement:
The IT/ET Division fosters the professional and intellectual growth of students by offering contemporary technical
curricula taught by qualified faculty who provide a supportive environment intended to develop critical thinking, an
appreciation of global diversity and the capacity for life-long learning. The IT/ET Division seeks to be the premier
technology educator in West Central Ohio.
Dean of Business, Technology & Public Service
Dr. Ken Baker
JJC-117
419-995-8065
Baker.k@rhodesstate.edu
Chair of Information and Emerging Technology
Paul Burkholder, Interim Chair
JJC-179M
419-995-8333
Burkholder.P@RhodesState.edu
OVERVIEW

This course is to be taken by Information Technology and Engineering Technology majors. It is
designed to teach students general computer terms and concepts. In addition, students will learn
how to operate a computer and to use the computers in the campus computer labs. Students will
learn to use the Windows operating system, command line logic, HTML/CSS programming language,
and an electronic spreadsheet (Microsoft Excel). Some keyboard experience is recommended.
This is a portfolio-designated course which requires you to submit a sample of your writing to the electronic portfolio
database. In this course, the submission topic is “My Life with Technology”. It must be a one page, double spaced
document. You must satisfy this requirement as part of earning a grade for this course. If you do not submit an
electronic copy of this assignment to the database by the end of the semester, you will not pass the class.
Submitting the same paper to the electronic database to satisfy requirements for two or more different courses is not
permissible.
The e-portfolio paper must be created in Microsoft Word (no graphics allowed – text only) and saved on a disk surface
or in a file on your computer and may be submitted either from campus or from any location where you have Internet
access. Use the quick links on the www.rhodesstate.edu homepage to submit your paper

Lecture and Class:
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Class will be a mixture of lecture and lab time.
Course Delivery: Traditional
TEXT AND MATERIALS/SUPPLIES:
No textbook is required.
The students will be required to purchase a jump (USB) drive. A 128MB drive will suffice. The student must dedicate
the USB to this course for the first 6 weeks of the term. The entire surface (all files) will be erased repeatedly
COURSE STUDENT LEARNING OUTCOMES:







Define basic computer terms, concepts, and computer hardware devices
Perform common file management tasks using the Windows operating system
Execute basic command line instructions
Create and modify spreadsheets using Microsoft Excel
Create Web pages using HTML/CSS

SCHEDULE OF INSTRUCTIONAL ACTIVITIES

Week #

Date of Class

Week 1

August 26

Week 2

September 2

Week 3

September 9

Week 4

September 16

Week 5

September 23

Material Covered
Lecture:
--Syllabus
--Demographics Survey Form
--Student Contact Information Form
--Login to the network
--Microsoft Word Handout
--E-portfolio handout
--Vocabulary and DOS lecture (pages 1-15)
Assignment:
--Read pages 16-36
Lecture:
--Pages 16-36
Assignments:
--E-portfolio Assignment
--Go to Testing Center to complete DOS Test #1 before Monday,
September 7 at 7 o’clock
--Read pages 37-55
Lecture:
--Go over DOS Test #1
--Pages 37-55
Assignments:
--Go to Testing Center to complete DOS Test #2 and Word
Assessment before Monday, September 14 at 7 o’clock
Lecture:
--Go over DOS Test #2
--Excel
Assignments:
--Excel assignments #1, #2, #3, #4
--Go to Testing Center to complete Excel Test before Monday,
September 21 at 7 o’clock --ALL 5 Excel assignments are to be
handed in with the test

Lecture:
--Go over Excel Test
--Begin HTML/CSS Exercises #1, #2, and #3
Assignments:
--Homework #1 and #2
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Week 6

September 30

Week 7

October 7

Week 8

October 14

NOTE:

Lecture:
--Continue HTML/CSS
Assignments:
--Homework #3 and #4
--HTML/CSS Test #1 to be completed BEFORE next
class
Lecture:
--Continue HTML/CSS
Assignments:
All 4 HTML/CSS assignments are due at end of class
(HTML/CSS Test #2)
Course Assessment
HTML/CSS Test #3

This is a tentative schedule. The time frame set above is approximate; adjustments may be necessary during the
semester and is subject to change at the discretion of the instructor.

LABORATORIES, CLINICALS, FIELD WORK/ SPECIAL REQUIREMENTS
Class sessions will include both lecture and hands-on lab time. The instructor will be available to help your during
hands-on lab time.
TESTING, HOMEWORK AND EVALUATION
There will be numerous homework assignments during the Excel and HTML portions of this course. All homework
assignments will be checked to insure they were done satisfactorily (and returned to the student). Any homework
that is not completed satisfactorily must be corrected and resubmitted to the instructor. No grade will be given for
the Excel homework assignments, but they will be checked off as being completed. Some class time will be available
for homework. Any homework not completed during class time is expected to be completed by the student on his/her
own time. Five points will be deducted from your Excel exam for every Excel assignment that is not completed
satisfactorily.
Due to the reduced number of class sessions of this course, students will be required to complete the first four (4)
tests at the Testing Center, the fifth test as homework and the sixth, or final, test during class time. The dates of each
of these tests are given in this document.

***MAKE-UP/MISSED TEST POLICY***
No student should miss a class in which a test is being given. In the case of extreme difficulty the student must contact
the instructor in person or leave a message on the instructor’s voice mail before the test is given.
If a student fails to complete a test and does not notify the instructor before the test due date, the student must
make arrangements to take the test within 3 business days, with a 30% reduction in score.

Only ONE make-up exam per student per semester will be allowed! NO EXCEPTIONS to this rule.
It is the student’s responsibility to schedule a make-up test by completing the following steps:
(1.) Contact the Testing Center at 995-8476 to schedule your appointment. Be sure to specify the
test will require a computer.
(2.) The day of your appointment take a photo ID to the testing center in order to complete the
make-up test.
INSTRUCTOR EXPECTATIONS
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IT IS VERY IMPORTANT FOR ANY STUDENT WHO MISSES A CLASS TO COMPLETE ALL MISSED
COURSEWORK PRIOR TO RETURNING. The instructor cannot help a student who missed a prior
class get “caught up” during regularly scheduled class time due to time restrictions. If a student
needs assistance, he or she should schedule an appointment with the instructor during scheduled
office hours or visit the Academic Success Center for assistance.
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CPT 1110 INTRODUCTION TO PROGRAMMING LOGIC AND
DESIGN
Course Syllabus
Rhodes State College
Division of Business, Technology, and Public Service
Information and Emerging Technology Department
Instructor: Mike Magnes
Phone: (419) 420-3369
Office Hours: see door schedule

3 Credit Hours
4 Contact Hours
Term: Fall 2017
Office: B208
E-mail: mmagnes@fcs.org

College Mission Statement: Rhodes State College exists to change lives, build futures and improve communities
through life-long learning.
Program Mission Statement: The Information and Emerging Technology Department is a leader in state-of-theart technology training. The IET Department fosters innovative and forward thinking professionals by presenting
current curricula taught by skilled and experienced faculty. The IET students are exposed to a supportive
atmosphere intended to develop critical thinking skills, an appreciation of global diversity and the capacity
for life-long learning
Department:

Paul Burkholder, Interim Chair
Baker, Dean JJC-179M
(419)995-8123
Burkholder.P@RhodesState.edu

Division: Dr. Kenneth
JJC-117
(419)995-8065
Baker.K@RhodesState.edu

OVERVIEW
Catalog description:

Introduces computers, systems, and the management of information in a business environment. Provides a
comprehensive overview of the principles of programming and teaches beginning programmer how to
develop logical thinking, structured procedural and program logic, and good programming style.
Focuses on concepts such as procedural logic, programming concepts and enforces good style and
logical thinking. Programming Logic and Design provides the beginning programmer with a guide to
developing structured program logic. The course assumes no programming experience and does not focus on
any one particular programming language. It introduces programming concepts and enforces good style and
logical thinking. This class does not involve any programming in C, C++ or Java. This class teaches
flowcharting and writing algorithms or pseudo code. Pseudo code learned in this class will help students to
write actual code in any programming language like C++ in the Programming class.
Prerequisites: None
Lecture and Class: 2 Lecture/2 Lab
Course Delivery: Hybrid
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TEXT AND MATERIALS/SUPPLIES
Starting out With Python with Access 3rd. Edition by Tony Gaddis (PDF Document)
ISBN13: 9780133582734
COURSE STUDENT LEARNING OUTCOMES

Explain the fundamental concepts of a basic computer and its operations
Explain logic in programming, identify selection, looping, control breaks and arrays and functions
Demonstrate logic flow using Pseudocode or algorithm and flowchart to solve a problem.
SCHEDULE OF INSTRUCTIONAL ACTIVITIES
The following is a tentative schedule for the course. The instructor reserves the right to make schedule changes based on the
needs of the students in the class.

WEEK

DESCRIPTIONS

1

Chapter 1 Introduction to Computers and Programming

2

Chapter 2: Input, Processing, and Output

3

Chapter 3: Decision Structures and Boolean Logic

4

Chapter 4: Repetition Structures

5

Chapter 5: Functions

6

Chapter 6: Files and Exception

7

Chapter 7: Lists and Tuples

8

Chapter 8: More About Strings

9

Midterm

10

Chapter 9: Dictionaries and Sets

11

Chapter 10: Classes and Object Oriented Programming

12

Chapter 11: Inheritance

13

Chapter 12: Recursion

14

Chapter 13: GUI Programming

15

Chapter 13: GUI Programming

16

Final
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LABORATORIES, CLINICALS, FIELD WORK/ SPECIAL REQUIREMENTS
Most of the labs will be performed during class but it is the student’s responsibility to complete any
labs that are not completed during class time. Keese Hall labs and equipment is available at various
times outside of normal class time.

Each lab could require that you answer questions, take screen shots, or perform other
activities that you are to document in a lab report. As you perform the exercises in each
lab, answer questions and place screen shots into the lab report file using Word or
WordPad. Upload the lab report into the appropriate drop box in Canvas.
Each lab report must be completed and turned in before starting the next assigned lab.
Lab reports
more than 5 class days late will not be accepted and will result in a “0” grade for that
lab.
Grades for assignments will be posted no later than 7 days after the due date.
If you contact me on Sunday – Thursday, I will respond within 24 hours. If you
contact me on Friday, or Saturday, I will contact you on Monday at the
latest.
TESTING AND EVALUATION
ITEM
Quizzes

POINTS
15%

COMMENTS
Taken on Canvas

Homework
Assignments/Labs
Midte rm
Writte n Final
Final Project

15%

Python Homework

20%
25%

Taken on Canvas
Taken on Canvas

25%

Grading Scale:
95-100
A
90-94
A87-89
B+
83-86
B
80-82
B-

77-79
73-76
70-72
67-69
60-66
0-59

C+
C
CD+
D
E

If a student does not notify the instructor before the test is given or the assignment is due,
there will be no make-up given or extension on assignment due dates. The student will
receive a ZERO (0) for their grade on that exam or
Assignment.
INSTRUCTOR EXPECTATIONS
Student will view assigned lesson videos and read lesson in the textbook before class and come
prepared to discuss material. Student will also complete a lab report for each assigned lab.
This syllabus can be changed at the discretion of the lead instructor and/or program chair.
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CPT-1120 INTRO TO VISUAL BASIC PROGRAMMING
COURSE SYLLABUS
Rhodes State College
Division of Information Technology and Engineering Technology
Information Technology Program
Instructor: Mike Magnes
Phone: 419-420-3369

3 Credit Hours
4 Contact Hours
Term: Spring 2017
Office: B208
E-mail: mmagnes@fcs.org

*Office Hours: TBA
Mission Statement: Rhodes State College changes lives, build futures and improve communities through
life-long learning.
Program/Department Mission Statement: The IT Department is a leader in state-of-the-art technology
training. The IT Department fosters innovative and forward thinking professionals by presenting current
curricula taught by skilled and experienced faculty. The IT students are exposed to a supportive atmosphere
intended to develop critical thinking skills, an appreciation of global diversity and the capacity for life-long
learning.
Dean of Business, Technology and Public Service
Dr. Kenneth Baker
JJC-117
419-995-8065
Baker.K@Rhodesstate.edu

Interim Chair of Information and Emerging Technologies Program
Paul Burkholder
JJC-179M
419-995-8333
Burkholder.P@Rhodesstate.edu

OVERVIEW
This is a first course in computer programming. It introduces the student to program design by using the
Visual Basic programming language. Students will be expected to do programming assignments in the
computer laboratory in and outside of class time.
Catalog Description: This course will introduce programming concepts using the Microsoft Visual
Basic.Net Programming language. The concepts will involve planning and using algorithms; and
programming with object-oriented design. There will be applications created using variables and constants,
the selection structure, the repetition structure, simple arrays, controls, and handling events. Students should
have knowledge of basic computer skills, including file/folder management concepts. Offered: Fall, Spring
semesters.
Prerequisites/Co-requisites:
Basic computer skills, file management skills, Math 030 or Math 0833 or placement.
Lecture and Class:
Discussion and Lab: 4 hours per week
Course Delivery:
Traditional
TEXT AND MATERIALS/SUPPLIES:
Required textbook: Programming In Visual Basic 2010, Bradley/Millspaugh, McGraw-Hill, 2010.
It is recommended (but not required) that a student purchase a jump drive if any homework is to be worked
on away from campus.
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The software required to complete the assignments is on our I drive folder in a zipped file named:
VS2010ExpressIsoImage.zip.
Also try this download site: http://www.pcadvisor.co.uk/download/developer-programming/microsoft-visualstudio-2010-express-iso-216/
If you find another free download, MAKE SURE the version is 2010 NOT 2012 or 2013
COURSE STUDENT LEARNING OUTCOMES:
•
Show proficiency in project management
•
Use correct variables, data types and VB syntax
•
Apply appropriate programming logic and math concepts to projects

COURSE OBJECTIVES
Topic 1 - An Overview of Programming and Introduction to Visual Basic
Topic 2 – Designing Applications
Topic 3 – Visual Basic Variables and Constants
Topic 4 - The Selection Structure
Topic 5 – Lists, loops, menus and printing
Topic 6 –Files and multi-window apps
SCHEDULE OF INSTRUCTIONAL ACTIVITIES
Week 1: Overview and Chapter 1.
Week 2: Chapter 1 and 2
Week 3: Chapter 1 and 2
Week 4: Chapter 2 Test One
Week 5: Chapter 3
Week 6: Chapter 3
Week 7: Chapter 4 Test Two
Week 8: Chapter 4
Week 9: Begin Chapter 5
Week 10: Chapter 5 and 6 Test Three
Week 11: Chapter 6
Week 12: Chapter 6
Week 13: Chapter 7
Week 14: Chapter 7
Week 15: Some of Chapter 11
Week 16: Final Test
LABORATORIES, CLINICALS, FIELD WORK/ SPECIAL REQUIREMENTS
This class will meet in a lab. But, programming assignments may need to be mainly completed in the lab
outside of regular class hours.
TESTING AND EVALUATION
Grade
% of grade
Test-1
20
Test-2
20
Test-3
20
Test-4 (final)
20
Labs
20
Grading Scale:
A
95 100%
B+ 87 to89% B
C+ 77 to 79% C
D+ 67 to 69% D
F
0 to 59%

A - 90 to 94%
83 to 86% B - 80 to 82%
73 to 76% C - 70 to 72%
60 to 66%

No student should miss a class in which a test is being given. In case of extreme difficulties, the student
should call the instructor at 995-8181, or if there is no answer, leave a message before the exam is given. If
the instructor does not receive a call prior to the test, the student will receive a 20% reduction for his or her
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grade.
Attendance will be taken. Good attendance can improve a marginal grade. (i.e. You finish with an average
of 82, a B-, but with good attendance this improves to a B.)
All assignments must be the students own work. The instructor may at any time ask the student to explain
his/her program logic. If the student cannot explain the work, he/she will receive a zero for that assignment.
INSTRUCTOR EXPECTATIONS
The student is expected to show up on time for all classes. Arriving late will make it difficult to catch up with
the current project and it is very disruptive to the rest of the class. No texting, emailing, etc. is permitted
during class time. Only the current material that the instructor is teaching may be open on the student’s PC
during class. The student is responsible for any material covered due to an absence.
COURSE BIBLIOGRAPHY AND/OR ADDITIONAL REFERENCES (Optional)
[References]
This syllabus can be changed at the discretion of the lead instructor or chair of the program with
advance notice.

INSTITUTIONAL INFORMATION

Student E-mail:
Students are expected to check their e-mail on a frequent and consistent basis in order to stay current with
college- and course- related communications. Students have the responsibility to recognize that certain
communications may be time-critical. “I didn’t check my e-mail,” error in forwarding mail, or e-mail
returned to the college with “Mailbox Full” or “User Unknown” is not an acceptable excuse for missing
official College communications via e-mail. RSC recommends checking email once a week at a minimum in
recognition that certain communications may be time-critical.
Students are expected to use proper etiquette when submitting emails to College personnel. When sending
emails, the College expects students to exhibit the same professionalism and respect to College faculty and
staff as you would in person; use a positive tone and use correct spelling and grammar before sending the
email.
Attendance
Regular attendance is needed to gain an understanding of the course’s content and to satisfactorily
demonstrate required competencies. Lack of attendance will negatively impact the earned grade and if
flagrant, could result in a grade of “E” which may negatively impact a student’s financial aid eligibility. (See
Federal Student Aid Handbook for further information.)
Emergency Procedures:
Students are responsible for following appropriate campus emergency procedures. Students are
encouraged to review the Building Emergency Action Plan on the college website:
(http://www.rhodesstate.edu/About%20Rhodes/College%20Offices%20and%20Departments/SecuritySafety/Emergency%20Information.aspx)

ADA Reasonable Accommodations: Accommodative Services supports all students with documented
disabilities who are enrolled for credit. Students who have documented disabilities and feel they would
benefit from accommodations at Rhodes State should contact Accommodative Services in person in the
Technical Education Laboratory building, Room 132 (TL 132), via email at
AccommodativeService@RhodesState.edu, or via telephone at 419-995-8498. Students must meet with
Accommodative Services, receive an Accommodations Letter, and present the letter to the instructor before
accommodations take effect. Accommodations are not retroactive.
Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The unacknowledged
use (intentional or unintentional), by paraphrase or direct quotation, of the published or unpublished work of
another person or agency engaged in the selling of term papers or other academic materials.
Acknowledgement must be in accordance with course guidelines, and documentation must occur whenever a
student uses direct quotations; copies a table, chart, or diagram; constructs a table from data provided by
others; paraphrases a passage; summarizes a passage; presents specific examples, figures, or factual
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information from a specific source and uses it to explain or support his/her judgments. Plagiarism covers the
use of print, electronic, filmed, and broadcast material.” Students are encouraged to review the Code of
Student Conduct on the college website (http://www.rhodesstate.edu/currentstudents) for examples of
academic dishonesty.
Submitting Substantially The Same Work. Submitting substantially the same work to satisfy requirements
for one course that has been previously submitted and satisfied the requirements for another course, without
permission of the instructor for which the work is being submitted and without including the original work
for comparison is not permitted. See Section 10.5, paragraph 5 of the Code of Student Conduct.
Academic Honesty All class members are assumed to be honest. Attempting to deceive, defraud, or use
dishonesty for one’s own gain will not be tolerated in any form. Cheating during any class activity is
unethical and compromises the integrity of the college and subverts the process of education (note: individual
programs may impose greater penalties). Cheating may result in a grade of “zero” for the activity.
Instructors may submit questionable behavior to the office of the Vice President for Academic Affairs who
will bring the incident to the attention of the Academic Integrity Council. Students are encouraged to review
the Code of Student Conduct on the college website (http://www.rhodesstate.edu/currentstudents) for
examples of academic dishonesty.
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CPT-1820 INTRO TO ASP.NET PROGRAMMING
COURSE SYLLABUS
Rhodes State College
Division of Information Technology and Engineering Technology
Information Technology Program
Instructor: Mike Mages
Phone: 419-420-3369

3 Credit Hours
4 Contact Hours
Term: Fall 2017
Office: B208
E-mail: mmagnes@fcs.org

Mission Statement: Rhodes State College changes lives, build futures and improve communities through
life-long learning.
Program/Department Mission Statement: The IT Department is a leader in state-of-the-art technology
training. The IT Department fosters innovative and forward thinking professionals by presenting current
curricula taught by skilled and experienced faculty. The IT students are exposed to a supportive atmosphere
intended to develop critical thinking skills, an appreciation of global diversity and the capacity for life-long
learning
Dean of Business, Technology and Public Service
Dr. Kenneth Baker
JJC-117
419-995-8065
Baker.K@Rhodesstate.edu

Interim Chair of Information and Emerging Technologies Program
Paul Burkholder
JJC-179M
419-995-8333
Burkholder.P@Rhodesstate.edu

OVERVIEW
This is an introductory course in Active Server Page technology. It introduces the student to creating
dynamic Web applications using server-side programming technologies with the Microsoft .NET integrated
development environment (IDE). Students should have a basic understanding of programming concepts,
database concepts, and HTML before starting this course.

Catalog Description: Microsoft Active Server Pages (ASP) is a server-side programming environment that
allows you to create and run dynamic interactive web server applications. The students will use HTML,
Visual Basic and SQL Server in the ASP.NET development environment to create data driven interactive
web sites. Offered: Fall, Spring semesters.
Prerequisites/Co-requisites:
CPT-1120, CPT-1050 and some knowledge of database terminology and concepts.
Lecture and Class:
Discussion and Lab: 4 hours per week
Course Delivery:
Traditional
TEXT AND MATERIALS/SUPPLIES:
Textbook: SamsTeachYourself ASP.NET. Scott Mitchell. Pearson Education, Inc.. Attendance will be
critical; many power point slides and projects will be discussed to learn ASP.NET concepts that are NOT
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included in the text.
Required: Jump drive for transferring assignments to school and away from campus.
The software required to complete the assignments is on our I drive folder in a zipped file named:
VS2010ExpressIsoImage.zip.
Also try this download site:
http://www.pcadvisor.co.uk/download/developer-programming/microsoft-visual-studio-2010-express-iso216/
If you find another free download, MAKE SURE the version is 2010 NOT 2012 or 2013
COURSE STUDENT LEARNING OUTCOMES:
•
Demonstrates proficiency in HTML
•
Develops appropriate VB code
•
Makes use of built in ASP.NET functions
•
Designs satisfactory data-driven web applications

COURSE OBJECTIVES
The student should be able to:
1. Design, test and implement simple Web applications using ASP.NET
2. Understand the difference between static web pages and web applications.
3. Understand saving content across multiple web pages.
4. Understand and use server controls, ASP controls and html controls, style sheets, XML.
5. Use Visual Basic to write the code for web applications.
6. Update simple database apps using asp technologies.
7. Use template controls for displaying database data in a professional format

SCHEDULE OF INSTRUCTIONAL ACTIVITIES
Week 1: The ASP.NET IDE and building a simple web page.
Week 2: VB review, more ASP.NET controls and visual enhancements.
Week 3: More ASP.NET controls and visual enhancements Test One
Week 4: Query strings
Week 5: Cookies
Week 6: Maintaining state, session objects.
Week 7: Maintaining state, session objects Test Two
Week 8: Cascading Style Sheets
Week 9: More Formatting Options
Week 10: Database access
Week 11: Database access, simple queries Test Three
Week 12: Database access, updates and validation
Week 13: Data driven web sites, template controls
Week 14: Data driven web sites, template controls
Week 15: Database access and review of course material
Week 16: Final
LABORATORIES, CLINICALS, FIELD WORK/ SPECIAL REQUIREMENTS
This class will meet in a lab. But, programming assignments may need to be mainly completed in the lab
outside of regular class hours.
TESTING AND EVALUATION
Grade
% of grade
Test-1
20
Test-2
20
Test-3
20
Test-4 (final)
20
Labs
20
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Grading Scale:
A
95 100%
B+ 87 to89% B
C+ 77 to 79% C
D+ 67 to 69% D
E
0 to 59%

A - 90 to 94%
83 to 86% B - 80 to 82%
73 to 76% C - 70 to 72%
60 to 66%

No student should miss a class in which a test is being given. In case of extreme difficulties, the student
should call the instructor at 995-8181, or if there is no answer, leave a message before the exam is given. If
the instructor does not receive a call prior to the test, the student will receive a 20% reduction for his or her
grade.
Attendance will be taken. Good attendance can improve a marginal grade. (i.e. You finish with an average
of 82, a B-, but with good attendance this improves to a B.)
All assignments must be the students own work. The instructor may at any time ask the student to explain
his/her program logic. If the student cannot explain the work, he/she will receive a zero for that assignment.

INSTRUCTOR EXPECTATIONS
The student is expected to show up on time for all classes. Arriving late will make it difficult to catch up with
the current project and it is very disruptive to the rest of the class. No texting, emailing, etc. is permitted
during class time. Only the current material that the instructor is teaching may be open on the student’s PC
during class. The student is responsible for any material covered due to an absence.
COURSE BIBLIOGRAPHY AND/OR ADDITIONAL REFERENCES (Optional)
[References]
This syllabus can be changed at the discretion of the lead instructor or chair of the program with
advance notice.
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EET-2320 INTRO TO C# PROGRAMMING
COURSE SYLLABUS

Rhodes State College
Division of Information Technology and Engineering Technology
Information Technology Program
Instructor: Mike Magnes
Phone: 419-420-3369

3 Credit Hours
4 Contact Hours
Term: Fall 2017
Office: B208
E-mail: mmagnes@fcs.org

Program/Department Mission Statement: The IT/ET Division fosters the professional and intellectual
growth of students by offering contemporary technical curricula taught by qualified faculty who provide a
supportive environment intended to develop critical thinking, an appreciation of global diversity and the
capacity for life-long learning. The IT/ET Division seeks to be the premier technology educator in West
Central Ohio.
Contact Information: Questions and/or issues pertaining to this class should be addressed to the instructor
first. If additional assistance is required, the student may then contact the Department Chair, and then finally,
the Division Dean
Dean of Information Technology and Engineering Technology
Chair of Information Technology Program
OVERVIEW
This course introduces the language of C# (pronounced “C-sharp”). C# is an object-oriented
language from Microsoft, which is based on the C++ language and contains features similar to those of the
Java language and is designed to work with Microsoft’s .NET platform. Students will create applications
using methods, classes, selection and repetition, arrays, string processing, exception handling, GUI objects,
controls, and handling events. It is expected that the student will have a basic understanding of visual and
object oriented programming concepts prior to this class.
Catalog description: This course assumes the student has experience with Visual Basic object oriented
programming. More advanced programming concepts are covered using the Visual C# programming
language. Students will create Windows applications using methods, classes, structures, arrays, writing to and
reading from files and error trapping. Offered: Fall, Spring Prerequisite: CPT-1120
Prerequisites/Co-requisites:
CPT 1120 or equivalent.
Lecture and Class:
4 hours per week
Course Delivery:
Traditional
TEXT AND MATERIALS/SUPPLIES:
Required Textbook: Visual C# 2010, Tony Gaddis, Pearson Education, 2010.
It is recommended (but not required) that a student purchase a jump drive if any homework is to be
worked on away from campus. The software required to complete the assignments is available for
free from Microsoft.com. http://www.microsoft.com/visualstudio/eng/downloads#d-2010-express
Make sure the language is C# and 2010 version – NOT 2012
COURSE STUDENT LEARNING OUTCOMES:
Use correct C# syntax and documentation.
•
Analyze and create functions and procedures appropriately
•
Use arrays and files appropriately.
•
Create advanced working nested programming logic.
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COURSE OBJECTIVES
1.
Create, compile, link, debug and execute and C# program.
2.
Create objects (text boxes, labels, buttons, etc. on the form).
3.
Use variables, constants, and create calculations.
4.
Set up logical conditions (if and case) to deal with alternatives.
5.
Create menus and dialog boxes.
6.
Write units of code called methods.
7.
Write programs using multiple forms.
8.
Write coding loops that repeat part of the code.
9.
Saving info to files.
10.
String and character manipulation
11.
Create single and multidimensional arrays and structure arrays.
12.
Use other miscellaneous tools in the .NET IDE
SCHEDULE OF INSTRUCTIONAL ACTIVITIES
Week 1: Chapters 1 & 2
Week 2: Chapter 3
Week 3: Chapter 3 and 4
Week 4: Chapter 4
Week 5: Chapter 4 Test 1
Week 6: Chapter 5
Week 7: Chapter 5 Loops and Files
Week 8: Chapter 7 Loops and Files
Week 9: Chapter 6 Methods
Week 10: Chapter 6 & 7 Methods Test 2
Week 11: Chapter 7 Arrays
Week 12: Chapter 7 & 8 Arrays and Structure Arrays Test 3
Week 13: Chapter 8 String and Character Processing
Week 15: Chapter 8 String and Character Processing
Week 16: Final Exam (Test 4):
LABORATORIES, CLINICALS, FIELD WORK/ SPECIAL REQUIREMENTS
This class will meet in a lab. But, programming assignments may need to be mainly completed in
the lab outside of regular class hours
TESTING AND EVALUATION
Topic
% of grade
Test-1
20
Test-2
20
Test-3
20
Test-4 (final)
20
Labs
20
Grading Scale:
A
95 100%
A - 90 to 94%
B+ 87 to89% B 83 to 86% B - 80 to 82%
C+ 77 to 79% C 73 to 76% C - 70 to 72%
D+ 67 to 69% D 60 to 66% E
0 to 59%
No student should miss a class in which a test is being given. In case of extreme difficulties, the
student should call the instructor at 995-8181, or if there is no answer, leave a message before the
exam is given. If the instructor does not receive a call prior to the test, the student will receive a 20%
reduction for his or her grade. Attendance will be taken. Good attendance can improve a marginal
grade. (i.e. You finish with an average of 82, a B-, but with good attendance this improves to a B.)
INSTRUCTOR EXPECTATIONS
The student is expected to show up on time for all classes. Arriving late will make it difficult to catch up with
the current project and it is very disruptive to the rest of the class. No texting, emailing, etc. is permitted
during class time. Only the current material that the instructor is teaching may be open on the student’s PC
during class. The student is responsible for any material covered due to an absence. [Instructor

Expectations]
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Foreword

The Career Field Technical Content Standards serve as the curricular framework for
Ohio’s career‐ technical education pathway programs as outlined in Ohio
Administrative Code 3301‐ 61‐ 03 (Criteria for Secondary Workforce
Development Programs).
Career Field Technical Content Standards outline the knowledge and skills needed
for success in careers across multiple pathways. Validated by Ohio business and
industry representatives in conjunction with Ohio educators, these standards form
the basis for developing educational programming in Ohio secondary schools. The
standards also serve as the framework for developing strong career pathways that
connect secondary education with postsecondary education systems and the
workplace.
This version of Career Field Technical Content Standards is intended to support the
ongoing evolution of career technical education pathway programs. The standards
tend to be somewhat broader than previous versions and are not repeated for
individual pathways or occupational areas. The broader and non‐ duplicated
statements are intended to capture the knowledge and skills that can be applied
across any number of occupations in a pathway rather than focusing on the
requirement of a single occupation. After all, the intent of a pathway program is to
prepare a student for a range of educational and career opportunities following high
school.
Pathway programs prepare students to combine broad knowledge, insight and
understanding of business processes, academic attainment and workplace readiness
with depth of knowledge and expertise in a technical area. Knowing that many
careers will require some level of postsecondary education, the content standards
also delineate the knowledge and skills necessary to seamlessly transition to
postsecondary educational programs.
This document seeks to provide the basis for educational programming that will
provide the employee with fundamental skill‐ sets that employers demand. This
ensures that Ohio’s workforce of tomorrow is competitive in a global
environment. An environment that requires knowledge and skills can be applied in
a broader context, aimed at innovation to support new products and services in an
ever‐ changing economy.
In addition to the extensive engagement of secondary and postsecondary educators
and business/industry professionals, development of these standards represents a
collaborative effort of the following professional partners: the Ohio Department of
Education’s Office of Career‐ Technical Education; the Ohio Board of Regents
Information
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Secondary Career‐ Technical Alignment Initiative; and CETE, known as the
Center on Education and Training for Employment, at The Ohio State University.
Isaac Kershaw, PhD, Assistant
Director Office of Career‐
Technical Education Ohio
Department of Education
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Philosophy and Principles for Implementation
Ohio Career Field Initiative

The overarching framework for Ohio career‐ technical education is outlined in the
Ohio Revised Code and subsequent administrative rules, which specify career‐
technical programming based on 16 career fields. To view the full text of
Administrative Rule 3301‐ 61‐ 03 (Criteria for Secondary Workforce Development
Programs), go to: http://education.ohio.gov/Topics/Career‐ Tech/Career‐
Development‐ OCIS/CTE‐ Administrative‐ Rules‐ Update. These 16 fields
provide the framework for an Ohio career field initiative that seeks to foster the
educational shift necessary to respond to the needs of a rapidly changing global
environment.
A career field is a “group of occupations and broad industries based on common
characteristics” (see www.careertech.org). Career fields are the basis for developing
both broad and specialized technical content standards that serve as a framework for
curriculum, instruction, assessment and program design, addressing the needs of an
entire industry and business sector. Ohio’s 16 career fields align with national
efforts to broaden career‐ technical education, integrate career‐ technical with
academic study and reflect the workforce needs of today and tomorrow. For today’s
students to be adequately prepared for tomorrow’s workforce, they must have an
education that:

 Incorporates a broad, long‐ term conception of work
in combination with the depth of specialization skills;
Employees need a comprehensive understanding beyond a single occupational area.
Career‐ technical programming needs to be provided in a larger context, so students can
generalize learning, make connections between education and work and adapt to changes
in their careers. Workplace knowledge and skills are needed to prepare employees for
collaborating and problem solving while contributing to the broader business process.

□ Emphasizes the acquisition of strong academic knowledge

and skills; and

Academic skills provide the foundation for career success. The integration of academic
content standards with career field technical content standards helps to contextualize
learning for students, making English language arts, mathematics, social studies and
science relevant to students as a means to an important end—success at work and in
life.

 Facilitates high‐ school‐ to‐ postsecondary transitions.

A lifetime of change means a lifetime of learning, including postsecondary education.
Students need knowledge and skills for success in a variety of postsecondary options,
including apprenticeships, industry credentialing through adult education, two‐ and
four‐ year college degree programs and graduate school.
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Career Pathways

A key component of the Ohio Career Field Initiative is a career pathway, which is a
coherent, articulated sequence of rigorous academic and career‐ technical
coursework commencing in the ninth grade and leading to an associate degree,
baccalaureate degree and beyond–an industry‐ recognized certificate and/or
licensure. Pathways facilitate a seamless transition from high school to
postsecondary education (including apprenticeships, adult education, two‐ and
four‐ year colleges and graduate school) and from postsecondary education to the
workplace. The career pathway is developed, implemented and maintained in
partnership among secondary and postsecondary education, business and employers.
Career pathways are available to all students, including adult learners and lead to
rewarding careers.
To effectively facilitate the transition from secondary to postsecondary education
and a career, high school career pathways should encompass:
1. Challenging technical coursework in a chosen career field based on career field technical
content standards;
2. Rigorous academics that meet Ohio’s academic content standards and grade‐ level expectations;
3. Electives that relate to career objectives;
4. Instructional enhancements such as experiential and authentic learning opportunities (e.g.,
work‐ based learning, mentorships, internships) and career‐ technical student organization
participation;
5. Opportunities (when appropriate) for program and student certification and licensure;
6. Preparation for transition to further study that includes college readiness and opportunities to
earn college credit while in high school;
7. Preparation for transition to employment with advancement opportunities;
8. Performance targets that include high school academic and technical testing/exit and
postsecondary entry/placement requirements;
9. Various sector(s) within an industry or encompass a function that crosses industry sectors;
10. The scope of opportunities in the related industry and available college programs;
11. Opportunities to prepare for a range of careers, including
a. multiple employment opportunities after high school and
b. opportunities for students to enter and succeed in postsecondary and continuing
education programs;
12. Transferable skills required for employment in the range of occupations aligned to the pathway;
and
13. Opportunities to learn skills across the pathway as well as in specialized areas.

For additional information on the Career Field Initiative, including Ohio Career
Field Technical Content Standards and Career Pathways, go to
http://education.ohio.gov/Topics/Career‐ Tech/Career‐ Fields.
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Structure and Format

The Career Field Technical Content Standards document is composed of a
series of strands comprised of outcomes that each contain a set of competencies.






A strand is a large content area under which multiple outcomes are organized, regardless of the
pathway. It includes a title and a concise description with statements that capture multiple, broad
areas of learner knowledge and skills expected across all outcomes in the strand. There are
approximately six strands of content per career field. Strand 1, Business Operations/21st Century
Skills (employability skills, leadership and communications, business ethics and law, knowledge
management and information technology, global environment, business literacy,
entrepreneurship/entrepreneurs, operations management, financial management, sales and
marketing and principles of business economics), is the same for all career‐ technical education
career fields.
An outcome is an overarching statement that summarizes the knowledge and skills described in
a set of individual competencies to be learned by the end of the 12th grade. There are usually 5–
15 outcomes within a strand, depending on the breadth of content to be addressed.
A competency is a specific statement of essential knowledge or skill to be learned in the
pathway program. There are usually 5–12 competencies under anoutcome.

Each set of outcomes and competencies is included in one or more pathways in the
career field. Outcomes and competencies form the basis for developing secondary
courses, programs, instruction and assessment, facilitating transition from one
educational level to the next and to the workplace. This supports career readiness
and long‐ term career success by:
□

□
□

Providing the basis for effective collaboration, teamwork and communication across pathways;
Laying the groundwork for successful transfer of knowledge and skills across pathways, thereby
facilitating horizontal and vertical career success and
Equipping students and workers with the skills needed to transition to new and emerging
careers throughout a working lifetime.

All outcomes and competencies in the Career Field Technical Content Standards
have been verified as essential by business and labor representatives within the
pathway or pathways specified.
These essential outcomes and competencies specify industry‐ based knowledge
or hands‐ on skills that CTE students need by the end of the 12th grade to be
successful in their selected career pathway and on‐ going learning (such as
college, apprenticeships and military opportunities).
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Development of Information Technology
Career Field Technical Content Standards
The process for the development of the Information Technology Career Field
Technical Content Standards began in February 2012 and culminated in June 2013.
Over the course of 2012–2013, numerous business and industry representatives as
well as secondary and postsecondary educators from across the state of Ohio took
part in the formal development process. The following summarizes the various
stages of the development process.
Research and Development

The involvement of subject matter experts, including educators, was critical to the
completion of the draft revision of the document. Development was also informed
by consulting the following sources of information:
□




□
□
□

□



□



National Association of State Directors of Career Technical Education Consortium
(NASDCTEc); Common Career Technical Core (CCTC) standards and Programs of Study;
Industry‐ based certifications/standards;
o CompTIA curriculum for A+ Certification, Network +, Security + and Server +;
o CISCO curriculum for Cisco Certified Networking Associate, Cisco Academy and
Cisco IT Essentials;
o Adobe curriculum for Photoshop and Dreamweaver;
o Microsoft certification standards;
Department of Education, Office of Career‐ Technical Education in Oklahoma, Illinois and
New Jersey;
itWORKS.OHIO;
SkillsUSA;
Business Professionals of America (BPA);
Partnership for 21st Century Skills;
Career‐ Technical Transfer Assurance Guides (CTAGs);
University System of Ohio Academic Program Guide; and
Ohio Industry Employment Projections Report, 2008‐ 18.

Futuring Panel

On May 23, 2012, the Information Technology futuring panel brought together key
business and industry representatives from across the state to advise the Ohio
Department of Education on trends impacting the Information Technology career
field. The participants were asked to share their perceptions on changes in the
workplace, employment trends, changes in technical skill requirements, needed
workplace readiness skills and available industry‐ recognized standards and
credentials. This feedback was used to develop and streamline the standards
document into what is most demanded by the labor market.
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Validation Panel

On December 11, 2012, and January 23, 2013, a diverse group of Ohio business
and industry representatives participated in panels to validate and rate the
importance of the work‐ related competencies in the draft standards document.
Drawn from various sectors and regions of the state, the panels identified what
employees should know and be able to do in the four Information Technology
pathways. Secondary and postsecondary education representatives participated on
the panels to gain an understanding of the standards development process as well as
to provide their perspective to the business representatives, when needed.
Postsecondary Alignment

The goal of the Secondary Career‐ Technical Alignment Initiative (SCTAI) was
to develop new statewide Career‐ Technical Assurance Guides (CTAGs) for
secondary career‐ technical institutions using the combined process of the Ohio
Board of Regents’ CTAG development process with the Ohio Department of
Education’s Career Field Technical Content Standards development process. The
result of this collaboration was a tighter alignment between secondary career‐
technical and postsecondary content and the development of pathways that
encourage college‐ going and increase statewide postsecondary options for career
technical students. For more information on CTAGs and opportunities for
statewide postsecondary articulated transfer credit, visit https://student‐
transfer.ohiohighered.org.
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Futuring Panel Contributors

Carol DelGrosso
Chief Creative
Officer Milenthal
DelGrosso
Columbus, OH
Robert Haas

Associate
Dean/Professor
Marion
Technical
College Marion, OH

May 23, 2012
Jim Morrison

Director of
Communications
American Greetings
Cleveland, OH
Don Plummer
Consultant
Reynoldsburg,
OH

Education Leaders
Michelle Blaney

Ohio Board of
Regents Columbus,
OH

Thomas Dulaney

Associate Professor
Eastern Gateway Community
College Steubenville, OH

Chris Boyan

Interactive Media
Instructor Wayne County
Career Center
Smithville, OH
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Development Contributors

Information Support and Services
JC Bertolini

Security
Administrator
Ohio Department of
Education Columbus, OH

Bill Souder

Administrator, Adult Workforce
Education
Ohio Board of
Regents Columbus,
OH

Brad Ely

Instructor
Cuyahoga Falls High
School Cuyahoga Falls,
OH
Nate Greene

Instructor
Knox County Career
Center Mt. Vernon, OH
Melinda O’Connor

Instructor
Mentor High
School Mentor,
OH

Amy Sugden

Instructor
Miami Valley Career Technology
Center Clayton, OH
Mark Vukovic

Instructor
Lakewood High
School Lakewood,
OH
Mike Wilson

Instructor
Miami Valley Career Technology
Center Clayton, OH

Thomas O’Neill

Instructor
Butler Technology and Career
Development Schools
Hamilton, OH
Interactive Media
JC Bertolini

Security Administrator
Ohio Department of
Education Columbus, OH
Vince Bologna

Instructor
Medina County Career
Center Medina, OH
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Josh Galligan

Instructor
Delaware Area Career
Center Delaware, OH
Steve Galloway

Program Developer
Ohio Department of
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and
Correcti
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Orient, OH
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Brad Wright

Darren Kennedy

Instructor
Career and Technology Education
Centers Newark, OH

Instructor
Medina County Career
Center Medina, OH

Don Plummer
Consultant
Reynoldsburg,
OH

Network Systems
JC Bertolini

Security Administrator
Ohio Department of
Education Columbus, OH
Floyd Collins

Instructor
Vanguard‐ Sentinel Career and
Technology Centers
Tiffin, OH

Greg Felix

Instructor
Live Oaks Career
Campus Milford, OH
Randy Moore

Instructor
Delaware Area Career
Center Delaware, OH
Mary Trudgeon

Rick Doerr

Instructor
Tolles Career and Technical
Center Plain City, OH

Instructor
Ohio Hi‐ Point Career
Center Bellefontaine,
OH
Programming and Software Development

Paige Cromwell

Paige Cromwell

Instructor

Instructor

Ohio Hi‐ Point Career
Center Bellefontaine,
OH

JC Bertolini

Security Administrator
Ohio Department of Education
Columbus, OH

Mary Insabella

Postsecondary Faculty
Columbus State Community
College Columbus, OH
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Ohio Hi‐ Point
Career Center
Bellefontaine,
OH
Melissa Goodall

Instructor
Miami Valley Career
Technology Center
Clayton, OH
Pat Opong

Postsecondary Faculty
Columbus State
Community College
Columbus, OH
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Validation Panel Contributors

December 11, 2012, and January 23, 2013
Information Support and Services

Toby Bowling
IT Manager
Path forward
IT Cincinnati,
OH

Andy Chileski

Chief Information Officer
(CIO) Berger Health
Systems Circleville, OH
Lara Hauswirth

IT/Marketing
Kingston National
Bank Kingston, OH
Geoff Fauver

Senior Architect
Information Control Corporation
(ICC) Ohio Columbus, OH

Clint
Holliday

Director of
Technology Path
forward IT
Cincinnati, OH
Rodger Orr
Infrastructure
Manager Park
National Bank
Newark, OH
Eric Wortman
Broadcast Engineer
E‐ Tech Ohio
Columbus, OH

Interactive Media
Kristine Henige

Technical Writer
Advertising Art Kettering,
OH

Steve Galloway

Training Developer
Ohio Department of Rehabilitation
and Correction
Orient, OH
Brad Griffith

Web Engineer
Buckeye
Interactive New
Albany, OH
Ricardo Thompsen

Web Designer and
Developer School of
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Parker‐
Hannefin
Cleveland,
OH
Seth Spicer

Chief Executive Officer
(CEO) SesKey
Computers
Middletown, OH
Shane Spicer

Education Tech Consultant
Instructional Technology Services of
Central Ohio, Inc.
Westerville, OH
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Network Systems
JC Bertolini

IT Manager
Ohio Deptartment of
Education Columbus, OH
Chad Bigler

Sr. Coordinator of Information
Technology Design Central
Columbus, OH

Michael McAlear

IT Consultant
Unicon
International
Columbus, OH
Dennis Mitchell

Network Infrasturcture
Ohio Department of Rehabilitation
and Correction
Columbus, OH

Aaron Brongersma

Computer Systems
Administrator Clear Channel
Radio
Cincinnati, OH
Craig Chavis
Owner/Principal Consultant
Chave Consulting

Grove City, OH

Tim Theophilus
IT/Managed Services
Info‐ Link
Technologies Mount
Vernon, OH
John Wiseman

PC Service and
Networking TCR
Services
Pickerington, OH
Programming and Software Development

Rick Bodey

Web Development
Engineer Backspace
Group
Akron, OH

Janice Kijak
Greg Jarrett Software Developer
Robert Half Columbus, OH

Mike Carmack

IT Director
Ohio Department of
Education Columbus, OH
Keith Hare

Database
Consultant JCC
Consulting
Granville, OH
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Education Leaders
Rick Doerr

Instructor
Tolles Career and Technical
Center Plain City, OH
Thomas Dulaney

Associate Professor
Eastern Gateway Community
College Steubenville, OH

Melinda O’Connor

Instructor
Mentor High
School Mentor,
OH
Tom O’Neil

Instructor
Butler Technology and Career
Development Centers
Hamilton, OH

Tony Hills

Faculty
Northwest State Community
College Archbold, OH

Bob Sherman

Professor
Sinclair Community
College Dayton, OH

Mary Leonard

Instructor
Springfield‐ Clark Career Technology
Center Springfield, OH

Information

Jamilah Jones
Tucker Ohio Board of
Regents Columbus,
OH
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Career Pathways Definitions

The Information Technology Career Field prepares students for careers in
Information Support and Services (ISS), Interactive Media (IM), Network Systems
(NS) and Programming and Software Development (PSD).
Information Support and Services

Information Support and Services program areas will prepare students for careers
dealing with information technology (i.e., operations, support,
deployment/integration). Students will gain the necessary technical and academic
skills to implement computer systems and software, provide technical assistance
and manage information systems.
Careers for which this pathway prepares students include:

Application Support
Specialist Computer
Support Specialist Help
Desk Technician
Product Support Engineer
Postsecondary majors for which this pathway prepares students include:

Computer and Information Sciences and Support
Services Computer Science
Computer Software and Media
Applications Information Services
Interactive Media

Interactive Media program areas will prepare students for careers using multimedia
technology to develop online products for business, training, entertainment,
communications and marketing. Students will gain the necessary technical and
academic skills to create, design and produce interactive media products and
services.
Careers for which this pathway prepares students include:

Desktop Publisher
Multimedia
Specialist
Webmaster
Website Developer
Postsecondary majors for which this pathway prepares students include:

Digital Communication and Media/Multimedia
Digital/Multimedia and Information Resources
Design Prepress/Desktop Publishing and Digital
Information
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Imaging Design Web/Multimedia Management
and Webmaster
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Network Systems

Network Systems program areas will prepare students for careers dealing with
network systems analysis, planning and implementation. Students will gain the
necessary technical and academic skills to design, install, maintain and manage
network systems.
Careers for which this pathway prepares students include:

Cyber Security Specialist
Network Technician
Operations Technician
Systems Integration
Advisor
Postsecondary majors for which this pathway prepares students include:

Computer Engineering
Integrated Media and
Technology Project
Management
Telecommunications
Programming and Software Development

Programming and Software Development program areas will prepare students for
careers using technical and academic skills to design, develop, test, document,
implement and maintain computer software and database systems.
Careers for which this pathway prepares students include:

Application Developer
Application Support
Specialist Database
Administrator Database
Designer
Postsecondary majors for which this pathway prepares students include:

Computer Science
Information
Science/Studies Software
Engineering
Video Game Development
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Strand/Outcome Pathway Chart

An “X” indicates that the pathway applies to the outcome.

Information

Network Systems

Programming and
Software

Strand 1: Business Operations/21st Century
page 2
Skills
Outcome 1.1: Employability Skills
Outcome 1.2: Leadership and Communications
Outcome 1.3: Business Ethics and Law
Outcome 1.4: Knowledge Management and Information
Technology
Outcome 1.5: Global Environment
Outcome 1.6: Business Literacy
Outcome 1.7: Entrepreneurship/Entrepreneurs
Outcome 1.8: Operations Management
Outcome 1.9: Financial Management
Outcome 1.10: Sales and Marketing
Outcome 1.11: Principles of Business Economics
Strand 2: IT Fundamentals
page 12
Outcome 2.1: Security, Risks, and Safeguards
Outcome 2.2: Networking Fundamentals
Outcome 2.3: Data Encoding
Outcome 2.4: Emerging Technologies
Outcome 2.5: Operating Systems
Outcome 2.6: Installation and Configuration
Outcome 2.7: Web Architecture
Outcome 2.8: Databases
Outcome 2.9: Project Concept Proposal
Outcome 2.10: Equipment
Outcome 2.11: Troubleshooting
Outcome 2.12: Performance Tests and Acceptance Plans
Outcome 2.13: Rollout and Handoff
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Strand/Outcome

Interactive Media

Pathway

Page
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X
X
X
X
X

Network Systems

Strand 3: Information Security
page 19
Outcome 3.1: Components of Information Security
Outcome 3.2: General Security Compliance
Outcome 3.3: Network Security
Outcome 3.4: Multilayer Defense Structure
Outcome 3.5: Wireless Security
Strand 4: Infrastructure Systems
page 22
Outcome 4.1: Network Infrastructure
Outcome 4.2: Open Systems Interconnection
Outcome 4.3: Network Media
Outcome 4.4: Wireless Communications
Outcome 4.5: Wireless Network Solutions
Outcome 4.6: Network Protocols
Outcome 4.7: Transmission Control Protocol/Internet
Protocol (TCP/IP)
Outcome 4.8: Network Architecture
Outcome 4.9: Network Operating Systems
Outcome 4.10: Network Administration
Outcome 4.11: Cloud Computing
Outcome 4.12: Wide Area Network
Outcome 4.13: Disaster Recovery
Strand 5: Programming and Software
page 30
Systems
Outcome 5.1: Programming Concepts
Outcome 5.2: Computational and String Operations
Outcome 5.3: Logical Operations and Control Structures
Outcome 5.4: Integrated Development Environment
Outcome 5.5: Programming Conventions
Outcome 5.6: Software Development Lifecycle
Outcome 5.7: Configuration Management
Strand 6: Web Development
page 34
Outcome 6.1: Web pages

Interactive Media

Strand/Outcome

Information
Support and
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Pathway

X
X
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X
X
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X

X

X

X

X
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Outcome 6.2: Links and Multimedia
Outcome 6.3: Scripting
Outcome 6.4: Web Forms
Outcome 6.5: Websites
Strand 7: Digital Media
page 37
Outcome 7.1: Interactive Media
Outcome 7.2: Multimedia Tools
Outcome 7.3: Production
Outcome 7.4: Graphics
Outcome 7.5: Typography
Outcome 7.6: Animation
Outcome 7.7: Video
Outcome 7.8: Audio
Outcome 7.9: Photographs
Strand 8: Databases
page 42
Outcome 8.1: Data Modeling
Outcome 8.2: Design and Creation
Outcome 8.3: Data Entry and Access
Outcome 8.4: Database Management
Total Outcomes by Pathway:
Total Outcomes:
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INFORMATION TECHNOLOGY

CAREER FIELD
TECHNICAL CONTENT
STANDARDS

STRANDS 1‐ 8
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Strand 1.

Business Operations/21st Century Skills

Learners apply principles of economics, business management, marketing, and
employability in an entrepreneur, manager, and employee role to the leadership,
planning, developing, and analyzing of business enterprises related to the career
field.
Outcome 1.1.

Employability Skills

Develop career awareness and employability skills (e.g., face‐ to‐ face, online)
needed for gaining and maintaining employment in diverse business settings.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.1.1.
1.1.2.
1.1.3.
1.1.4.
1.1.5.
1.1.6.
1.1.7.
1.1.8.
1.1.9.
1.1.10.
1.1.11.
1.1.12.

Identify the knowledge, skills, and abilities necessary to succeed in careers.
Identify the scope of career opportunities and the requirements for education, training,
certification, licensure, and experience.
Develop a career plan that reflects career interests, pathways, and secondary and
postsecondary options.
Describe the role and function of professional organizations, industry associations, and
organized labor and use networking techniques to develop and maintain professional
relationships.
Develop strategies for self‐ promotion in the hiring process (e.g., filling out job
applications, resumé writing, interviewing skills, portfolio development).
Explain the importance of work ethic, accountability, and responsibility and demonstrate
associated behaviors in fulfilling personal, community, and workplace roles.
Apply problem‐ solving and critical‐ thinking skills to work‐ related issues when making
decisions and formulating solutions.
Identify the correlation between emotions, behavior, and appearance and manage those to
establish and maintain professionalism.
Give and receive constructive feedback to improve work habits.
Adapt personal coping skills to adjust to taxing workplace demands.
Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits, and abusive
behavior.
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Outcome 1.2.

Leadership and Communications

Process, maintain, evaluate, and disseminate information in a business. Develop
leadership and team building to promote collaboration.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.2.1.
1.2.2.
1.2.3.
1.2.4.
1.2.5.
1.2.6.
1.2.7.
1.2.8.
1.2.9.

1.2.10.
1.2.11.
1.2.12.
1.2.13.
1.2.14.

Extract relevant, valid information from materials and cite sources of information.
Deliver formal and informal presentations.
Identify and use verbal, nonverbal, and active listening skills to communicate effectively.
Use negotiation and conflict‐ resolution skills to reach solutions.
Communicate information (e.g., directions, ideas, vision, workplace expectations) for an
intended audience and purpose.
Use proper grammar and expression in all aspects of communication.
Use problem‐ solving and consensus‐ building techniques to draw conclusions and
determine next steps.
Identify the strengths, weaknesses, and characteristics of leadership styles that influence
internal and external workplace relationships.
Identify advantages and disadvantages involving digital and/or electronic communications
(e.g., common content for large audience, control of tone, speed, cost, lack of non‐ verbal
cues, potential for forwarding information, longevity).
Use interpersonal skills to provide group leadership, promote collaboration, and work in a
team.
Write professional correspondence, documents, job applications, and resumés.
Use technical writing skills to complete forms and create reports.
Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.
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Outcome 1.3.

Business Ethics and Law

Analyze how professional, ethical, and legal behavior contributes to continuous
improvement in organizational performance and regulatory compliance.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.3.1.
1.3.2.
1.3.3.
1.3.4.
1.3.5.

1.3.6.

1.3.7.

1.3.8.
1.3.9.

Analyze how regulatory compliance affects business operations and organizational
performance.
Follow protocols and practices necessary to maintain a clean, safe, and healthy work
environment.
Use ethical character traits consistent with workplace standards (e.g., honesty, personal
integrity, compassion, justice).
Identify how federal and state consumer protection laws affect products and services.
Access and implement safety compliance measures (e.g., quality assurance information, safety
data sheets [SDSs], product safety data sheets [PSDSs], United States Environmental
Protection Agency [EPA], United States Occupational Safety and Health Administration
[OSHA]) that contribute to the continuous improvement of the organization.
Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door‐ to‐ door
sales, deceptive service estimates, fraudulent misrepresentations) and their overall impact on
organizational performance.
Identify the labor laws that affect employment and the consequences of noncompliance for
both employee and employer (e.g., harassment, labor, employment, employment interview,
testing, minor labor laws, Americans with Disabilities Act, Fair Labor Standards Acts, Equal
Employment Opportunity Commission [EEOC]).
Verify compliance with computer and intellectual property laws and regulations.
Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational, and professional ethical standards.
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Outcome 1.4.

Knowledge Management and Information Technology

Demonstrate current and emerging strategies and technologies used to collect,
analyze, record, and share information in business operations.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.4.1.
1.4.2.
1.4.3.

1.4.4.
1.4.5.
1.4.6.
1.4.7.
1.4.8.

Use office equipment to communicate (e.g., phone, radio equipment, fax machine, scanner,
public address systems).
Select and use software applications to locate, record, analyze, and present information (e.g.,
word processing, e‐ mail, spreadsheet, databases, presentation, Internet search engines).
Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access,
accuracy issues, client and patient record confidentiality) pertaining to technology specific to
the industry pathway.
Use system hardware to support software applications.
Use information technology tools to maintain, secure, and monitor business records.
Use an electronic database to access and create business and technical information.
Use personal information management and productivity applications to optimize assigned
tasks (e.g., lists, calendars, address books).
Use electronic media to communicate and follow network etiquette guidelines.

Outcome 1.5.

Global Environment

Evaluate how beliefs, values, attitudes, and behaviors influence organizational
strategies and goals.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.5.1.
1.5.2.
1.5.3.
1.5.4.
1.5.5.
1.5.6.
1.5.7.
1.5.8.

Describe how cultural understanding, cultural intelligence skills, and continual awareness are
interdependent.
Describe how cultural intelligence skills influence the overall success and survival of
an organization.
Use cultural intelligence to interact with individuals from diverse cultural settings.
Recognize barriers in cross‐ cultural relationships and implement behavioral adjustments.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
Analyze work tasks for understanding and interpretation from a different cultural perspective.
Use intercultural communication skills to exchange ideas and create meaning.
Identify how multicultural teaming and globalization can foster development of new and
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improved products and services and recognition of new opportunities.
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Outcome 1.6.

Business Literacy

Develop foundational skills and knowledge in entrepreneurship, financial literacy,
and business operations.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.6.1.
1.6.2.
1.6.3.
1.6.4.
1.6.5.
1.6.6.
1.6.7.
1.6.8.
1.6.9.
1.6.10.
1.6.11.
1.6.12.

Identify business opportunities.
Assess the reality of becoming an entrepreneur, including advantages and disadvantages (e.g.,
risk versus reward, reasons for success and failure).
Explain the importance of planning your business.
Identify types of businesses, ownership, and entities (i.e., individual proprietorships,
partnerships, corporations, cooperatives, public, private, profit, not‐ for‐ profit).
Describe organizational structure, chain of command, the roles and responsibilities of the
organizational departments, and interdepartmental interactions.
Identify the target market served by the organization, the niche that the organization fills, and
an outlook of the industry.
Identify the effect of supply and demand on products and services.
Identify the features and benefits that make an organization’s product or service competitive.
Explain how the performance of an employee, a department, and an organization is assessed.
Describe the impact of globalization on an enterprise ororganization.
Describe how all business activities of an organization work within the parameters of a
budget.
Describe classifications of employee benefits, rights, deductions, andcompensations.
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Outcome 1.7.

Entrepreneurship/Entrepreneurs

Analyze the environment in which a business operates and the economic
factors and opportunities associated with self‐ employment.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.7.1.
1.7.2.
1.7.3.
1.7.4.
1.7.5.
1.7.6.
1.7.7.
1.7.8.
1.7.9.
1.7.10.

1.7.11.
1.7.12.
1.7.13.

Compare and contrast the four types of business ownership (i.e., individual proprietorships,
partnerships, corporations, cooperatives).
Explain the role of profit as the incentive to entrepreneursin a market economy.
Identify the factors that contribute to the success and failure of entrepreneurial ventures.
Assess the roles of nonprofit and for‐ profit businesses.
Develop a business plan.
Describe life cycles of an entrepreneurial business and an entrepreneur.
Create a list of personal strengths, weaknesses, skills, and abilities needed to be successful as
an entrepreneur.
Explain pathways used to become an entrepreneur.
Conduct a self‐ assessment to determine entrepreneurial potential.
Describe techniques for obtaining experience (e.g., apprenticeship, co‐ operative [co‐
op] education, work placement, internship, job shadowing) related to an entrepreneurial
objective.
Identify initial steps in establishing a business (e.g., limited liability company [LLC], tax
ID, permits, insurance, licensing).
Identify resources available to entrepreneurs (e.g., Small Business Administration, mentors,
information resources, educational opportunities).
Protect intellectual property and knowledge (e.g., copyright, patent, trademark, trade secrets,
processes).
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Outcome 1.8.

Operations Management

Plan, organize, and monitor an organization or department to maximize
contribution to organizational goals and objectives.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.8.1.
1.8.2.
1.8.3.
1.8.4.
1.8.5.
1.8.6.

1.8.7.
1.8.8.
1.8.9.
1.8.10.

Forecast future resources and budgetary needs using financial documents (e.g., balance sheet,
demand forecasting, financial ratios).
Select and organize resources to develop a product or a service.
Analyze the performance of organizational activities and reallocate resources to achieve
established goals.
Identify alternative actions to take when goals are not met (e.g., changing goals, changing
strategies, efficiencies).
Use inventory and control systems to purchase materials, supplies, and equipment (e.g., Last
In, First Out [LIFO]; First In, First Out [FIFO]; Just in Time [JIT]; LEAN).
Identify the advantages and disadvantages of carrying cost and Just‐ in‐ Time (JIT)
production systems and the effects of maintaining inventory (e.g., perishable, shrinkage,
insurance) on profitability.
Collect information and feedback to help assess the organization’s strategic planning and
policymaking processes.
Identify routine activities for maintaining business facilities and equipment.
Develop a budget that reflects the strategies and goals of the organization.
Analyze how business management and environmental management systems (e.g., health,
safety) contribute to continuous improvement and sustainability.
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Outcome 1.9.

Financial Management

Use financial tools, strategies, and systems to develop, monitor, and control the use
of financial resources to ensure personal and business financial well‐ being.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.9.1.
1.9.2.
1.9.3.
1.9.4.
1.9.5.
1.9.6.
1.9.7.
1.9.8.
1.9.9.
1.9.10.

Create, analyze, and interpret financial documents (e.g., budgets, income statements).
Identify tax obligations.
Review and summarize savings, investment strategies, and purchasing options (e.g., cash,
lease, finance, stocks, bonds).
Identify credit types and their uses in order to establish credit.
Identify ways to avoid or correct debt problems.
Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect
access to loans.
Review and summarize categories (types) of insurance and identify how insurances can reduce
financial risk.
Identify income sources and expenditures.
Compare and contrast different banking services available through financial institutions.
Identify the role of depreciation in tax planning and liability.
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Outcome 1.10.

Sales and Marketing

Manage pricing, place, promotion, packaging, positioning, and public relations
to improve quality customer service.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.10.1.
1.10.2.
1.10.3.
1.10.4.
1.10.5.
1.10.6.
1.10.7.
1.10.8.
1.10.9.
1.10.10.

Identify how the roles of sales, advertising, and public relations contribute to a company’s
brand.
Determine the customer's needs and identify solutions.
Communicate features, benefits, and warranties of a product or service to the customer.
Identify the company policies and procedures for initiating product and service improvements.
Monitor customer expectations and determine product/service satisfaction by using
measurement tools.
Discuss the importance of correct pricing to support a product’s or service’s positioning in the
marketing mix.
Describe the importance and diversity of distribution channels (i.e., direct, indirect) to sell a
product.
Use promotional techniques to maximize sales revenues (e.g., advertising, sales promotions,
publicity, public relations).
Describe how product mix (e.g., product line, product items, bundling) maximizes sales
revenues, market, share, and profit margin.
Demonstrate sales techniques.
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Outcome 1.11.

Principles of Business Economics

Examine and employ economic principles, concepts, and policies to accomplish
organizational goals and objectives.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
1.11.1.
1.11.2.
1.11.3.
1.11.4.
1.11.5.
1.11.6.
1.11.7.
1.11.8.
1.11.9.

Identify the economic principles that guide geographic location of an industry's facilities (e.g.,
relative scarcity, price, quantity of products and services).
Identify the difference between monetary and nonmonetary incentives and explain how
changes in incentives cause changes in behavior.
Use economic indicators to identify economic trends and conditions (e.g., inflation, interest
rate fluctuations, unemployment rates).
Determine how the quality, quantity, and pricing of goods and services are affected by
domestic and international competition in a market economy.
Analyze factors that affect currency and exchange rates.
Explain how financial markets and government policies influence interest rates (credit
ratings/debt ceiling), trade deficits, and unemployment.
Describe how economic performance and culture are interdependent.
Identify the relationships between economy, society, and environment that lead to
sustainability.
Describe how laws and regulations influence domestic and international trade.
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Strand 2.

IT Fundamentals

Learners apply fundamental principles of IT, including the history of IT and its
impact on society, common industry terms, systems theory, information storage and
retrieval, database management, and computer hardware, software, and peripheral
device configuration and installation. This base of knowledge and skills may be
applied across the career field.
Outcome 2.1.

Security, Risks, and Safeguards

Describe the need for security and explain security risks and security safeguards.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.1.1.
2.1.2.
2.1.3.
2.1.4.
2.1.5.
2.1.6.
2.1.7.
2.1.8.
2.1.9.
2.1.10.
2.1.11.
2.1.12.
2.1.13.

Explain the need for confidentiality, integrity, and availability (CIA) of information.
Describe authentication, authorization, and auditing.
Describe multilevel security.
Identify security risks and describe associated safeguards and methodologies (e.g., auditing).
Describe major threats to computer systems (e.g., internal threats, viruses, worms, spyware,
malware, ransomware, spoofing, hacking).
Describe the components of the physical environment (e.g., wiring closets, server rooms) and
physical security systems.
Describe the need for security in networking.
Describe the need for security in application development.
Track and catalogue physical assets.
Describe computer forensics, its importance in information security and cybersecurity, and its
relevance to law enforcement.
Identify the need for personal security in digital information and describe how personal
information can be safeguarded.
Practice information security per job requirements.
Describe privacy security compliance on systems (e.g., Health Insurance Portability and
Accountability Act [HIPAA], Payment Card Industry [PCI], Sarbanes‐ Oxley Act [SOX],
Americans with Disabilities Act [ADA]).
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Outcome 2.2.

Networking Fundamentals

Apply networking fundamentals to infrastructure systems.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.2.1.
2.2.2.
2.2.3.

2.2.4.
2.2.5.

2.2.6.
2.2.7.
2.2.8.

Differentiate between Local Area Networks (LANs), Wide Area Networks (WANs),
Wireless Local Area Networks (WLANs), and Near Field Communication (NFC).
Select the basic point‐ to‐ point (PTP) and point‐ to‐ multipoint (PTMP) network topologies
(e.g., star, ring, tree, network, mesh, irregular) and broadband and baseband transmission
methods.
Select network storage techniques (e.g., fiber channel, Internet Small Computer System
Interface [iSCSI], Internet Protocol [IP], Fiber Channel over Ethernet [FCoE], Serial
Attached SCSI [SAS], Network File Systems [NFS], Network Attached Storage/Server
Message Blocks [NAS/SMB], Redundant Array of Inexpensive Disks [RAID]).
Differentiate between the Internet, intranets, and extranets.
Identify and apply Transmission Control Protocol and Internet Protocol (TCP/IP), Internet
Protocol Version 4 (IPv4), Internet Protocol Version 6 (IPv6) applications and services (e.g.,
rlogin, Simple Mail Transfer Protocol [SMTP], Telecommunications Network [Telnet], File
Transfer Protocol [FTP], Domain Name System [DNS], Network File System [NFS], Voice
over Internet Protocol [VoIP], Internet Control Message Protocol [ICMP]).
Differentiate between cable types (e.g., fiber optic, twisted pair, coaxial) and interfaces.
Identify the top‐ level domains (e.g., .gov, .com, .edu).
Describe the characteristics and uses of networks, network devices, and components (e.g.,
hubs, switches, routers, firewalls).

Outcome 2.3.

Data Encoding

Explain and describe data encoding basics.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.3.1.
2.3.2.

Identify and explain coding information and representation of characters (e.g., American
Standard Code for Information Interchange [ASCII], Extended Binary Coded Decimal
Interchange Code [EBCDIC], Unicode).
Convert between numbering systems (e.g., binary, hexadecimal, decimal).

Information

Page

Outcome 2.4.

Emerging Technologies

Identify trending technologies, their fundamental architecture, and their
value in the marketplace.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.4.1.
2.4.2.
2.4.3.

Investigate the scope and the impact of mobile computing environments on society.
Describe the differences, advantages, and limitations of cloud computing (e.g., public cloud,
private cloud, hybrid cloud) and on‐ premisescomputing.
Utilize cloud computing applications (e.g., services, applications, virtual environments).

Outcome 2.5.

Operating Systems

Maintain operating systems (OSs).
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.5.1.
2.5.2.
2.5.3.
2.5.4.
2.5.5.
2.5.6.
2.5.7.

Compare and contrast OSs for computer hardware (e.g., personal computers, servers,
mainframes, and mobile devices).
Describe virtual machines and why they are used.
Identify the properties of open and proprietary systems.
Maintain file structures in an OS.
Use system utilities to maintain an OS.
Describe OS interfaces (e.g., command line, Graphic User Interface [GUI]).
Install and test updates and patches to OSs.
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Outcome 2.6.

Installation and Configuration

Install and configure hardware and software.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.6.1.
2.6.2.
2.6.3.
2.6.4.
2.6.5.
2.6.6.
2.6.7.
2.6.8.

Comply with license agreements for software and hardware and describe the consequences of
noncompliance.
Identify hardware requirements for software applications.
Verify software compatibility and troubleshoot any software incompatibility.
Install and test new software and software upgrades on stand‐ alone, mobile, and networked
systems.
Preserve, convert, or migrate existing data files to a new format.
Determine compatibility of software and hardware and resolve any conflicts.
Install and test hardware peripherals.
Document the installation and configuration of hardware and software.

Outcome 2.7.

Web Architecture

Explain the fundamentals of delivering information and applications using web
architecture.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.7.1.
2.7.2.
2.7.3.
2.7.4.
2.7.5.
2.7.6.
2.7.7.
2.7.8.

Describe methods of securely transmitting data.
Describe ways to present data (e.g., mobile applications, desktop applications, web
applications).
Differentiate between a client and a server.
Identify how the use of different browsers and devices affects the look of a webpage.
Explain the relationship between data transmission volumes, bandwidth, andlatency.
Describe the characteristics and use of browser plug‐ ins.
Compare the advantages and disadvantages of running an in‐ house server or using a service
provider.
Describe the difference between static and dynamic sites and the reasons for usingeach.
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Outcome 2.8.

Databases

Describe the fundamentals of databases.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.8.1.
2.8.2.
2.8.3.
2.8.4.
2.8.5.
2.8.6.
2.8.7.
2.8.8.
2.8.9.

Identify emerging database technology (e.g., Not only Structured Query Language
[NoSQL], New Structured Query Language [NewSQL], graph databases).
Identify the purpose and uses of a database.
Compare and contrast databases (e.g., flat file,hierarchical, relational).
Describe the elements of a database (e.g., table, record/row, field, relationships,
transactions).
Describe the elements of a database user interface (e.g., form, queries, filters, reports).
Describe the uses of a Database Management System (DBMS).
Describe how data can be stored in and extracted from a database.
Explain the importance of data integrity and security.
Differentiate between a front‐ end interface and a back‐ end database.

Outcome 2.9.

Project Concept Proposal

Develop a project concept proposal.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.9.1.
2.9.2.
2.9.3.
2.9.4.
2.9.5.
2.9.6.

Identify and incorporate branding strategies.
Determine the scope and purpose of the project.
Determine the target audience, client needs, expected outcomes, objectives, and budget.
Develop a conceptual model and design brief for the project.
Develop a timeline, a communication plan, a task breakdown, costs (e.g., equipment, labor),
deliverables, and responsibilities for completion.
Develop and present a comprehensive proposal to stakeholders.
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Outcome 2.10.

Equipment

Select, operate, and maintain equipment.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.10.1.
2.10.2.
2.10.3.
2.10.4.
2.10.5.
2.10.6.
2.10.7.
2.10.8.
2.10.9.

Identify hardware platforms, configurations, and support models.
Identify processor, memory, and storage requirements.
Identify architecture requirements.
Identify software application requirements.
Prepare and operate equipment per project design specifications.
Monitor equipment operation and troubleshoot issues and problems.
Backup, archive, and manage data.
Prepare equipment for storage or decommissioning.
Perform routine maintenance per manufacturerspecifications.

Outcome 2.11.

Troubleshooting

Select and apply troubleshooting methodologies for problem solving.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.11.1.
2.11.2.
2.11.3.
2.11.4.
2.11.5.
2.11.6.
2.11.7.
2.11.8.

Identify the problem.
Select troubleshooting methodology (e.g., top down, bottom up, follow the path, spot the
differences).
Investigate symptoms based on the selected methodology.
Gather and analyze data about the problem.
Design a solution.
Test a solution.
Implement a solution.
Document the problem and the verified solution.
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Outcome 2.12.

Performance Tests and Acceptance Plans

Develop performance tests and acceptance plans.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.12.1.
2.12.2.
2.12.3.
2.12.4.
2.12.5.
2.12.6.

Create a written procedure agreed by the stakeholders and project team for determining the
acceptability of the project deliverables.
Develop a test system that accurately mimics external interfaces.
Develop test cases that are realistic, compare with expected performance, and include
targeted platforms and device types.
Develop, perform, and document usability and testing integration.
Make corrections indicated by test results.
Seek stakeholder acceptance upon successful completion of the test plan.

Outcome 2.13.

Rollout and Handoff

Plan rollout and facilitate handoff to customer.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
2.13.1.
2.13.2.
2.13.3.
2.13.4.
2.13.5.
2.13.6.

Include overall project goals and timelines in the rollout plan.
Communicate rollout plans to key stakeholders in a timely manner.
Conduct final review and approvals according to company standards.
Identify support staff, training needs, and contingency plans in the rollout plan.
Test delivered application to assure that it is fully functional for the customer or user and
meets all requirements.
Deliver support and training materials.
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Strand 3.

Information Security

Learners apply principles of information security to implement and maintain
security compliance and network security. Learners select components and
mechanisms required for a multilayer defense structure and evaluate and minimize
security risks to wired and wireless networks and devices.
Outcome 3.1.

Components of Information Security

Describe the components associated with information security systems.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
3.1.1.
3.1.2.
3.1.3.
3.1.4.
3.1.5.

Differentiate between authentication and authorization.
Compare and contrast authentication techniques (e.g., single factor, multifactor, passwords,
biometrics, certificates, Radio Frequency Identification [RFID] cards).
Compare and contrast methods of achieving information assurance and integrity and
confidentiality (e.g., digital signatures, digital certifications, hashing algorithms, encryption).
Describe Virtual Private Networks (VPNs) using tunneling protocols (e.g., Layer 2
Tunneling Protocol [L2TP], Secure Socket Tunneling Protocol [SSTP], Point‐ to‐ Point
Tunneling Protocol [PPTP]) and encrypting techniques).
Discuss the role of certificate authorities (CAs) and Public Key Infrastructure (PKI).

Outcome 3.2.

General Security Compliance

Implement and maintain general security compliance.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
3.2.1.
3.2.2.
3.2.3.
3.2.4.
3.2.5.
3.2.6.
3.2.7.
3.2.8.

Identify and implement data and application security.
Implement backup and verification procedures (e.g., tape, disk, cloud).
Describe and assign permissions (e.g., read‐ only, read‐ write).
Provide user authentication (e.g., assign and reset user accounts and passwords).
Install, test, implement, and update virus and malware detection and protection software.
Identify sources of virus and malware infection and remove viruses and malware.
Provide documentation, training, and support to users on established security procedures.
Identify the need for disaster recovery policies and procedures.
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Outcome 3.3.

Network Security

Implement and maintain network security.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
3.3.1.
3.3.2.
3.3.3.
3.3.4.
3.3.5.
3.3.6.
3.3.7.

Describe network security policies (e.g., acceptable use policy).
Identify security appliances and describe the role of each in a networked environment.
Devise account administration functions to support network security.
Describe Access Control Lists (ACLs) and explain why they are used.
Assess risks based on vulnerability of the organization, likelihood of risk, and impact on the
organization.
Describe patch management and its purposes.
Train users in network security procedures.

Outcome 3.4.

Multilayer Defense Structure

Explain information technology mechanisms as they apply to a multilayer defense
structure.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
3.4.1.
3.4.2.
3.4.3.
3.4.4.

Describe available systems for intrusion prevention, detection, and mitigation.
Review system log files to identify security risks.
Compare and contrast network analysis software (e.g., network analyzer) and hardware tools
to identify security risks and vulnerabilities.
Identify the components of human security (e.g., social engineering) and techniques to
mitigate human security threats (e.g., policies, procedures, training).

Information

Page

Outcome 3.5.

Wireless Security

Implement secure wireless networks.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
3.5.1.
3.5.2.

3.5.3.
3.5.4.
3.5.5.
3.5.6.

Describe wireless security risks (e.g., unauthorized access) and how to mitigate them.
Compare and contrast methods of increasing the security of wireless networks and devices
(e.g., Media Access Control [MAC] address filtering, Wired Equivalent Privacy [WEP],
Wi‐ Fi Protected Access [WPA], 802.1x, Remote Authentication Dial In User Service
[RADIUS]).
Identify security enhancements provided by Institute of Electrical and Electronics Engineers
(IEEE) 802.11(x).
Describe practices and policies for preventing and detecting installation of rogue networks.
Describe security practices and policies for personal devices.
Implement and test the security of a wireless network.
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Strand 4.

Infrastructure Systems

Learners apply principles of networking and infrastructure related to the installation,
administration, and maintenance of computer networks and components.
Knowledge and skills may be applied to network connectivity, cabling, protocols,
architecture, classification, topologies, operating systems, Open Systems
Interconnection (OSI) standards, data encoding, Quality of Service (QoS), Internet
Protocol (IP) addressing, and wide area network (WAN) design.
Outcome 4.1.

Network Infrastructure

Build a multinode network.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.1.1.

4.1.2.
4.1.3.
4.1.4.

4.1.5.
4.1.6.

Determine the basic point‐ to‐ point (PTP) and point‐ to‐ multipoint (PTMP) network
topologies (e.g., star, ring, tree, mesh, hybrid) and identify broadband and baseband (e.g.,
Ethernet) transmission methods and standards.
Explain packet‐ switching techniques.
Compare the characteristics of connection‐ oriented and connectionless protocols and select
protocols based on given criteria.
Identify standard and emerging network technologies (e.g., broadband, satellite nets, optic
nets, Integrated Services Digital Network [ISDN], Switched Multimegabit Data Service
[SMDS], Asynchronous Transfer Mode [ATM], T1, T3, Synchronous Optical Network
[SONET], interplanetary Internet, Long‐ Term Evolution [LTE], High Speed Packet Access
[HSPA]).
Describe how Unified Communication (UC) integrates voice, data, and video communications.
Configure and build a network.

Information

Page

Outcome 4.2.

Open Systems Interconnection

Describe the Open Systems Interconnection (OSI) standard (International
Organization for Standardization [ISO] Standard 7498).
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.2.1.
4.2.2.
4.2.3.
4.2.4.
4.2.5.
4.2.6.

Identify the benefits of using a layered network model.
Compare OSI stack positions and their relationships to one another.
Compare the seven layers of the OSI stack to the four layers of the Transmission Control
Protocol/Internet Protocol (TCP/IP) stack.
Compare the basics of TCP/IP layers, components, and functions.
Describe actions to be performed at each of the OSI physicallayers.
Explain how the OSI layers relate to the elements of network communication.

Outcome 4.3.

Network Media

Select, assemble, terminate, and test media.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.3.1.
4.3.2.
4.3.3.
4.3.4.
4.3.5.
4.3.6.
4.3.7.
4.3.8.

Identify the criteria used in selecting media (e.g., physical properties, transmission
technologies, transmission span, bandwidth, topology, security, noise immunity, installation
considerations, cost).
Differentiate between media types (e.g., coaxial, twisted pair, fiber optic) and interfaces.
Compare and contrast media categories (e.g., single mode, multimode, CAT5, CAT5E,CAT6+).
Describe types of media connectors (e.g., Bayonet Neill‐ Concelman [BNC], Registered
Jack [RJ]‐ 45, LC, ST) and grounding techniques.
Identify media standards (e.g., American National Standards Institute [ANSI], Electronic
Industries Alliance/Telecommunications Industry Association [EIA/TIA]‐ 568, EIA/TIA‐
568A and 568B).
Identify the advantages and disadvantages of cabling systems.
Describe typical problems associated with cable installation.
Assemble and test Ethernet cable (e.g., straight‐ through, crossover, loopback).
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Outcome 4.4.

Wireless Communications

Explain wireless communications.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.4.1.

4.4.2.
4.4.3.
4.4.4.

Compare and contrast wireless standards in common use (e.g., Institute of Electrical and
Electronics Engineers [IEEE] 802.11, Bluetooth, Worldwide Interoperability for
Microwave Access [WiMAX], Radio Frequency Identification [RFID], Near Field
Communication [NFC]).
Compare and contrast characteristics of wireless signals (e.g., reflection, diffraction,
scattering, fading).
Differentiate media access methods used by wireless.
Describe appropriate applications of wireless technologies to specific communication
scenarios.

Outcome 4.5.

Wireless Network Solutions

Design and implement wireless network solutions.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.5.1.
4.5.2.
4.5.3.
4.5.4.
4.5.5.
4.5.6.

Compare and contrast secure wireless solutions operating in ad‐ hoc mode and infrastructure
mode.
Describe the frequency ranges and associated rules in the wireless spectrum as managed by
the Federal Communication Commission (FCC).
Describe the Service Set Identifier (SSID) as used in wireless communications.
Select and install access points, wireless Network Interface Cards (NICs), antennas, and other
hardware and software components to provide a wireless networking solution as determined by
a site and customer survey.
Troubleshoot Wireless Local Area Networks (WLANs) using system logs, vendor‐
provided utilities, and diagnostic tools.
Secure the wireless network.
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Outcome 4.6.

Network Protocols

Compare and contrast network protocols.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.6.1.
4.6.2.

4.6.3.
4.6.4.
4.6.5.
4.6.6.
4.6.7.
4.6.8.

Explain network protocols (e.g., Transmission Control Protocol/Internet Protocol [TCP/IP],
User Datagram Protocol [UDP], Internet Protocol Version 4 [IPv4], Internet Protocol Version
6 [IPv6]).
Identify the advantages and disadvantages of well‐ known protocols (e.g., Domain Name
System [DNS], File Transfer Protocol [FTP], Secure Hypertext Transfer Protocol [HTTPS],
Telecommunications Network [Telnet], Dynamic Host Configuration Protocol [DHCP],
Remote Desktop Protocol [RDP]) and associated port numbers.
Explain the purposes of encapsulation and decapsulation and their relationship to the Open
Systems Interconnection (OSI) model.
Explain the difference between User Datagram Protocol (UDP) and TCP.
Identify TCP and UDP conventional ports (e.g., Simple Mail Transfer Protocol [SMTP],
Telnet, Hypertext Transfer Protocol [HTTP], FTP).
Explain TCP/IP protocol details (e.g., Internet addresses, Address Resolution Protocol [ARP],
Reverse Address Resolution Protocol [RARP], IP datagram format, routing IP datagrams, TCP
segment format, IPv4, IPv6).
Describe a Virtual Private Network (VPN) and identify associated protocols (e.g., Layer
2 Tunneling Protocol [L2TP], Point‐ to‐ Point Tunneling Protocol[PPTP]).
Capture and analyze data packets.
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Outcome 4.7.

Transmission Control Protocol/Internet Protocol (TCP/IP)

Describe IP addressing schemes and create subnet masks.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.7.1.
4.7.2.
4.7.3.
4.7.4.
4.7.5.
4.7.6.
4.7.7.
4.7.8.
4.7.9.
4.7.10.

Explain Fully Qualified Domain Names (FQDNs) and how they are used.
Explain the IP addressing scheme and how it is used.
Identify Class A, B, and C reserved (i.e., private) address ranges and why they are used.
Identify the class of network to which a given address belongs.
Differentiate between default subnet masks and custom subnet masks.
Explain the relationship between an IP address and its associated subnet mask.
Identify the differences between classful and classless addressing schemes.
Identify multicasting addresses and explain why they are used.
Create custom subnet masks to meet network design requirements.
Compare and contrast Internet Protocol Version 4 (IPv4) and Internet Protocol Version 6
(IPv6).

Outcome 4.8.

Network Architecture

Describe network architecture.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.8.1.
4.8.2.
4.8.3.

Describe media‐ access protocols (e.g., Carrier Sense Multiple Access with Collision
Detection [CSMA/CD], Carrier Sense Multiple Access with Collision Avoidance
[CSMA/CA]).
Identify the components of and relationships within the Institute of Electrical and Electronics
Engineers (IEEE) 802 standards.
Identify Local Area Network (LAN) performance factors (e.g., signal attenuation,
signal propagation delay).
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Outcome 4.9.

Network Operating Systems

Describe and install network operating systems (OSs).
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.9.1.

4.9.2.
4.9.3.
4.9.4.
4.9.5.
4.9.6.
4.9.7.
4.9.8.

Explain how the components of a network OS (i.e., server platform, network services
software, network redirection software, communications software) and all support network
operations.
Identify licensing requirements.
Describe the characteristics of the tiered model (e.g., peer‐ to‐ peer, thin client, thick client,
cloud).
Analyze the advantages and disadvantages of the client/server model.
Select network and desktop OSs (e.g., Windows®, Linux, MacOS®, iOS®, Android™).
Install, test, and patch network OSs manually and using automation.
Log in to a network device (e.g., router, Secure File Transfer Protocol [SFTP] server,
directory server).
Evaluate the performance of the network OS.

Outcome 4.10.

Network Administration

Administer network operating systems and services.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.10.1.
4.10.2.
4.10.3.
4.10.4.
4.10.5.
4.10.6.
4.10.7.
4.10.8.
4.10.9.

Select physical and logical topology.
Connect devices to network systems.
Create domain trusts.
Maintain domain controllers.
Create user accounts, groups, and login scripts.
Establish shared network resources.
Define and set access controls on files, folders, shares, and directories.
Configure network domain accounts and profiles.
Create roaming user profiles and use Group Policy Objects (GPO) to manage the user
environment.
4.10.10. Troubleshoot network performance connectivity (e.g., performance monitor, command line
utilities).
4.10.11. Explain the fundamentals of Quality of Service (QoS).
4.10.12. Securely delegate standard management tasks.
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Outcome 4.11.

Cloud Computing

Implement a hypervisor.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.11.1.
4.11.2.

Differentiate between public, private, and hybrid clouds and describe the fundamental cloud
components (e.g., shared or dedicated processing, storage, memory, networking, hypervisor).
Provision cloud services (e.g., Software as a Service [SaaS], Platform as a Service
[PaaS], Infrastructure as a Service [IaaS], Security as a Service).

Outcome 4.12.

Wide Area Network

Design a wide area network (WAN).
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.12.1.

4.12.2.
4.12.3.
4.12.4.
4.12.5.
4.12.6.
4.12.7.
4.12.8.
4.12.9.

Select WAN connections (e.g., satellite, Synchronous Optical Network [SONET], T1, T3, E1,
E3, Digital Subscriber Line [DSL], cable, Worldwide Interoperability for Microwave Access
[WiMAX], Multiprotocol Label Switching [MPLS], frame relay).
Describe point‐ to‐ point (PTP) and point‐ to‐ multipoint (PTMP) interconnection.
Evaluate and select basic telecommunications services (e.g., satellite, circuit switching,
wireless, packet switching) and carriers for WAN requirements.
Identify the role of telecommunications tariffs.
Determine availability from Local Area Network (LAN) to meet WAN requirements.
Determine the speed needed between sites to access applications.
Determine the subnets needed on the WAN (e.g., Variable Length Subnet Masking [VLSM]).
Evaluate and select transmission options.
Evaluate and select routing protocols (e.g., Border Gateway Routing Protocol [BGRP],
Open Shortest Path First [OSPF], Routing Information Protocol Version 2 [RIPv2]).
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Outcome 4.13.

Disaster Recovery

Recommend disaster recovery and business continuity plans.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
4.13.1.
4.13.2.
4.13.3.
4.13.4.
4.13.5.

Differentiate between disaster recovery and business continuity.
Identify common backup devices.
Identify the criteria for selecting a backup system.
Establish a process for archiving files.
Develop a disaster recovery plan.
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Strand 5.

Programming and Software Systems

Learners apply principles of computer programming and software development
to develop code; build, test, and debug programs; create finished products; and
plan, analyze, design, develop, implement, and support software applications.
Outcome 5.1.

Programming Concepts

Describe programming concepts.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
5.1.1.
5.1.2.
5.1.3.
5.1.4.
5.1.5.
5.1.6.
5.1.7.
5.1.8.

Describe how computer programs and scripts can be used to solve problems (e.g., desktop,
mobile, enterprise).
Explain how algorithms and data structures are used in information processing.
Model the solution using both graphic tools (e.g., flowcharts) and pseudocode techniques.
Describe, compare, and contrast the basics of procedural, structured, object‐ oriented (OO),
and event‐ driven programming.
Describe the concepts of data management through programming languages.
Analyze the strengths and weaknesses of different languages for solving a specific problem.
Compare and contrast the functions and operations of compilers and interpreters.
Describe version control and the relevance of documentation.

Outcome 5.2.

Computational and String Operations

Develop code that performs computational and string operations.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
5.2.1.
5.2.2.
5.2.3.
5.2.4.
5.2.5.

Compare and contrast primitive types of numeric and nonnumeric data (e.g., integers, floats,
Boolean, strings).
Identify the scope of data (e.g., global versus local, variables, constants, arrays).
Write code that uses arithmetic operations.
Write code that uses subtotals and final totals.
Write code that applies string operations (e.g., concatenation, pattern matching, substring).
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Outcome 5.3.

Logical Operations and Control Structures

Develop code that uses logical operations and control structures.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
5.3.1.
5.3.2.
5.3.3.
5.3.4.
5.3.5.
5.3.6.
5.3.7.
5.3.8.
5.3.9.
5.3.10.
5.3.11.
5.3.12.

Explain Boolean logic.
Solve a truth table.
Write code that uses logical operators (e.g., and, or, not).
Write code that uses relational operators and compound conditions.
Write code that uses conditional control structures (e.g., if, if‐ then‐ else).
Write code that uses repetition control structures (e.g., while, for).
Write code that uses selection control structures (e.g., case, switch).
Write code that uses nested structures and recursion.
Write code that creates and calls functions.
Code error‐ handling techniques.
Write code to access data repositories.
Write code to create classes, objects, and methods.

Outcome 5.4.

Integrated Development Environment

Build and test a program using an integrated development environment (IDE).
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
5.4.1.
5.4.2.
5.4.3.
5.4.4.
5.4.5.
5.4.6.
5.4.7.

Configure options, preferences, and tools.
Write and edit code in the IDE.
Compile or interpret a working program.
Define test cases.
Test the program using defined test cases.
Correct syntax and runtime errors.
Debug logic errors.
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Outcome 5.5.

Programming Conventions

Develop programs using applications security best practices according to
information security policies (e.g., cross‐ site scripting, Structured Query
Language [SQL] injection attack, bounds‐ checking).
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
5.5.1.
5.5.2.
5.5.3.
5.5.4.
5.5.5.
5.5.6.

Develop programs using data validation techniques.
Develop programs that use reuse libraries.
Develop programs using operating system calls.
Develop programs that call other programs.
Use appropriate naming conventions and apply comments.
Format output (e.g., desktop, mobile, enterprise, reports, data files).
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Outcome 5.6.

Software Development Lifecycle

Apply the software development lifecycle (SDLC).
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
5.6.1.
5.6.2.
5.6.3.
5.6.4.
5.6.5.
5.6.6.
5.6.7.
5.6.8.
5.6.9.
5.6.10.
5.6.11.
5.6.12.
5.6.13.
5.6.14.
5.6.15.
5.6.16.
5.6.17.

Determine requirements specification documentation.
Identify constraints and system processing requirements.
Develop and adhere to timelines.
Identify a programming language, framework, and an integrated development environment
(IDE).
Identify input and output (I/O) requirements.
Design system inputs, outputs, and processes.
Document a design using the appropriate tools (e.g., program flowchart, dataflow diagrams,
Unified Modeling Language [UML]).
Create documentation (e.g., implementation plan, contingency plan, data dictionary, user
help).
Review the design (e.g., peer walkthrough).
Present the system design to stakeholders.
Develop the application.
Compare and contrast software methodologies (e.g., agile, waterfall).
Perform code reviews (e.g., peer walkthrough, static analysis).
Ensure code quality by testing and debugging the application (e.g., system testing, user
acceptance testing).
Train stakeholders.
Deploy the application.
Collect application feedback and maintain the application.

Outcome 5.7.

Configuration Management

Describe configuration management activities.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
5.7.1.
5.7.2.
5.7.3.

Explain version management and interface control.
Explain baseline and software lifecycle phases.
Analyze the impact of changes.
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Strand 6.

Web Development

Learners apply principles of design and technology, including programming
standards and protocols, to create, test, host, and maintain web pages and
websites with text, graphics, multimedia, scripting, linking, and data integration
in a structure that is easy to navigate and accessible for all users via a variety of
hardware and software platforms.
Outcome 6.1.

Web pages

Create basic web pages.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
6.1.1.
6.1.2.
6.1.3.
6.1.4.
6.1.5.
6.1.6.
6.1.7.

Describe the basic principles of Hypertext Markup Language (HTML) and its
functional relationship with web browsers.
Plan a web page considering subject, devices, audience, layout, color, links, graphics, and
Americans with Disabilities Act (ADA) requirements.
Format the text of a web page in a WYSIWYG (What You See Is What You Get) editor and
in a text editor using HTML formatting tags (e.g., hyperlink, e‐ mail, table formatting,
graphic attributes).
Use writing process techniques (i.e., drafting, revising, editing, proofreading) to check the
web page for format and text accuracy.
Create and format ordered and unordered lists on a web page using HTML list formatting tags.
Create and format a table in a web page using HTML table formatting tags and attributes.
Integrate styles (e.g., inline or external Cascading Style Sheets [CSS]).

Outcome 6.2.

Links and Multimedia

Add links to a web page and insert multimedia files.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media
X

Network Systems

Programming and
Software Development
X

Competencies
6.2.1.
6.2.2.
6.2.3.
6.2.4.

Create absolute links and relative links.
Write a Hypertext Markup Language (HTML) anchor that links to another section of the same
web page.
Create hyperlinks that send e‐ mail messages and download files.
Insert image and wrap text around the image using Cascading Style Sheets (CSS).
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6.2.5.
6.2.6.
6.2.7.

Resize a graphic image in a web page using CSS.
Insert audio and video files into a web page using HTML tags.
Build a hover or mouseover effect to change the style of a link.
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Outcome 6.3.

Scripting

Integrate scripting into a web page.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

X

Programming and
Software Development
X

Competencies
6.3.1.
6.3.2.
6.3.3.

Select and apply scripting languages used in web development.
Insert client‐ side script into a web page.
Insert comments into client‐ side scripts.

Outcome 6.4.

Web Forms

Integrate forms into a web page.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media
X

Network Systems

Programming and
Software Development
X

Competencies
6.4.1.
6.4.2.
6.4.3.
6.4.4.
6.4.5.
6.4.6.
6.4.7.

Design a data entry form from specifications that will accept a variety of user inputs, (e.g.,
radio buttons, text entry fields, check boxes, drop‐ down menus).
Write the Hypertext Markup Language (HTML) code to add a form to a web page.
Write the HTML code to add text entry fields, radio buttons, check boxes, drop‐ downmenus,
and other user inputs to a form.
Explain the concept of a form action.
Write the HTML code to add a working button (e.g., submit, reset) to a form.
Format a completed form using HTML and CascadingStyle Sheets (CSS) (e.g.,
fieldset, tabindex).
Code scripting to interact with data sources (e.g., database, web services).
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Outcome 6.5.

Websites

Create and update a website.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media
X

Network Systems

Programming and
Software Development
X

Competencies
6.5.1.
6.5.2.
6.5.3.
6.5.4.
6.5.5.
6.5.6.
6.5.7.
6.5.8.
6.5.9.
6.5.10.
6.5.11.
6.5.12.

Implement web programming standards and protocols (e.g., World Wide Web Consortium
[W3C], Hypertext Markup Language [HTML] 5).
Plan a website’s structure for navigation and usability.
Utilize standard web programming languages (e.g., markup, scripting languages) in website
development.
Install and configure a content management system (CMS).
Select an integrated development environment (IDE).
Create and edit a web page template.
Create and attach Cascading Style Sheets (CSS).
Format website layout (e.g., targeted platforms, text formatting, background color, text,
tables, lists, iframes).
Incorporate audio and video, forms, and links on a website.
Develop and execute usability tests on a completed website, checking for information
accessibility, ease of use, and navigation.
Code a website for cross‐ platform and cross‐ browser compatibility and validation.
Publish the completed website to a web server.
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Strand 7.

Digital Media

Learners apply principles of digital media to produce interactive media; develop
and produce multimedia applications; integrate typography into media; create 3D
models and 2D and 3D animation; and create digital video, audio, and
photographs.
Outcome 7.1.

Interactive Media

Describe and explain interactive media and interactive media production.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services
X

Interactive Media

Network Systems

X

X

Programming and
Software Development
X

Competencies
7.1.1.
7.1.2.
7.1.3.
7.1.4.
7.1.5.
7.1.6.
7.1.7.
7.1.8.
7.1.9.
7.1.10.

Identify the types and uses of interactive media environments (e.g., web‐ based, kiosks, games,
mobile devices, video, print).
Describe the components of interactive media.
Identify the major characteristics of interactive media presentations.
Identify important historical developments and future trends in interactive media.
Identify the major interactive media genres.
Perform critical review of interactive media products in different genres.
Identify the intellectual property rights, responsibilities, and controls related to interactive
media.
Analyze the social and cultural implications of interactive media.
Identify major applications for interactive media (e.g., sales and marketing, interactive
advertising, education, corporate training, corporate communications, distance learning,
news, entertainment).
Identify specific uses for interactive media in each potential market.
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Outcome 7.2.

Multimedia Tools

Develop navigational structures, scripts, storyboards, and flowcharts for
multimedia applications.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
7.2.1.
7.2.2.
7.2.3.
7.2.4.
7.2.5.
7.2.6.
7.2.7.
7.2.8.
7.2.9.
7.2.10.
7.2.11.

Choose a navigational menu structure (e.g., rollovers, drop‐ downs, disjointed).
Construct and place navigational units.
Build in interactive elements.
Determine uses and needs for site maps, multimedia scripts, storyboards, and flowcharts.
Make preliminary sketches showing placement of images and text on screen.
Show placement of buttons and navigational graphics.
Provide information on color schemes.
Describe music, video, and special effects to be used.
Provide a sample layout to stakeholders for review.
Select and create visual design elements appropriate for the intended audience and use.
Develop characters and narrative to support intended outcomes.

Outcome 7.3.

Production

Produce interactive media.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media
X

Network Systems

Programming and
Software Development
X

Competencies
7.3.1.
7.3.2.
7.3.3.
7.3.4.
7.3.5.
7.3.6.
7.3.7.
7.3.8.
7.3.9.
7.3.10.

Select the media elements to be used (e.g., sound, video, graphics, text, animation).
Generate text for multi‐ image presentations (e.g., title graphics, charts, graphs).
Incorporate graphics (e.g., digital, hand‐ drawn,photographic).
Incorporate computer animation.
Prepare and integrate photographic images and special effects with graphic images.
Incorporate video footage.
Edit video footage.
Record and/or acquire sound tracks (e.g., narrative, voiceover, sound effects, music).
Integrate sound with visuals.
Produce, test, debug, and archive a final product.
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Outcome 7.4.

Graphics

Construct and manipulate digital graphics.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
7.4.1.
7.4.2.
7.4.3.
7.4.4.
7.4.5.
7.4.6.
7.4.7.
7.4.8.
7.4.9.
7.4.10.
7.4.11.

Identify the purpose and intended audience of graphics.
Select color, shape, size, and texture of objects.
Create or acquire graphics.
Manipulate and layer objects.
Differentiate between vector and raster images.
Select an appropriate graphic file format and resolution.
Optimize and export graphics files for intended use.
Select graphic software applications.
Manipulate graphic objects.
Compress and decompress graphic files.
Describe and select color profiles (e.g., Red Green Blue [RGB], Cyan Magenta Yellow
Key [CMYK], Pantone).

Outcome 7.5.

Typography

Integrate typography in media.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
7.5.1.
7.5.2.
7.5.3.
7.5.4.
7.5.5.

Identify typographic measurements (e.g., picas, points, pixels, em’s).
Mix families of type within a project.
Select appropriate kerning, leading, tracking, and other related formatting.
Identify appropriate typefaces (e.g., serif, sans serif, Web Safe, screen, print).
Prepare a type style guide.
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Outcome 7.6.

Animation

Create 2D and 3D animation.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
7.6.1.
7.6.2.
7.6.3.
7.6.4.
7.6.5.
7.6.6.

Develop a plan and storyboard for an animation.
Import 2D or 3D assets.
Create key frames and apply tweens and paths.
Create special effects and virtual navigation.
Create 2D or 3D environments.
Render and export animations.

Outcome 7.7.

Video

Create a video production.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
7.7.1.
7.7.2.
7.7.3.
7.7.4.
7.7.5.
7.7.6.
7.7.7.
7.7.8.

Identify equipment and other production needs.
Analyze the script and storyboard to develop a production schedule.
Set up audio, lighting, and scenery for the shoot.
Select a video recording format and shoot the video.
Select a linear or nonlinear editing system and edit the video.
Add transitions (e.g., dissolves, wipes, cuts), titles, special effects, and digitaleffects.
Add a sound track, narration, and/or voiceover.
Export video to the desired medium.
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Outcome 7.8.

Audio

Create an audio production.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
7.8.1.
7.8.2.
7.8.3.
7.8.4.
7.8.5.
7.8.6.
7.8.7.
7.8.8.

Evaluate performance needs and technical resources.
Identify sound requirements based on script analysis.
Design score appropriate to production and post‐ production needs.
Determine microphone and speaker placement.
Select and incorporate Foley mechanical and electrical sound effects.
Set up and operate audio‐ for‐ video recording devices.
Set up and operate a time code system for audio‐ video synchronization.
Perform audio mixing.

Outcome 7.9.

Photographs

Create photographs.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development

X

Competencies
7.9.1.
7.9.2.
7.9.3.
7.9.4.
7.9.5.
7.9.6.

Select and set up lighting needed (e.g., electronic flash units, reflectors, bounce, spot,
daylight).
Select a digital file format or film format and camera.
Select and attach lenses (e.g., wide‐ angle, telephoto, zoom) and filters (e.g.,
color‐ compensating, polarizing, special effects).
Determine composition, formal qualities, scale, and use of space.
Shoot photographs.
Edit photographs (e.g., color corrections, cropping, enhancements).
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Strand 8.

Databases

Learners apply principles of designing, creating, and maintaining databases,
including data storage, retrieval, modeling, manipulation, and formatting; database
access, management, and administration; and database hardware and software
issues.
Outcome 8.1.

Data Modeling

Develop a data model to describe an application’s data.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
8.1.1.
8.1.2.
8.1.3.
8.1.4.
8.1.5.
8.1.6.
8.1.7.
8.1.8.
8.1.9.

Develop specifications for a database in consultation with the client.
Identify the real‐ world entities (e.g., customers, purchases) to put in a table and the attributes
of the entities (e.g., customer names and addresses, purchase dates and amounts).
Identify the relationships between database entities.
Determine the data types (e.g., text, numbers) and domains (e.g., number greater than zero,
text string of two letters) of attributes.
Determine whether attributes allow for a null value.
Determine unique identifiers (i.e., keys) of entities.
Normalize the data model as appropriate for the application.
Generate data modeling documentation (e.g., entity‐ relationship, workflow, Unified Modeling
Language [UML]).
Verify that the data model matches specifications.

Outcome 8.2.

Design and Creation

Design and create databases.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
8.2.1.
8.2.2.
8.2.3.
8.2.4.

Design and create database tables and relationships.
Create database columns and specify properties (e.g., name, type, domain).
Name tables and fields in conformance with naming conventions.
Define indexes as appropriate for the application.

Information
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Outcome 8.3.

Data Entry and Access

Enter and access data in databases.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
8.3.1.
8.3.2.
8.3.3.
8.3.4.
8.3.5.
8.3.6.

Create, edit, and delete records.
Enter and bulk import data into databases and transfer data between databases.
Write Structured Query Language (SQL) scripts and stored procedures.
Retrieve, filter, sort, and parse data.
Commit and roll back transactions.
Generate and print forms, reports, and results of queries (e.g., calculated fields, functions).

Outcome 8.4.

Database Management

Manage databases.
An “X” indicates that the pathway applies to the outcome.
Information Support
and Services

Interactive Media

Network Systems

Programming and
Software Development
X

Competencies
8.4.1.
8.4.2.
8.4.3.
8.4.4.

House database files in an environment appropriate to anticipated user demand.
Control user access to data.
Log access to the database by user and type of transaction.
Backup, verify, and recover data.
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Section 2: Approval by Advisory Committee
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Section 3: Approval by School Board Resolution
Findlay City School Board of Education
WHEREAS, the Teaching Professions Advisory Committee of Findlay City Schools has
reviewed the Teaching Professions Course of Study, and WHEREAS, the course of study is
based upon the Ohio Career Field Technical Content Standards for Teaching Professions,
and
WHEREAS, the Teaching Professions Advisory Committee has reviewed these competencies
and has edited competencies to address local labor market needs, and to acknowledge the
school district’s ability to offer specialized programs,
NOW, THEREFORE, BE IT RESOLVED, in accordance with the Superintendent’s
recommendation, that Findlay City Schools adopt the Teaching Professions Course of Study.

Approval date:
Superintendent

Approval date:
Board President

5

Section 4: District Mission, Beliefs, and Goals

Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.

We believe…







All students and families have worth and are to be valued.
Students need a safe and inclusive environment, in order to fully express who they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must be vested in their
growth and development.
All students need opportunities in and out of the classroom.
The Seven Habits of Highly Effective People:
o Habit 1: Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Understand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw

Findlay City Schools
District Goals

Goal 1 – 100% of students will graduate on time.
Strategy 1:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.
Goal 2 – 100% of graduates will be enrolled in post-secondary or in the workforce within six month of their
program.
Strategy 2:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.
6

Goal 3 – FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3:
FCS will review facilities routinely, judging their cost effectiveness and potential for future
educational capabilities, FCS will continually work at providing timely security measure to ensure a safe
educational facilities. FCS will provide access to technology that meets the needs of 21 st Century learner.
Goal 4 – FCS will develop and implement plans to ensure sufficient funding for current and future
operations, programs, and facilities.
Strategy 4:
FCS will review facilities routinely, judging their cost effectiveness and potential for future
educational capabilities, FCS will continually work at providing timely security measure to ensure a safe
educational facilities. FCS will provide access to technology that meets the needs of 21st Century learner.
Goal 5 – FCS will create learning environments in which all students, staff and families will feel physically
and emotionally safe, valued, and engaged.
Strategy 5:
Each building level team will develop and monitor a plan to improve student, staff and family
perceptions of emotional safety, value (care, respect, trust and appreciation) and engagement.
Goal 6 – FCS will serve as a partner in addressing root issues in Hancock County through collaborative
efforts.
Strategy 6:
To participate in community efforts/coalitions.
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Section 5: Program Description
Teaching Professions
Overview of Program
The Teaching Professions program at Millstream Career Center is a two-year program
designed for 11th and 12th grade students who are interested in pursuing post-secondary
education or enter their chosen career field upon graduation. The program curriculum is
based on the Ohio Career Field Technical Content Standards Document for Teaching
Professions. This curriculum is the result of a comprehensive review and refinement of
content by a panel of representatives from secondary, post-secondary and business leaders.
Students are encouraged to take the right classes so that they are prepared for their next
step in life. The following middle/high school portion of the program of study is a
recommended sequence for students interested in this career field.
Sample Program of Study – must address all grades even if not career tech
7
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Language Arts
Math

Language Arts
Math

English 2
Geometry

English 3
Algebra 2

English 4
Senior Math

Science

Science

Biology

Chemistry

Senior Science

Social Studies

Social Studies

English 1
Algebra 1
9th Grade
Science
Social Studies

Social Studies

PE

PE

Health/PE

PE

Pathway Intro
Course

Pathway Intro
Course

Foreign
Language

Social Studies
Communities,
Schools &
Stakeholders
350225
Classroom
Management
350030

Elective
Child and
Adolescent
Development
350035
Education
Principles
350010

Elective

Computer
Applications

Art
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12

In the 11th and 12th grade component of the program, all students are part of a seamless
curriculum, which allows students to transition into post-secondary programs or enter their
chosen career field upon graduation. Each curriculum contains outcomes and competencies
which are required.
The basic instructional philosophy for the program encourages project-based learning. An
advisory committee comprised of representatives from business and industry, program
graduates and academic representatives from school meets twice each year to provide input
and guidance to this program.
Throughout the school year, students participate in a variety of work-based learning in order to
observe and interact with employees, employers and administrative personnel to learn more
8

about the industry as a whole. Early placement/ internships/ mentoring assignments/ job
shadowing are all examples of work-based opportunities.
College credit opportunities have been developed between Millstream Career Center and
various institutions of higher learning. There is on-going dialogue following the established
process and procedures between our school and each participating institution of higher
learning to develop and maintain the college credit opportunities. Opportunities may include
college credit plus, articulated (bilateral) credit, CT2, waiver of classes or other formats
providing time-shortened or advanced skill college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization
See sample document #4 on your thumb drive.
Students enrolled in Teaching Professions are required to be members of Educators Rising
Ohio (ERO). Participation in career and technical student organizations (CTSO) provides the
student with experiences in competitive events at local, regional and national levels. In
addition to the competitive events, the student learns citizenship, parliamentary procedures,
democratic principles, social skills and civic responsibility.
Population Served
The program is open to all 11th and 12th grade students.
Occupations Addressed
List 5 or more occupations students will be prepared for in this pathway.
For ideas: http://www.bls.gov/ooh/home.htm
High School Exit Careers
Teacher Assistant

Associate Degree Exit
Careers
Preschool Teacher
Paraprofessional

Baccalaureate Degree Exit Careers
High School Teacher
Elementary School Teacher
Middle School Teacher
Special Education Teacher

Performance Measures
 100% fulfillment of academic graduation requirements as outlined by the state of
Ohio or member school district
 90% post program placement with 66% transition to post-secondary education
 95% participation in CTSO
 95% student attendance
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Course Summaries
Communities, Schools and Stakeholders
Subject Code: 350225
Students will examine the relationship of families, communities and schools in the growth and
development of learners. They will implement strategies to actively involve families and
communities in child development and learning, determine community resources and services
available to families and schools, and act as advocates for students and learning. Throughout the
course, working with socially, culturally, linguistically diverse families will be emphasized.
Classroom Management
Subject Code: 350030
Students will apply developmentally appropriate techniques to advance learners’ social and
emotional growth. They will create classroom environments to maximize the learning potential
of each learner. Additionally, learners will create and enforce classroom rules, establish
classroom routines, and model self-discipline for learners. Conflict resolution, positive
discipline and behavioral-modification techniques will be emphasized throughout the course.
Child and Adolescent Development
Subject Code: 350035
Students will examine and apply the theoretical foundations of human growth and development to
child and adolescents. Additionally, leaners will determine children’s learning styles; stages of
social, emotional, cognitive and physical development; and needed accommodations in
educational settings. Throughout the course, family and community engagement, cultural
influences on learners and language growth and development will be emphasized.
Education Principles
Subject Code: 350010
In this last course in the pathway, students will research the historical perspectives and theories of
education used in the forming of their own personal educational philosophy. Students will assess
legal, ethical and organizational issues. Additionally, students will assess developmental
appropriate practices and identify challenging issues associated with teaching children with
diverse needs. Career planning, professional guidelines and ethical practices will also be
emphasized.
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Section 6: Scope and Sequence

Communities, Schools and Stakeholders
Outcome 1.1 Employability Skills
Develop career awareness and employability skills (e.g., face-to-face, online) needed for
gaining and maintaining employment in diverse business settings.
Competencies
1.1.11 Recognize different cultural beliefs and practices in the workplace and demonstrate respect
for them.
TPO: Upon observing experienced teachers in area classrooms, the student will develop
career awareness and employability skills (e.g., face-to-face, online) needed for gaining and
maintaining employment in diverse business settings as assessed by successfully completing
all rotations in students’ internship.
Outcome 1.2 Leadership and Communications
Process, maintain, evaluate and disseminate information in a business. Develop leadership and
team building to promote collaboration.
Competencies
1.2.3 Identify and use verbal, nonverbal and active listening skills to communicate effectively.
1.2.5 Communicate information for an intended audience and purpose.
1.2.7 Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
1.2.10 Use interpersonal skills to provide group leadership, promote collaboration and work in a
team.
TPO: After reading the text and preparing a partner/group presentation for the assigned section, the
student will process, maintain, evaluate and disseminate information in a business as well as
develop leadership and team building to promote collaboration as assessed by scoring at least 75%
accuracy according to a rubric.

Outcome 1.5 Global Environment
Evaluate how beliefs, values, attitudes and behaviors influence organizational strategies and goals.
Competencies
1.5.1 Describe how cultural understanding, cultural intelligence skills and cultural
awareness are interdependent.
1.5.3 Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4 Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
1.5.6 Analyze work tasks for understanding and interpretation from a different cultural
perspective.
1.5.7 Use intercultural communication skills to exchange ideas and create meaning.
TPO: After interviewing students in the ESL classroom, the student will evaluate how beliefs, values, attitudes and
behaviors influence organizational strategies and goals by scoring at least 75% on a reflective essay.
11

Outcome 2.1 History and Philosophy
Examine and employ education’s historical and philosophical underpinnings to benefit from best
practices and lessons-learned that can be used to enhance stakeholder understanding and
interaction.
Competencies
2.1.11 Describe the relationships between social stratification and educational equity and their
impact on learning and achievement gaps.
2.1.12 Explain the impact of economic, social and technological changes on education and
training.
TPO: While playing stratified Monopoly, students will examine and employ education’s historical
and philosophical underpinnings to benefit from best practices and lessons-learned that can be used
to enhance stakeholder understanding and interaction and write a position paper with 75% accuracy
according to a rubric.
Outcome 2.2 Educational Systems
Understand the organization and structure of education systems, the roles of their stakeholders
and the nature of their funding sources to enhance students’ contribution and role in
education.
Competencies
2.2.13 Analyze the community’s shifting demographics, and recommend ways that the
education system can respond.
TPO: Given access to online resources and classroom resources, the student will understand
the organization and structure of education systems, the roles of their stakeholders and the
nature of their funding sources to enhance students’ contribution and role in education by
presenting their findings to the class according to a rubric.
Outcome 2.3 Professionalism
Model behaviors of professional educators, maintain needed licenses or certifications, and
advance needed skills to exhibit a desire to contribute to professional growth and development.
Competencies
2.3.4 Utilize advocacy skills that can be used to shape educational policies and regulations.
2.3.11 Assess and address personal biases that potentially impact stakeholder interactions.
TPO: After listening to a guest speaker, students will model behaviors of professional educators,
maintain needed licenses or certifications, and advance needed skills to exhibit a desire to
contribute to professional growth and development by depicting model behavior through role
playing.
Outcome 3.2 Cognitive Growth and Development
Apply cognitive growth and development principles to develop a holistic picture of a learner.
Competencies
3.2.5 Explain how interactions and the environment impact brain function, growth and
development.
TPO: After reading assigned materials, students will apply cognitive growth and development
principles to develop a holistic picture of a learner by passing an assessment with at least 75%.

Outcome 3.4 Social and Emotional Growth and Development
Apply social and emotional growth and development principles to develop a holistic picture of a
learner.
Competencies
3.4.2 Explain genetic and environmental conditions that affect social growth and development.
3.4.3 Identify how attachment impacts relationships.
3.4.4 Describe how caring, consistent relationships with adults provide external supports.
TPO: Given instruction, discussion, and case studies, students will apply social and emotional
growth and development principles to develop a holistic picture of a learner with 75% accuracy
according to a rubric.
Outcome 3.5 Language Growth and Development
Apply linguistic principles and practices in the development of language skills.
Competencies
3.5.9 Explain the role of the home language in promoting development of English
language and literacy.
3.5.10 Identify the home-language environment of each learner.
3.5.16 Collaborate with families to set language learning goals for their learners.
3.5.17 Promote development of home language while facilitating English language acquisition.
TPO: After reading assigned materials, students will apply linguistic principles and practices in the
development of language skills with 75% accuracy on the final assessment.
Outcome 3.7 Cultural Growth and Development
Determine the impact of culture on learner development and behaviors to guide
interactions, curriculum decisions, resource selections and instructional planning and
delivery.
Competencies
3.7.1 Explain the growth and development of a person’s culture.
3.7.2 Describe the role of cultural and environmental influences on a learner’s development.
3.7.3 Describe the impact of culture on adults’ behavior with learners.
3.7.4 Acquire unbiased information about cultural groups in the community.
3.7.5 Obtain information about a learner’s culture.
3.7.7 Determine personal contributions to working with culturally diverse communities and
learners by reflecting on one’s own personal culture.
3.7.8 Address cultural relevance in making curriculum choices and adaptations.
3.7.9 Establish goals for multilingualism, multi-literacy and multiculturalism.
TPO: After listening to the ESL guest speaker’s presentation, students will determine the impact
of culture on learner development and behaviors to guide interactions, curriculum decisions,
resource selections and instructional planning and delivery by completing 100% of the learning
journal entries.

Outcome 4.1 Safe Environments
Establish and maintain a physically and emotionally safe environment for learners, staff,
administrators and volunteers.

Competencies
4.1.6 Identify the signs, symptoms and impact of physical and mental abuse; and adhere to
reporting protocol.
4.1.7 Recognize signs of drug or alcohol abuse, and adhere to reporting protocol.
4.1.8 Identify resources, organizations and agencies committed to assisting victims of physical
and/or mental abuse.
TPO: After participating in the Safety Crew’s Child Abuse training, students will be able to
establish and maintain a physically and emotionally safe environment for learners, staff,
administrators and volunteers by receiving at least 80% on the final assessment.

Outcome 4.2 Healthy Environments
Establish, implement, and monitor practices and conditions to promote health.
Competencies
4.2.8 Collaborate with families to establish strategies for healthy lifestyles.
TPO: Given access to online resources to research NCLB, NAEYC’s Code of Ethical Conduct and
Statement of Commitment, ESSA, and National PTA, students will establish, implement, and
monitor practices and conditions to promote health by presenting findings to the class.
Outcome 4.5 Responsive Environment
Establish and maintain a productive and respectful learning environment.
Competencies
4.5.1 Describe the benefits of a globally based learning environment.
4.5.2 Distinguish between individual and group diversity.
4.5.3 Identify the impact of diversity on the learning environment.
4.5.4 Demonstrate cultural awareness.
4.5.5 Model respect for individuals’ or groups’ culturally unique factors.
4.5.12 Determine the impact of diversity in an education and training setting (e.g.,
linguistics, intellectual abilities, beliefs and values).
4.5.13 Create a culturally compatible learning environment.
TPO: Upon participating in role-playing scenarios, students will establish and maintain a
productive and respectful learning environment by evaluating peers performances and suggesting
other possibilities to the scenarios.

Outcome 4.6 Stakeholder Relationships
Establish and maintain productive relationships with family members, caregivers and
community partners.
Competencies
4.6.1 Describe the advantages and importance of family or caregiver involvement in
learner development.
4.6.2 Identify and implement techniques to constructively and supportively
communicate with families or caregivers.
4.6.3 Plan, facilitate, and document parent-teacher conferences.
4.6.4 Use family engagement strategies to partner with families in making decisions.
4.6.5 Collaborate with families to enhance support provided to the learner.

Communicate reading strategies to families to help them engage learner’s literacy interests.
Involve family or caregiver in resolving a learner’s conflicts or issues.
Assist families or caregivers in addressing challenging learner behaviors outside the
learning environment.
4.6.9 Explain the role and value of external support agencies in education.
4.6.10 Collaborate with stakeholders and intervention team to meet requirements of learners.
4.6.11 Explain ways in which community members can contribute to learning experiences.
4.6.12 Establish and grow positive relationships with community partners.
4.6.13 Engage community partners in developing learning opportunities.
TPO: After viewing video “Parents as Classroom Resources,” and interacting in a case study,
students will establish and maintain productive relationships with family members, caregivers and
community partners by answering 100% of the reflective questions.
4.6.6
4.6.7
4.6.8

Outcome 4.7 Classroom Management
Manage classroom behavior to create an environment conducive to learning.
Competencies
4.7.8 Identify ways that cultural perspectives can impact conflicts.
TPO: Upon selecting a research topic and conducting thorough research, students will manage
classroom behavior to create an environment conducive to learning by writing an
Advocate/Initiative/Cultural Responsiveness research paper.

Outcome 5.3 Resources
Select, prepare, and utilize resources; and provide opportunities to promote learner development
and advancement.
Competencies
5.3.4 Select and implement learning materials and experiences that provide a
multicultural perspective.
5.3.5 Determine opportunities for involving stakeholders in learners’ activities.
5.3.6 Prepare and engage stakeholders for participation in learning experiences with learners.
5.3.8 Engage learners in community activities that extend classroom curriculum.
TPO: After finding two age appropriate resources (videos, songs, children’s literature, puppets,
etc.) that teach preschool children about “diversity” of families & students in their classrooms/
community, students will select, prepare, and utilize resources; and provide opportunities to
promote learner development and advancement by presenting their resources to the class.

Classroom Management
Outcome 1.1 Employability Skills
Develop career awareness and employability skills (e.g., face-to-face, online) needed for
gaining and maintaining employment in diverse business settings.
Competencies
1.1.6 Explain the importance of work ethic, accountability and responsibility and
demonstrate associated behaviors in fulfilling personal, community and
workplace roles.
1.1.7 Apply problem-solving and critical-thinking skills to work-related issues when making
decisions and formulating solutions.
1.1.9 Give and receive constructive feedback to improve work habits.
1.1.10 Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11 Recognize different cultural beliefs and practices in the workplace and demonstrate
respect for them.
1.1.12 Identify healthy lifestyles that reduce the risk of chronic disease, unsafe habits and
abusive behavior.
1.1.13 Manage time, priorities and resources to achieve personal and professional goals.
TPO: Upon observing experienced teachers in area classrooms, the student will develop career
awareness and employability skills (e.g., face-to-face, online) needed for gaining and maintaining
employment in diverse business settings as assessed by successfully completing all rotations in
students’ internship.
Outcome 1.2 Leadership and Communications
Process, maintain, evaluate and disseminate information in a business. Develop leadership and
team building to promote collaboration.
Competencies
1.2.1 Extract relevant, valid information from materials and cite sources of information (e.g.,
medical reports, fitness assessment, medical test results).
1.2.4 Use negotiation and conflict-resolution skills to reach solutions.
1.2.6 Use proper grammar and expression in all aspects of communication.
1.2.7 Use problem-solving and consensus-building techniques to draw conclusions and
determine next steps.
1.2.8 Identify the strengths, weaknesses and characteristics of leadership styles that
influence internal and external workplace relationships.
1.2.9 Identify advantages and disadvantages involving digital and/or electronic communications.
1.2.10 Use interpersonal skills to provide group leadership, promote collaboration and
work in a team.
1.2.12 Use technical writing skills to complete forms and create reports.
1.2.13 Identify stakeholders and solicit their opinions.
1.2.15 Use motivational strategies to accomplish goals.
TPO: After reading the text and preparing a partner/group presentation for the assigned section, the
student will process, maintain, evaluate and disseminate information in a business as well as
develop leadership and team building to promote collaboration as assessed by scoring at least 70%
accuracy according to a rubric.

Outcome 1.3 Business Ethics and Law
Analyze how professional, ethical and legal behavior contributes to continuous improvement in
organizational performance and regulatory compliance.
Competencies
1.3.1 Analyze how regulatory compliance affects business operations and organizational
performance.
1.3.2 Follow protocols and practices necessary to maintain a clean, safe and healthy
work environment.
1.3.3 Use ethical character traits consistent with workplace standards (e.g., honesty,
personal integrity, compassion, justice).
1.3.8 Verify compliance with computer and intellectual property laws and regulations.
1.3.9 Identify potential conflicts of interest (e.g., personal gain, project bidding)
between personal, organizational and professional ethical standards.
TPO: Upon participating in an ethical debate using different scenarios, students will analyze how
professional, ethical and legal behavior contributes to continuous improvement in organizational
performance and regulatory compliance by answering 100% of questions posed in learning journal.
Outcome 1.4 Knowledge Management and Information Technology
Demonstrate current and emerging strategies and technologies used to collect, analyze, record
and share information in business operations.
Competencies
1.4.1 Use office equipment to communicate (e.g., phone, radio equipment, fax machine,
scanner, public address systems).
1.4.2 Select and use software applications to locate, record, analyze and present information
(e.g., word processing, e-mail, spreadsheet, databases, presentation, Internet search
engines).
1.4.3 Verify compliance with security rules, regulations and codes (e.g., property, privacy,
access, accuracy issues, client and patient record confidentiality) pertaining to technology
specific to the industry pathway.
1.4.5 Use information technology tools to maintain, secure and monitor business records.
1.4.6 Use an electronic database to access and create business and technical information.
1.4.7 Use personal information management and productivity applications to optimize
assigned tasks (e.g., lists, calendars, address books).
1.4.8 Use electronic media to communicate and follow network etiquette guidelines.
TPO: By creating a technology scavenger hunt, students will demonstrate current and emerging
strategies and technologies used to collect, analyze, record and share information in business
operations with 80% accuracy.
Outcome 1.5 Global Environment
Evaluate how beliefs, values, attitudes and behaviors influence organizational strategies and goals.
Competencies
1.5.1 Describe how cultural understanding, cultural intelligence skills and cultural
awareness are interdependent.

1.5.3
1.5.4
1.5.5

Use cultural intelligence to interact with individuals from diverse cultural settings.
Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
Recognize the ways in which bias and discrimination may influence productivity and
profitability.
1.5.6 Analyze work tasks for understanding and interpretation from a different cultural
perspective.
1.5.7 Use intercultural communication skills to exchange ideas and create meaning.
TPO: After interviewing students in the ESL classroom, the student will evaluate how beliefs,
values, attitudes and behaviors influence organizational strategies and goals by scoring at least 75%
on a reflective essay.

Outcome 2.3 Professionalism
Model behaviors of professional educators, maintain needed licenses or certifications, and
advance needed skills to exhibit a desire to contribute to professional growth and development.
Competencies
Identify processes used to integrate new teachers into an educational institution’s culture.
Target and actively participate in relevant professional development opportunities that
foster growth.
2.3.4 Utilize advocacy skills that can be used to shape educational policies and regulations.
2.3.5 Adhere to the legal and ethical framework of the teaching profession, and
explain the consequences of failing to do so.
2.3.6 Explain the relationship between educational negligence and liability, and describe
protections against liability.
2.3.7 Engage in reflective practices to strengthen education and training knowledge and skills.
2.3.8 Seek and use feedback and input from peers and administrators to foster professional
growth.
2.3.11 Assess and address personal biases that potentially impact stakeholder interactions.
TPO: After listening to a guest speaker, students will model behaviors of professional educators,
maintain needed licenses or certifications, and advance needed skills to exhibit a desire to
contribute to professional growth and development by depicting model behavior through role
playing.
2.3.2
2.3.3

Outcome 2.4 Operational Responsibilities
Recognize and fulfill the day-to-day tasks that support teaching and learning.
Competencies
2.4.2 Complete and maintain up-to-date records (e.g., incident reports, gradebooks,
immunization records).
2.4.5 Determine the nature of needed documentation and paperwork, and complete them
according to protocol.
2.4.6 Select and maintain classroom equipment and supplies.
2.4.7 Determine the nature of needed documentation and paperwork, and complete them
according to protocol.

2.4.8 Select and maintain classroom equipment and supplies.
TPO: Upon observing experienced teachers in area classrooms, the student will recognize and
fulfill the day-to-day tasks that support teaching and learning as assessed by successfully
completing all rotations in students’ internship.

Outcome 3.4 Social and Emotional Growth and Development
Apply social and emotional growth and development principles to develop a holistic picture of a
learner.
Competencies
3.4.2 Explain genetic and environmental conditions that affect social growth and development.
3.4.4 Identify factors impacting learners’ self-regulation.
3.4.5 Describe how caring, consistent relationships with adults provide external supports.
3.4.6 Implement strategies to ease separation anxiety.
3.4.7 Use strategies to help learners express their emotions.
3.4.8 Incorporate strategies that support social and emotional growth.
3.4.10 Model self-control for learners.
3.4.11 Apply behavioral-management techniques to advance learners’ social and emotional
growth.
3.4.12 Use communication techniques that promote social growth and development.
TPO: Given instruction, discussion, and case studies, students will apply social and emotional
growth and development principles to develop a holistic picture of a learner with 75% accuracy
according to a rubric.

Outcome 3.7 Cultural Growth and Development
Determine the impact of culture on learner development and behaviors to guide interactions,
curriculum decisions, resource selections and instructional planning and delivery.
Competencies
3.7.6 Implement strategies and techniques that encourage self-esteem and responsibility in
learners.
TPO: After listening to the ESL guest speaker’s presentation, students will determine the impact of
culture on learner development and behaviors to guide interactions, curriculum decisions, resource
selections and instructional planning and delivery by completing 100% of the learning journal
entries.
Outcome 4.1 Safe Environments
Establish and maintain a physically and emotionally safe environment for learners, staff,
administrators and volunteers.
Competencies
4.1.1 Design, maintain, and modify the classroom layout to create a safe environment.
4.1.3 Develop and follow emergency action plans.
4.1.4 Design, maintain, and modify the classroom layout to create a safe environment.
4.1.6 Identify the signs, symptoms and impact of physical and mental abuse; and adhere to
reporting protocol.
4.1.9 Identify restraint-training techniques and the impact of initiating them.
TPO: After participating in the Safety Crew’s Child Abuse training, students will be able to
establish and maintain a physically and emotionally safe environment for learners, staff,
administrators and volunteers by receiving at least 80% on the final assessment.

Outcome 4.4 Environmental Design
Create and maintain an environment to promote learning, encourage interaction and facilitate
classroom management.
Competencies
4.4.1 Compare the effectiveness of different learning environments.
4.4.2 Analyze the impact of environmental factors on the learning environment.
4.4.3 Create a learning environment that fosters collaborative and individual work.
4.4.5 Maintain and modify the learning environment to accommodate performance and behavior.
4.4.7 Create learning centers to enable learners to work independently and in small groups.
4.4.8 Design the physical learning environment to address learner needs and abilities.
TPO: After reading course text and selecting a classroom theme, students will create and maintain
an environment to promote learning, encourage interaction and facilitate classroom management
assessed by transforming the classroom and presenting knowledge to preschool students.

Outcome 4.5 Responsive Environment
Establish and maintain a productive and respectful learning environment.
Competencies
4.5.2 Distinguish between individual and group diversity.
4.5.3 Identify the impact of diversity on the learning environment.
4.5.4 Demonstrate cultural awareness.
4.5.5 Model respect for individuals’ or groups’ culturally unique factors.
4.5.6 Develop rapport with learners.
4.5.7 Interact with learners in responsive, consistent, encouraging and supportive ways.
4.5.8 Use positive guidance techniques.
4.5.9 Create a supportive and inclusive learning environment that promotes positive
interactions and behaviors to minimize risks.
4.5.10 Set and communicate high and attainable expectations for all learners.
4.5.11 Establish and follow classroom routines.
4.5.12 Determine the impact of diversity in an education and training setting (e.g.,
linguistics, intellectual abilities, beliefs and values).
4.5.13 Create a culturally compatible learning environment.
TPO: Upon participating in role-playing scenarios, students will establish and maintain a
productive and respectful learning environment by evaluating peers performances and suggesting
other possibilities to the scenarios.

Outcome 4.6 Stakeholder Relationships
Establish and maintain productive relationships with family members, caregivers and
community partners.
Competencies
4.6.2 Identify and implement techniques to constructively and supportively
communicate with families or caregivers.
4.6.7 Involve family or caregiver in resolving a learner’s conflicts or issues.
4.6.8 Assist families or caregivers in addressing challenging learner behaviors outside the

learning environment.
4.6.10 Collaborate with stakeholders and intervention team to meet requirements of learners.
4.6.11 Explain ways in which community members can contribute to learning experiences.
4.6.12 Establish and grow positive relationships with community partners.

TPO: After viewing video “Parents as Classroom Resources,” and interacting in a case study,
students will establish and maintain productive relationships with family members, caregivers and
community partners by answering 100% of the reflective questions.

Outcome 4.7 Classroom Management
Manage classroom behavior to create an environment conducive to learning.
Competencies
4.7.1 Identify the importance of learner self-regulation as related to classroom management.
4.7.2 Recognize reasons that learners exhibit inappropriate behavior, and recommend and
implement intervention strategies.
4.7.3 Communicate and monitor classroom expectations.
4.7.4 Apply classroom-management techniques to monitor learner engagement.
4.7.5 Respond to and redirect learner behavior.
4.7.6 Implement techniques to foster positive learner behavior.
4.7.7 Implement strategies to encourage learners to comply with classroom rules and procedures.
4.7.8 Identify ways that cultural perspectives can impact conflicts.
4.7.9 Determine when to involve stakeholders in conflict-resolution activities.
4.7.10 Involve learners in development of behavioral standards for the learning environment.
4.7.11 Differentiate instructional strategies to keep all learners engaged.
TPO: Upon selecting a research topic and conducting thorough research, students will manage
classroom behavior to create an environment conducive to learning by writing an
Advocate/Initiative/Cultural Responsiveness research paper.
Outcome 5.3 Resources
Select, prepare, and utilize resources; and provide opportunities to promote learner development
and advancement.
Competencies
5.3.7 Identify technology resources to support the needs of learners.
5.3.10 Create opportunities that support learner growth and development through extracurricular activities.
TPO: After designing a DAP classroom environment and an activity schedule, students will select,
prepare, and utilize resources; and provide opportunities to promote learner development and
advancement assessed by talking to experienced child care workers to get their feedback about the
workability of the plans.

Child and Adolescent Development
Outcome 1.1 Employability Skills
Develop career awareness and employability skills (e.g., face-to-face, online) needed for
gaining and maintaining employment in diverse business settings.
Competencies
1.1.1. Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education,
training, certification, licensure and experience.
1.1.8 Identify the correlation between emotions, behavior and appearance and manage
those to establish and maintain professionalism.
TPO: Upon observing experienced teachers in area classrooms, the student will develop career
awareness and employability skills (e.g., face-to-face, online) needed for gaining and maintaining
employment in diverse business settings as assessed by successfully completing all rotations in
students’ internship.
Outcome 1.3 Business Ethics and Law
Analyze how professional, ethical and legal behavior contributes to continuous
improvement in organizational performance and regulatory compliance.
Competencies
1.3.8 Verify compliance with computer and intellectual property laws and regulations.
1.3.9 Identify potential conflicts of interest (e.g., personal gain, project bidding)
between personal, organizational and professional ethical standards.
TPO: Upon participating in an ethical debate using different scenarios, students will analyze how
professional, ethical and legal behavior contributes to continuous improvement in organizational
performance and regulatory compliance by answering 100% of questions posed in learning journal.

Outcome 1.5 Global Environment
Evaluate how beliefs, values, attitudes and behaviors influence organizational strategies and goals.
Competencies
1.5.4 Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
TPO: After interviewing students in the ESL classroom, the student will evaluate how beliefs,
values, attitudes and behaviors influence organizational strategies and goals by scoring at least 75%
on a reflection essay.
Outcome 2.1 History and Philosophy
Examine and employ education’s historical and philosophical foundations to benefit from best
practices and lessons-learned that can be used to enhance stakeholder understanding and
interaction.

Competencies
2.1.3 Explain the impact of constructivism on the learning environment, instruction, learning
activities and assessment.
2.1.6 Compare theories and philosophies of education and training impacting learners
with exceptionalities.
2.1.8 Explain social development theories and their implications for education and training
practices.
TPO: While playing stratified Monopoly, students will examine and employ education’s historical
and philosophical underpinnings to benefit from best practices and lessons-learned that can be used
to enhance stakeholder understanding and interaction and write a position paper with 75% accuracy
according to a rubric.

Outcome 2.2 Educational Systems
Understand the organization and structure of education systems, the roles of their stakeholders
and the nature of their funding sources to enhance students’ contribution and role in education.
Competencies
2.2.3 Distinguish among federal, state and locally mandated policies, rules and regulations.
2.2.5 Describe the role and responsibilities of state and federal education agencies.
2.2.6 Explain learners’ and stakeholders’ roles, rights and responsibilities in education systems.
TPO: Given access to online resources and classroom resources, the student will understand the
organization and structure of education systems, the roles of their stakeholders and the nature of
their funding sources to enhance students’ contribution and role in education by presenting their
findings to the class according to a rubric.
Outcome 3.1 Growth and Development Theories
Apply the theoretical foundations of human growth and development that can enhance work with
learners.
Competencies
3.1.1 Describe the interdependence of the developmental domains (e.g., social, emotional,
cognitive, language, sensory, creative, physical, adaptive).
3.1.2 Explain developmental stages and milestones.
3.1.3 Explain growth and development theories (e.g., Piaget’s stages of cognitive
development, Erickson’s theory of human development, Kohlberg’s stages of
moral development).
3.1.4 Apply development theories to different ages and stages of learner development.
3.1.5 Develop holistic view of learners through the application of growth and development
theories.
TPO: After reading the course text and given access to online materials, students will apply the
theoretical foundations of human growth and development that can enhance work with learners by
developing a Google Slides presentation on a theory and presenting it to the class with 80%
accuracy according to a rubric.
Outcome 3.2 Cognitive Growth and Development
Apply cognitive growth and development principles to develop a holistic picture of a learner.
Competencies
3.2.1 Describe how learning processes occur neurologically.
3.2.2 Evaluate learners to determine their learning styles.
3.2.3 Explain sequences, stages and milestones of cognitive development.
3.2.4 Describe issues associated with cognitive development and growth.
3.2.5 Explain how interactions and the environment impact brain function, growth and
development.
3.2.6 Create opportunities for learners to explore their self-interests.
3.2.7 Observe, analyze, and determine a learner’s cognitive growth and development.
3.2.8 Align instructional strategies and interventions to learners’ stages of cognitive
development and learning.
TPO: After reading assigned materials, students will apply cognitive growth and development
principles to develop a holistic picture of a learner by passing an assessment with at least 75%.

Outcome 3.3 Physical Growth and Development
Apply physical growth and development principles to develop a holistic picture of a learner.
Competencies
3.3.1 Describe the milestones of physical growth and development.
3.3.2 Determine learners’ physical development stages and milestones.
3.3.3 Analyze strategies to support learners’ physical growth and development.
3.3.4 Implement activities and strategies that can be used to promote motor-skill development.
3.3.5 Allocate time for structured and unstructured physical activity based on age band.
3.3.6 Organize structured activities to promote learners’ health.
3.3.7 Align strategies to learners’ stages of physical development.
TPO: After reading assigned materials, students will apply physical growth and development
principles to develop a holistic picture of a learner by passing an assessment with at least 75%.

Outcome 3.4 Social and Emotional Growth and Development
Apply social and emotional growth and development principles to develop a holistic picture of a
learner.
Competencies
3.4.1 Identify learner characteristics and differences, and explain how they impact learning.
3.4.2 Explain genetic and environmental conditions that affect social growth and development.
3.4.3 Identify how attachment impacts relationships.
3.4.4 Identify factors impacting learners’ self-regulation.
3.4.5 Describe how caring, consistent relationships with adults provide external supports.
3.4.6 Implement strategies to ease separation anxiety.
3.4.7 Use strategies to help learners express their emotions.
3.4.8 Incorporate strategies that support social and emotional growth.
3.4.9 Explain how play provides opportunity for learners to grow and develop.
3.4.10 Model self-control for learners.
3.4.11 Apply behavioral-management techniques to advance learners’ social and emotional
growth.
3.4.12 Use communication techniques that promote social growth and development.
TPO: Given instruction, discussion, and case studies, students will apply social and emotional
growth and development principles to develop a holistic picture of a learner with 75% accuracy
according to a rubric.
Outcome 3.5 Language Growth and Development
Apply linguistic principles and practices in the development of language skills.
Competencies
3.5.1 Explain the interrelationships of language development with cognitive,
physical and social/emotional development.
3.5.2 Explain how language is developed.

3.5.3

Describe the importance of listening, conversing and gesturing as foundations for
learning languages or multiple languages.
3.5.4 Identify the relationship between oral language development and reading.
3.5.5 Explain the purposes for which learners use oral language.
3.5.6 Describe the significance of learners’ self-talk.
3.5.7 Use the technique of recasting to support a learner’s language skills and development.
3.5.8 Explain stages of English acquisition for multi-language learners.
3.5.9 Explain the role of the home language in promoting development of English
language and literacy.
3.5.10 Identify the home-language environment of each learner.
3.5.11 Determine stage of a learner’s English language development sequence.
3.5.12 Demonstrate purposeful, intentional use of language that encourages conversation.
3.5.13 Apply techniques to respond to code switching.
3.5.14 Use code switching as a teaching strategy.
3.5.15 Model correct use of language (e.g., structures, grammar, tone, volume, expression).
3.5.16 Collaborate with families to set language learning goals for their learners.
3.5.17 Promote development of home language while facilitating English language acquisition.
3.5.18 Determine staff supports needed to assess and individualize instruction for multilanguage learners.
TPO: After reading assigned materials, students will apply linguistic principles and practices in the
development of language skills with 75% accuracy on the final assessment.

Outcome 3.6 Literacy Development
Apply strategies to determine a learner’s stage of literacy development, and implement
needed supports to facilitate literacy growth.
Competencies
3.6.1 Explain the interaction of reading, writing, speaking and listening in literacy development.
3.6.2 Describe factors impacting a learner’s preparation to read.
3.6.3 Describe stages of literacy development.
3.6.4 Explain factors impacting the progression of the learner through the stages of
reading development.
3.6.5 Describe how content areas support literacy development.
3.6.6 Identify characteristics of proficient readers.
3.6.7 Identify the knowledge and skills that learners need to read with comprehension and
fluency.
3.6.8 Analyze a learner’s writing samples to determine literacy growth and development.
3.6.9 Evaluate a learner’s reading readiness through classroom observation and assessment.
TPO: After viewing Ways to Create Perfect Literacy Centers in the Elementary Classroom, students
will apply strategies to determine a learner’s stage of literacy development, and implement needed
supports to facilitate literacy growth by creating a literacy center within their rotation classroom.

Outcome 3.7 Cultural Growth and Development
Determine the impact of culture on learner development and behaviors to guide
interactions, curriculum decisions, resource selections and instructional planning and
delivery.
Competencies
3.7.1 Explain the growth and development of a person’s culture.
3.7.2 Describe the role of cultural and environmental influences on a learner’s development.
3.7.3 Describe the impact of culture on adults’ behavior with learners.
3.7.4 Acquire unbiased information about cultural groups in the community.
3.7.5 Obtain information about a learner’s culture.
3.7.6 Implement strategies and techniques that encourage self-esteem and responsibility in
learners.
3.7.7 Determine personal contributions to working with culturally diverse communities and
learners by reflecting on one’s own personal culture.
3.7.8 Address cultural relevance in making curriculum choices and adaptations.
3.7.9 Establish goals for multilingualism, multi-literacy and multiculturalism.
TPO: After listening to the ESL guest speaker’s presentation, students will determine the impact of
culture on learner development and behaviors to guide interactions, curriculum decisions, resource
selections and instructional planning and delivery by completing 100% of the learning journal
entries.
Outcome 3.8 Learner Characteristics
Select educational services aligned to learner characteristics.
Competencies
3.8.1 Identify a learner’s interests, abilities and developmental progress.
3.8.2 Compare the relationship between academic achievement and a learner’s physical,
emotional and mental health.
3.8.3 Identify types of accommodations and modifications that support learners’ social,
emotional, cognitive and physical growth.
3.8.4 Identify exceptional learners based on established criteria and provide aligned
services as needed.
3.8.5 Identify multi-language learners to determine needed support services.
3.8.6 Compare the purposes, value and uses of Individualized Family Service Plans (IFSPs),
Individualized Education Programs (IEPs), and Section 504 Plans.
3.8.7 Identify the processes and procedures for writing a plan for intervention services.
TPO: After interacting with a guest speaker specializing in special education, students will select
educational services aligned to learner characteristics by answering 100% of questions posed in their
learning journal.

Outcome 4.4 Environmental Design
Create and maintain an environment to promote learning, encourage interaction and
facilitate classroom management.
Competencies
4.4.6 Create an inclusive learning environment by implementing Universal Design
principles and guidelines.

TPO: After reading course text and selecting a classroom theme, students will create and maintain
an environment to promote learning, encourage interaction and facilitate classroom management
assessed by transforming the classroom and presenting knowledge to preschool students.
Outcome 4.5 Responsive Environment
Establish and maintain a productive and respectful learning environment.
Competencies
4.5.7 Interact with learners in responsive, consistent, encouraging and supportive ways.
4.5.9 Create a supportive and inclusive learning environment that promotes positive
interactions and behaviors to minimize risks.
TPO: Upon participating in role-playing scenarios, students will establish and maintain a
productive and respectful learning environment by evaluating peers performances and suggesting
other possibilities to the scenarios.

Outcome 4.6 Stakeholder Relationships
Establish and maintain productive relationships with family members, caregivers and community
partners.
Competencies
4.6.1 Describe the advantages and importance of family or caregiver involvement in
learner development.
4.6.10 Collaborate with stakeholders and intervention team to meet requirements of learners.
TPO: After viewing video “Parents as Classroom Resources,” and interacting in a case study,
students will establish and maintain productive relationships with family members, caregivers and
community partners by answering 100% of questions posed in learning journal.
Outcome 5.2 Instructional Planning
Plan instructional strategies and activities to promote learner development.
Competencies
5.2.3 Describe types of learning styles and their influence on instruction.
TPO: After assessing the learning style of students in case studies, students will plan instructional
strategies and activities to promote learner development with 80% accuracy.
Outcome 7.2 Observation
Administer formal observations to evaluate learners’ growth and development progress and to
diagnose problems.
Competencies
7.2.3 Screen learners’ overall health status, developmental strengths and weaknesses.
7.2.13 Create a developmental plan for the learner.
7.2.14 Utilize ongoing learner observation to recognize developmental goal attainment.
TPO: Within classroom rotations, students will administer formal observations to evaluate learners’
growth and development progress and to diagnose problems by observing and conferencing with
cooperating teacher.

Education Principles
Outcome 1.1. Employability Skills
Develop career awareness and employability skills (e.g., face-to-face, online) needed for
gaining and maintaining employment in diverse business settings.
Competencies
1.1.1. Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for education,
training, certification, licensure and experience.
1.1.3. Develop a career plan that reflects career interests, pathways and secondary and
postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations and
organized labor and use networking techniques to develop and maintain professional
relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job
applications, résumé writing, interviewing skills, portfolio development).
1.1.6. Explain the importance of work ethic, accountability and responsibility and
demonstrate associated behaviors in fulfilling personal, community and
workplace roles.
1.1.8. Identify the correlation between emotions, behavior and appearance and manage those to
establish and maintain professionalism.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate
respect for them.
TPO: Upon observing experienced teachers in area classrooms, the student will develop career
awareness and employability skills (e.g., face-to-face, online) needed for gaining and maintaining
employment in diverse business settings as assessed by successfully completing all rotations in
students’ internship.

Outcome 1.3. Business Ethics and Law
Analyze how professional, ethical and legal behavior contributes to continuous
improvement in organizational performance and regulatory compliance.
Competencies
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty,
personal integrity, compassion, justice).
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-to-door
sales, deceptive service estimates, fraudulent misrepresentations) and their overall impact on
organizational performance.
1.3.8. Verify compliance with computer and intellectual property laws and regulations.
1.3.9. Identify potential conflicts of interest (e.g., personal gain, project bidding)
between personal, organizational and professional ethical standards.
TPO: Upon participating in an ethical debate using different scenarios, students will analyze how
professional, ethical and legal behavior contributes to continuous improvement in organizational
performance and regulatory compliance by answering 100% of questions posed in learning journal.

Outcome 1.5. Global Environment
Evaluate how beliefs, values, attitudes and behaviors influence organizational strategies and goals.
Competencies
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence productivity and
profitability.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
1.5.8. Identify how multicultural teaming and globalization can foster development of
new and improved products and services and recognition of new opportunities.
TPO: After interviewing students in the ESL classroom, the student will evaluate how beliefs,
values, attitudes and behaviors influence organizational strategies and goals by scoring at least 75%
on a reflection essay.
Outcome 2.1. History and Philosophy
Examine and employ education’s historical and philosophical underpinnings to benefit from best
practices and lessons-learned that can be used to enhance stakeholder understanding and
interaction.
Competencies
2.1.1. Determine historical aspects of education that impact the current learning environment.
2.1.2. Compare educational models, and explain how they impact the classroom.
2.1.3. Explain the impact of constructivism on the learning environment, instruction, learning
activities and assessment.
2.1.4. Describe the shift from instructor-led to learner-directed education.
2.1.5. Explain the nature of learning and its relationship to emerging pedagogies.
2.1.6. Compare theories and philosophies of education and training impacting learners
with exceptionalities.
2.1.7. Incorporate changing and emerging educational philosophies into the learning environment.
2.1.8. Explain social development theories and their implications for education and training
practices.
2.1.9. Describe the development of modern education and training.
2.1.10. Explain the impact of education and training on society.
2.1.11. Describe the relationships between social stratification and educational equity and their
impact on learning and achievement gaps.
2.1.12. Explain the impact of economic, social and technological changes on education and
training.
2.1.13. Explain the evolving knowledge base of educational research and theory that guides
practice.
2.1.14. Apply educational research findings to improve learner performance.
TPO: While playing stratified Monopoly, students will examine and employ education’s historical
and philosophical underpinnings to benefit from best practices and lessons-learned that can be used
to enhance stakeholder understanding and interaction and write a position paper with 75% accuracy
according to a rubric.

Outcome 2.2. Educational Systems
Understand the organization and structure of education systems, the roles of their stakeholders
and the nature of their funding sources to enhance students’ contribution and role in education.
Competencies
2.2.1. Explain the goals of education and their role in shaping the education system.
2.2.2. Describe the environments in which education and training are delivered.
2.2.3. Distinguish among federal, state and locally mandated policies, rules and regulations.
2.2.4. Describe the organizational hierarchy in education and training systems.
2.2.5. Describe the role and responsibilities of state and federal education agencies.
2.2.6. Explain learners’ and stakeholders’ roles, rights and responsibilities in education systems.
2.2.7. Identify how decisions are made in education systems.
2.2.8. Determine the change process and change forces in education systems.
2.2.9. Describe barriers to and impact of systemic change in education systems.
2.2.10. Describe funding sources and levels of contribution to the education system.
2.2.11. Explain financial accountability of education systems and their stakeholders.
2.2.12. Describe accreditation requirements of education systems.
2.2.13. Analyze the community’s shifting demographics, and recommend ways that the
education system can respond.
TPO: Given access to online resources and classroom resources, the student will understand the
organization and structure of education systems, the roles of their stakeholders and the nature of
their funding sources to enhance students’ contribution and role in education by presenting their
findings to the class according to a rubric.
Outcome 2.3. Professionalism
Model behaviors of professional educators, maintain needed licenses or certifications, and
advance needed skills to exhibit a desire to contribute to professional growth and development.
Competencies
2.3.1. Compare and contrast professional development processes guiding the
preparation of educators.
2.3.2. Identify processes used to integrate new teachers into an educational institution’s culture.
2.3.3. Target and actively participate in relevant professional development opportunities that
foster growth.
2.3.4. Utilize advocacy skills that can be used to shape educational policies and regulations.
2.3.5. Adhere to the legal and ethical framework of the teaching profession, and
explain the consequences of failing to do so.
2.3.6. Explain the relationship between educational negligence and liability, and describe
protections against liability.
2.3.7. Engage in reflective practices to strengthen education and training knowledge and skills.
2.3.8. Seek and use feedback and input from peers and administrators to foster professional
growth.
2.3.9. Create, implement, and evaluate personal action plan for performance improvement.
2.3.10. Promote active and informed citizenship.
2.3.11. Assess and address personal biases that potentially impact stakeholder interactions.
2.3.12. Determine requirements for being an Ohio educator, and explain reasons those
requirements change.
2.3.13. Develop a professional development plan for lifelong learning.
2.3.14. Develop a personal philosophy of education.

2.3.15. Create and maintain a professional portfolio.
TPO: After listening to a guest speaker, students will model behaviors of professional educators,
maintain needed licenses or certifications, and advance needed skills to exhibit a desire to
contribute to professional growth and development by depicting model behavior through role
playing.

Outcome 2.5. Human Resource Considerations
Determine human resource considerations in obtaining and maintaining employment in education
or training.
Competencies
2.5.1. Describe staff rights and evolving roles in educational settings.
2.5.2. Identify sources that can be used to determine available positions in education or training.
2.5.3. Describe evaluation methods and procedures used with professionals in education and
training.
2.5.4. Identify how to access information about educator or trainer benefit packages.
2.5.5. Explain the nature and impact of organized labor on education or training
staff and administrators.
2.5.6. Analyze job descriptions to determine roles and responsibilities.
2.5.7. Identify procedures followed by educational agencies when dismissing employees.
TPO: After actively participating in a question/answer seminar with the school district’s human
resource director and union president, students will determine human resource considerations in
obtaining and maintaining employment in education or training assessed by answering 100% of
questions posed in learning journal.
Outcome 3.7. Cultural Growth and Development
Determine the impact of culture on learner development and behaviors to guide
interactions, curriculum decisions, resource selections and instructional planning and
delivery.
Competencies
3.7.7. Determine personal contributions to working with culturally diverse communities and
learners by reflecting on one’s own personal culture.
3.7.8. Address cultural relevance in making curriculum choices and adaptations.
TPO: After listening to the ESL guest speaker’s presentation, students will determine the impact of
culture on learner development and behaviors to guide interactions, curriculum decisions, resource
selections and instructional planning and delivery by completing 100% of the learning journal
entries.
Outcome 3.8. Learner Characteristics
Select educational services aligned to learner characteristics.
Competencies
3.8.2. Compare the relationship between academic achievement and a learner’s physical,
emotional and mental health.
3.8.3. Identify types of accommodations and modifications that support learners’ social,
emotional, cognitive and physical growth.
3.8.6. Compare the purposes, value and uses of Individualized Family Service Plans (IFSPs),
Individualized Education Programs (IEPs) and 504 Plans.
TPO: After interacting with a guest speaker specializing in special education, students will select
educational services aligned to learner characteristics by answering 100% of questions posed in their
learning journal.

Outcome 4.1. Safe Environments
Establish and maintain a physically and emotionally safe environment for learners, staff,
administrators and volunteers.
Competencies
4.1.1. Ensure a safe learning environment.
4.1.4. Design, maintain, and modify the classroom layout to create a safe environment.
4.1.6. Identify the signs, symptoms and impact of physical and mental abuse; and adhere to
reporting protocol.
TPO: After participating in the Safety Crew’s Child Abuse training, students will be able to
establish and maintain a physically and emotionally safe environment for learners, staff,
administrators and volunteers by receiving at least 80% on the final assessment.

Outcome 4.5. Responsive Environment
Establish and maintain a productive and respectful learning environment.
Competencies
4.5.2. Distinguish between individual and group diversity.
4.5.3. Identify the impact of diversity on the learning environment.
4.5.12. Determine the impact of diversity in an education and training setting (e.g.,
linguistics, intellectual abilities, beliefs and values).
4.5.13. Create a culturally compatible learning environment.
TPO: Upon participating in role-playing scenarios, students will establish and maintain a
productive and respectful learning environment by evaluating peers performances and suggesting
other possibilities to the scenarios.

Outcome 4.6. Stakeholder Relationships
Establish and maintain productive relationships with family members, caregivers and community
partners.
Competencies
4.6.1. Describe the advantages and importance of family or caregiver involvement in
learner development.
4.6.9. Explain the role and value of external support agencies in education.
4.6.11. Explain ways in which community members can contribute to learning experiences.
TPO: After viewing video “Parents as Classroom Resources,” and interacting in a case study,
students will establish and maintain productive relationships with family members, caregivers and
community partners by answering 100% of the reflective questions.
Outcome 5.1. Curriculum Planning
Develop curriculum that ensures learners receive integrated, coherent learning experiences.
Competencies
5.1.1. Identify school, district and state curriculum priorities.
5.1.7. Align curriculum to state and national standards.
TPO: Upon being presented with various grade levels’ course of study, students will develop
curriculum that ensures learners receive integrated, coherent learning experiences by matching the
course of study to national standards with 80% accuracy.

Outcome 5.2. Instructional Planning
Plan instructional strategies and activities to promote learner development.
Competencies
5.2.3. Describe types of learning styles and their influence on instruction.
5.2.4. Use multiple strategies within a lesson to support differentiated instruction.
TPO: After assessing the learning style of students in case studies, students will plan instructional
strategies and activities to promote learner development with 80% accuracy.
Outcome 5.4. Instructional Implementation
Implement instructional strategies and methods to meet the needs of all learners.

Competencies
5.4.1. Determine advantages and disadvantages of instructional strategies and methods.
5.4.15. Implement developmentally appropriate instructional activities that support differentiated
learning.
TPO: After planning instructional strategies, students will implement instructional strategies and
methods to meet the needs of all learners by role playing with classmates following a rubric with
80% accuracy.
Outcome 7.1. Observation and Assessment Foundations
Describe the value and need for observation and assessment in the education process.
Competencies
7.1.3. Explain the purposes and impact of assessment.
7.1.5. Distinguish among formative, summative and diagnostic assessment.
TPO: After interviewing the cooperating teacher, students will describe the value and need for
observation and assessment in the education process by writing an essay of findings following a
rubric with 80% accuracy.

Outcome 7.3. Assessment
Develop and administer assessments to evaluate learner understanding and skill development.
Competencies
7.3.1. Describe the characteristics, strengths, limitations and uses of assessment tools.
TPO: Within the internship rotations, students will develop and administer assessments to evaluate
learner understanding and skill development under the supervision and guidance of the cooperating
teacher.

Sequence/Curriculum Mapping
First year/First semester

Communities, Schools and Stakeholders #350225
Week Competencies being taught
1

2

3

4

5
6

7
8

1.1.11 Recognize different cultural beliefs and practices in the workplace and demonstrate respect for
them.

1.2.3 Identify and use verbal, nonverbal and active listening skills to communicate
effectively.
1.2.5 Communicate information for an intended audience and purpose.
1.2.7 Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
1.2.10 Use interpersonal skills to provide group leadership, promote collaboration
and work in a team.
1.5.1 Describe how cultural understanding, cultural intelligence skills and
cultural awareness are interdependent.
1.5.4 Use cultural intelligence to interact with individuals from diverse cultural
settings.
1.5.4 Recognize barriers in cross-cultural relationships and implement behavioral
adjustments.
1.5.6 Analyze work tasks for understanding and interpretation from a different
cultural perspective.
1.5.7 Use intercultural communication skills to exchange ideas and create meaning.
2.1.11 Describe the relationships between social stratification and educational
equity and their impact on learning and achievement gaps.
2.1.12 Explain the impact of economic, social and technological changes on
education and training.
2.2.13 Analyze the community’s shifting demographics, and recommend ways that
the education system can respond.
2.3.4 Utilize advocacy skills that can be used to shape educational policies and
regulations.
2.3.11 Assess and address personal biases that potentially impact stakeholder
interactions.
3.2.5 Explain how interactions and the environment impact brain function, growth
and development.
3.4.2 Explain genetic and environmental conditions that affect social growth and
development.
3.4.3 Identify how attachment impacts relationships.
3.4.5 Describe how caring, consistent relationships with adults provide external
supports.
3.5.9 Explain the role of the home language in promoting development of
English language and literacy.
3.5.10 Identify the home-language environment of each learner.

3.5.16 Collaborate with families to set language learning goals for their learners.
3.5.17 Promote development of home language while facilitating English language
3.7.1
3.7.2
3.7.3
3.7.4
3.7.5
3.7.7

9

10
11

3.7.8
3.7.9
4.1.6
4.1.7
4.1.8

4.2.8
4.5.1
4.5.2
4.5.3
4.5.4
4.5.5
4.5.12

12

4.5.13
4.6.1
4.6.2

13

4.6.3
4.6.4
4.6.5
4.6.6

14

4.6.7
4.6.8
4.6.9
4.6.10
4.6.11

15

4.6.12

acquisition.
Explain the growth and development of a person’s culture.
Describe the role of cultural and environmental influences on a learner’s
development.
Describe the impact of culture on adults’ behavior with learners.
Acquire unbiased information about cultural groups in the community.
Obtain information about a learner’s culture.
Determine personal contributions to working with culturally diverse
communities and learners by reflecting on one’s own personal culture.
Address cultural relevance in making curriculum choices and adaptations.
Establish goals for multilingualism, multi-literacy and multiculturalism.
Identify the signs, symptoms and impact of physical and mental abuse; and
adhere to reporting protocol.
Recognize signs of drug or alcohol abuse, and adhere to reporting protocol.
Identify resources, organizations and agencies committed to assisting
victims of physical and/or mental abuse.
Collaborate with families to establish strategies for healthy lifestyles.
Describe the benefits of a globally based learning environment.
Distinguish between individual and group diversity.
Identify the impact of diversity on the learning environment.
Demonstrate cultural awareness.
Model respect for individuals’ or groups’ culturally unique factors.
Determine the impact of diversity in an education and training
setting (e.g., linguistics, intellectual abilities, beliefs and values).
Create a culturally compatible learning environment.
Describe the advantages and importance of family or caregiver
involvement in learner development.
Identify and implement techniques to constructively and supportively
communicate with families or caregivers.
Plan, facilitate, and document parent-teacher conferences.
Use family engagement strategies to partner with families in making
decisions.
Collaborate with families to enhance support provided to the learner.
Communicate reading strategies to families to help them engage learner’s
literacy interests.
Involve family or caregiver in resolving a learner’s conflicts or issues.
Assist families or caregivers in addressing challenging learner behaviors
outside the learning environment.
Explain the role and value of external support agencies in education.
Collaborate with stakeholders and intervention team to meet requirements of
learners.
Explain ways in which community members can contribute to learning
experiences.
Establish and grow positive relationships with community partners.

4.6.13 Engage community partners in developing learning opportunities.

16

4.7.8
5.3.4

17

5.3.5
5.3.4

18

5.3.8

Identify ways that cultural perspectives can impact conflicts.
Select and implement learning materials and experiences that
provide a multicultural perspective.
Determine opportunities for involving stakeholders in learners’ activities.
Prepare and engage stakeholders for participation in learning experiences with
learners.
Engage learners in community activities that extend classroom curriculum.

Sequence/Curriculum Mapping
First year/Second semester

Classroom Management #350030
Week Competencies being taught
1

1.1.11 Recognize different cultural beliefs and practices in the workplace and demonstrate respect for
them.

1.1.6

2

3

4

Explain the importance of work ethic, accountability and
responsibility and demonstrate associated behaviors in fulfilling
personal, community and workplace roles.
1.1.7 Apply problem-solving and critical-thinking skills to work-related issues
when making decisions and formulating solutions.
1.1.9 Give and receive constructive feedback to improve work habits.
1.1.10 Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11 Recognize different cultural beliefs and practices in the workplace and
demonstrate respect for them.
1.1.12 Identify healthy lifestyles that reduce the risk of chronic disease,
unsafe habits and abusive behavior.
1.1.13 Manage time, priorities and resources to achieve personal and professional
goals.
1.2.1 Extract relevant, valid information from materials and cite sources of
information (e.g., medical reports, fitness assessment, medical test results).
1.2.4 Use negotiation and conflict-resolution skills to reach solutions.
1.2.6 Use proper grammar and expression in all aspects of communication.
1.2.7 Use problem-solving and consensus-building techniques to draw
conclusions and determine next steps.
1.2.8 Identify the strengths, weaknesses and characteristics of leadership
styles that influence internal and external workplace relationships.
1.2.9 Identify advantages and disadvantages involving digital and/or electronic
communications.
1.2.10 Use interpersonal skills to provide group leadership, promote
collaboration and work in a team.
1.2.12 Use technical writing skills to complete forms and create reports.
1.2.13 Identify stakeholders and solicit their opinions.
1.2.15 Use motivational strategies to accomplish goals.
1.3.1 Analyze how regulatory compliance affects business operations and
organizational performance.
1.3.2 Follow protocols and practices necessary to maintain a clean,
safe and healthy work environment.
1.3.3 Use ethical character traits consistent with workplace standards (e.g.,
honesty, personal integrity, compassion, justice).
1.3.8
1.3.9

5

Verify compliance with computer and intellectual property laws and regulations.
Identify potential conflicts of interest (e.g., personal gain, project
bidding) between personal, organizational and professional ethical
standards.

1.4.1

6

7

8

9
10

Use office equipment to communicate (e.g., phone, radio equipment, fax
machine, scanner, public address systems).
1.4.2 Select and use software applications to locate, record, analyze and
present information (e.g., word processing, e-mail, spreadsheet,
databases, presentation, Internet search engines).
1.4.3 Verify compliance with security rules, regulations and codes (e.g., property,
privacy, access, accuracy issues, client and patient record confidentiality)
pertaining to technology specific to the industry pathway.
1.4.5 Use information technology tools to maintain, secure and monitor business
records.
1.4.6 Use an electronic database to access and create business and technical
information.
1.4.7 Use personal information management and productivity applications to
optimize assigned tasks (e.g., lists, calendars, address books).
1.4.8 Use electronic media to communicate and follow network etiquette
guidelines.
1.5.1 Describe how cultural understanding, cultural intelligence skills and
cultural awareness are interdependent.
1.5.3 Use cultural intelligence to interact with individuals from diverse cultural
settings.
1.5.4 Recognize barriers in cross-cultural relationships and implement behavioral
adjustments.
1.5.5 Recognize the ways in which bias and discrimination may influence
productivity and profitability.
1.5.6 Analyze work tasks for understanding and interpretation from a different
cultural perspective.
1.5.7 Use intercultural communication skills to exchange ideas and create meaning.
2.3.2 Identify processes used to integrate new teachers into an educational
institution’s culture.
2.3.3 Target and actively participate in relevant professional development
opportunities that foster growth.
2.3.4 Utilize advocacy skills that can be used to shape educational policies and
regulations.
2.3.5 Adhere to the legal and ethical framework of the teaching
profession, and explain the consequences of failing to do so.
2.3.6 Explain the relationship between educational negligence and liability, and
describe protections against liability.
2.3.7 Engage in reflective practices to strengthen education and training knowledge
and skills.
2.3.8 Seek and use feedback and input from peers and administrators to foster
professional growth.
2.3.11 Assess and address personal biases that potentially impact stakeholder
interactions.
2.4.2 Complete and maintain up-to-date records (e.g., incident reports,
gradebooks, immunization records).

2.4.5

Determine the nature of needed documentation and paperwork, and
complete them according to protocol.
2.4.6 Select and maintain classroom equipment and supplies.
3.4.2 Explain genetic and environmental conditions that affect social growth and
development.
3.4.4 Identify factors impacting learners’ self-regulation.
3.4.5 Describe how caring, consistent relationships with adults provide external
supports.
3.4.6 Implement strategies to ease separation anxiety.
3.4.7 Use strategies to help learners express their emotions.
3.4.8 Incorporate strategies that support social and emotional growth.
3.4.10 Model self-control for learners.
3.4.11 Apply behavioral-management techniques to advance learners’ social and
emotional growth.

11

3.4.12

12

3.7.6

13

14

15

Use communication techniques that promote social growth and development.
Implement strategies and techniques that encourage self-esteem and responsibility in learners.

4.1.1 Design, maintain, and modify the classroom layout to create a safe
environment.
4.1.3 Develop and follow emergency action plans.
4.1.4 Design, maintain, and modify the classroom layout to create a safe
environment.
4.1.6 Identify the signs, symptoms and impact of physical and mental abuse; and
adhere to reporting protocol.
4.1.9 Identify restraint-training techniques and the impact of initiating them.
4.4.1 Compare the effectiveness of different learning environments.
4.4.2 Analyze the impact of environmental factors on the learning environment.
4.4.3 Create a learning environment that fosters collaborative and individual work.
4.4.5 Maintain and modify the learning environment to accommodate performance
and behavior.
4.4.7 Create learning centers to enable learners to work independently and in small
groups.
4.4.8 Design the physical learning environment to address learner needs and
abilities.
4.5.2 Distinguish between individual and group diversity.
4.5.3 Identify the impact of diversity on the learning environment.
4.5.4 Demonstrate cultural awareness.
4.5.5 Model respect for individuals’ or groups’ culturally unique factors.
4.5.6 Develop rapport with learners.
4.5.7 Interact with learners in responsive, consistent, encouraging and supportive
ways.
4.5.8 Use positive guidance techniques.
4.5.9 Create a supportive and inclusive learning environment that promotes
positive interactions and behaviors to minimize risks.
4.5.10 Set and communicate high and attainable expectations for all learners.
4.5.11 Establish and follow classroom routines.

4.5.12 Determine the impact of diversity in an education and training

16
17
18

setting (e.g., linguistics, intellectual abilities, beliefs and values).
4.5.13 Create a culturally compatible learning environment.
4.6.2 Identify and implement techniques to constructively and supportively
communicate with families or caregivers.
4.6.9
Involve family or caregiver in resolving a learner’s conflicts or issues.
4.6.10 Assist families or caregivers in addressing challenging learner behaviors
outside the learning environment.
4.6.13 Collaborate with stakeholders and intervention team to meet requirements of
learners.
4.6.14 Explain ways in which community members can contribute to learning
experiences.
4.6.15 Establish and grow positive relationships with community partners.
5.3.7 Identify technology resources to support the needs of learners.
5.3.10 Create opportunities that support learner growth and development through
extra-curricular activities.

Sequence/Curriculum Mapping
Second year/First semester

Child and Adolescent Development #350035
Week Competencies being taught
1.1.1. Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for
education, training, certification, licensure and experience.
1.1.8 Identify the correlation between emotions, behavior and appearance
1
and manage those to establish and maintain professionalism.
1.3.8 Verify compliance with computer and intellectual property laws and
regulations.
1.3.9 Identify potential conflicts of interest (e.g., personal gain,
project bidding) between personal, organizational and
2
professional ethical standards.
1.5.4 Recognize barriers in cross-cultural relationships and implement behavioral
3
adjustments.
2.1.3 Explain the impact of constructivism on the learning environment,
instruction, learning activities and assessment.
2.1.6 Compare theories and philosophies of education and training
impacting learners with exceptionalities.
2.1.8 Explain social development theories and their implications for education and
4
training practices.
2.2.3 Distinguish among federal, state and locally mandated policies, rules and
regulations.
2.2.5 Describe the role and responsibilities of state and federal education agencies.
2.2.6 Explain learners’ and stakeholders’ roles, rights and responsibilities in education
5
systems.
3.1.1 Describe the interdependence of the developmental domains (e.g., social,
emotional, cognitive, language, sensory, creative, physical, adaptive).
3.1.2 Explain developmental stages and milestones.
3.1.3 Explain growth and development theories (e.g., Piaget’s stages of
cognitive development, Erickson’s theory of human development,
Kohlberg’s stages of moral development).
3.1.4 Apply development theories to different ages and stages of learner
development.
3.1.5 Develop holistic view of learners through the application of growth and
6
development theories.
3.2.1 Describe how learning processes occur neurologically.
3.2.2 Evaluate learners to determine their learning styles.
3.2.3 Explain sequences, stages and milestones of cognitive development.
3.2.4 Describe issues associated with cognitive development and growth.
3.2.5 Explain how interactions and the environment impact brain function, growth
7
and development.

3.2.6
3.2.7
3.2.8
3.3.1
3.3.2
3.3.3
3.3.4
3.3.5

8

3.3.6
3.3.7
3.4.1
3.4.2
3.4.3
3.4.4
3.4.5
3.4.6
3.4.7
3.4.8
3.4.9
3.4.10
3.4.11

9

3.4.12
3.5.1
3.5.2
3.5.3
3.5.4
3.5.5
3.5.6
3.5.7
3.5.8
3.5.9

10

3.5.10
3.5.11
3.5.12

Create opportunities for learners to explore their self-interests.
Observe, analyze, and determine a learner’s cognitive growth and
development.
Align instructional strategies and interventions to learners’ stages of
cognitive development and learning.
Describe the milestones of physical growth and development.
Determine learners’ physical development stages and milestones.
Analyze strategies to support learners’ physical growth and development.
Implement activities and strategies that can be used to promote motor-skill
development.
Allocate time for structured and unstructured physical activity based on age
band.
Organize structured activities to promote learners’ health.
Align strategies to learners’ stages of physical development.
Identify learner characteristics and differences, and explain how they impact
learning.
Explain genetic and environmental conditions that affect social growth and
development.
Identify how attachment impacts relationships.
Identify factors impacting learners’ self-regulation.
Describe how caring, consistent relationships with adults provide external
supports.
Implement strategies to ease separation anxiety.
Use strategies to help learners express their emotions.
Incorporate strategies that support social and emotional growth.
Explain how play provides opportunity for learners to grow and develop.
Model self-control for learners.
Apply behavioral-management techniques to advance learners’ social and
emotional growth.
Use communication techniques that promote social growth and development.
Explain the interrelationships of language development with
cognitive, physical and social/emotional development.
Explain how language is developed.
Describe the importance of listening, conversing and gesturing as
foundations for learning languages or multiple languages.
Identify the relationship between oral language development and reading.
Explain the purposes for which learners use oral language.
Describe the significance of learners’ self-talk.
Use the technique of recasting to support a learner’s language skills and
development.
Explain stages of English acquisition for multi-language learners.
Explain the role of the home language in promoting development of
English language and literacy.
Identify the home-language environment of each learner.
Determine stage of a learner’s English language development sequence.
Demonstrate purposeful, intentional use of language that encourages
conversation.

3.5.13 Apply techniques to respond to code switching.
3.5.14 Use code switching as a teaching strategy.
3.5.15 Model correct use of language (e.g., structures, grammar, tone, volume,

expression).
3.5.16 Collaborate with families to set language learning goals for their learners.
3.5.17 Promote development of home language while facilitating English language

11

12
13

14

15

acquisition.
3.5.18 Determine staff supports needed to assess and individualize instruction
for multi-language learners.
3.6.1 Explain the interaction of reading, writing, speaking and listening in literacy
development.
3.6.2 Describe factors impacting a learner’s preparation to read.
3.6.3 Describe stages of literacy development.
3.6.4 Explain factors impacting the progression of the learner through
the stages of reading development.
3.6.5 Describe how content areas support literacy development.
3.6.6 Identify characteristics of proficient readers.
3.6.7 Identify the knowledge and skills that learners need to read with
comprehension and fluency.
3.6.8 Analyze a learner’s writing samples to determine literacy growth and
development.
3.6.9 Evaluate a learner’s reading readiness through classroom observation and
assessment.
3.8.1 Identify a learner’s interests, abilities and developmental progress.
3.8.2 Compare the relationship between academic achievement and a learner’s
physical, emotional and mental health.
3.8.3 Identify types of accommodations and modifications that support
learners’ social, emotional, cognitive and physical growth.
3.8.4 Identify exceptional learners based on established criteria and provide
aligned services as needed.
3.8.5 Identify multi-language learners to determine needed support services.
3.8.6 Compare the purposes, value and uses of Individualized Family Service
Plans (IFSPs), Individualized Education Programs (IEPs), and Section 504
Plans.
3.8.7 Identify the processes and procedures for writing a plan for intervention
services.
4.4.6 Create an inclusive learning environment by implementing Universal
Design principles and guidelines.
4.5.7 Interact with learners in responsive, consistent, encouraging and supportive
ways.
4.5.9 Create a supportive and inclusive learning environment that promotes
positive interactions and behaviors to minimize risks.
4.6.1 Describe the advantages and importance of family or caregiver
involvement in learner development.
4.6.10 Collaborate with stakeholders and intervention team to meet requirements of
learners.

16
17
18

5.2.3

Describe types of learning styles and their influence on instruction.

7.2.3 Screen learners’ overall health status, developmental strengths and
weaknesses.
7.2.13 Create a developmental plan for the learner.
7.2.14 Utilize ongoing learner observation to recognize developmental goal
attainment.

Sequence/Curriculum Mapping
Second year/Second semester

Education Principles #350010
Week Competencies being taught
1.1.1. Identify the knowledge, skills and abilities necessary to succeed in careers.
1.1.2. Identify the scope of career opportunities and the requirements for
education, training, certification, licensure and experience.
1.1.3. Develop a career plan that reflects career interests, pathways and secondary
and postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry
associations and organized labor and use networking techniques to develop
and maintain professional relationships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling
out job applications, résumé writing, interviewing skills, portfolio
development).
1.1.6. Explain the importance of work ethic, accountability and
responsibility and demonstrate associated behaviors in fulfilling
personal, community and workplace roles.
1.1.8. Identify the correlation between emotions, behavior and appearance and
manage those to establish and maintain professionalism.
1.1.11. Recognize different cultural beliefs and practices in the workplace and
1
demonstrate respect for them.
1.3.3. Use ethical character traits consistent with workplace standards (e.g.,
honesty, personal integrity, compassion, justice).
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful
door-to-door sales, deceptive service estimates, fraudulent misrepresentations)
and their overall impact on organizational performance.
1.3.8. Verify compliance with computer and intellectual property laws and
regulations.
1.3.9. Identify potential conflicts of interest (e.g., personal gain,
project bidding) between personal, organizational and
2
professional ethical standards.
1.5.4. Recognize barriers in cross-cultural relationships and implement behavioral
adjustments.
1.5.5. Recognize the ways in which bias and discrimination may influence
productivity and profitability.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
1.5.8. Identify how multicultural teaming and globalization can foster
development of new and improved products and services and
3
recognition of new opportunities.
2.1.1. Determine historical aspects of education that impact the current learning
environment.
4
2.1.2. Compare educational models, and explain how they impact the classroom.

2.1.3. Explain the impact of constructivism on the learning environment,

instruction, learning activities and assessment.
2.1.4. Describe the shift from instructor-led to learner-directed education.
2.1.5. Explain the nature of learning and its relationship to emerging pedagogies.
2.1.6. Compare theories and philosophies of education and training
2.1.7.
2.1.8.

2.1.9
2.1.10
2.1.11
2.1.12
2.1.13
5

2.1.14
2.2.1.
2.2.2.
2.2.3.
2.2.4.
2.2.5.
2.2.6.

6

2.2.7.
2.2.8.
2.2.9.
2.2.10.
2.2.11.
2.2.12.
2.2.13.
2.3.1.
2.3.2.
2.3.3.
2.3.4.
2.3.5.

7

2.3.6.

impacting learners with exceptionalities.
Incorporate changing and emerging educational philosophies into the learning
environment.
Explain social development theories and their implications for education and
training practices.
Describe the development of modern education and training.
Explain the impact of education and training on society.
Describe the relationships between social stratification and educational
equity and their impact on learning and achievement gaps.
Explain the impact of economic, social and technological changes on
education and training.
Explain the evolving knowledge base of educational research and theory that
guides practice.
Apply educational research findings to improve learner performance.
Explain the goals of education and their role in shaping the education system.
Describe the environments in which education and training are delivered.
Distinguish among federal, state and locally mandated policies, rules and
regulations.
Describe the organizational hierarchy in education and training systems.
Describe the role and responsibilities of state and federal education agencies.
Explain learners’ and stakeholders’ roles, rights and responsibilities in
education systems.
Identify how decisions are made in education systems.
Determine the change process and change forces in education systems.
Describe barriers to and impact of systemic change in education systems.
Describe funding sources and levels of contribution to the education system.
Explain financial accountability of education systems and their stakeholders.
Describe accreditation requirements of education systems.
Analyze the community’s shifting demographics, and recommend
ways that the education system can respond.
Compare and contrast professional development processes guiding
the preparation of educators.
Identify processes used to integrate new teachers into an educational
institution’s culture.
Target and actively participate in relevant professional development
opportunities that foster growth.
Utilize advocacy skills that can be used to shape educational policies and
regulations.
Adhere to the legal and ethical framework of the teaching
profession, and explain the consequences of failing to do so.
Explain the relationship between educational negligence and liability, and
describe protections against liability.

2.3.7. Engage in reflective practices to strengthen education and training knowledge

and skills.
2.3.8. Seek and use feedback and input from peers and administrators to foster

8

9

10

11

12

professional growth.
2.3.9. Create, implement, and evaluate personal action plan for performance
improvement.
2.3.10. Promote active and informed citizenship.
2.3.11. Assess and address personal biases that potentially impact stakeholder
interactions.
2.3.12. Determine requirements for being an Ohio educator, and explain reasons
those requirements change.
2.3.13. Develop a professional development plan for lifelong learning.
2.3.14. Develop a personal philosophy of education.
2.3.15. Create and maintain a professional portfolio.
2.5.1. Describe staff rights and evolving roles in educational settings.
2.5.2. Identify sources that can be used to determine available positions in education
or training.
2.5.3. Describe evaluation methods and procedures used with professionals in
education and training
2.5.4. Identify how to access information about educator or trainer benefit packages.
2.5.5. Explain the nature and impact of organized labor on education
or training staff and administrators.
2.5.6. Analyze job descriptions to determine roles and responsibilities.
2.5.7. Identify procedures followed by educational agencies when dismissing
employees.
3.7.7. Determine personal contributions to working with culturally diverse
communities and learners by reflecting on one’s own personal culture.
3.7.8. Address cultural relevance in making curriculum choices and adaptations.
3.8.2. Compare the relationship between academic achievement and a learner’s
physical, emotional and mental health.
3.8.3. Identify types of accommodations and modifications that support
learners’ social, emotional, cognitive and physical growth.
3.8.6. Compare the purposes, value and uses of Individualized Family Service
Plans (IFSPs), Individualized Education Programs (IEPs) and 504 Plans.
4.1.1. Ensure a safe learning environment.
4.1.4. Design, maintain, and modify the classroom layout to create a safe
environment.
4.1.6. Identify the signs, symptoms and impact of physical and mental abuse; and
adhere to reporting protocol.
4.5.2. Distinguish between individual and group diversity.
4.5.3. Identify the impact of diversity on the learning environment.
4.5.12. Determine the impact of diversity in an education and training
setting (e.g., linguistics, intellectual abilities, beliefs and values).
4.5.13. Create a culturally compatible learning environment.

13
14
15

16
17
18

4.6.1. Describe the advantages and importance of family or caregiver
involvement in learner development.
4.6.9. Explain the role and value of external support agencies in education.
4.6.11. Explain ways in which community members can contribute to learning
experiences.
5.1.1. Identify school, district and state curriculum priorities.
5.1.7. Align curriculum to state and national standards.
5.2.3. Describe types of learning styles and their influence on instruction.
5.2.4. Use multiple strategies within a lesson to support differentiated instruction.
5.4.1. Determine advantages and disadvantages of instructional strategies and
methods.
5.4.15. Implement developmentally appropriate instructional activities that support
differentiated learning.
7.1.3. Explain the purposes and impact of assessment.
7.1.5. Distinguish among formative, summative and diagnostic assessment.
7.3.1. Describe the characteristics, strengths, limitations and uses of assessment
tools.

Section 7: Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the
business community. The standards set for these competencies are recommended by the
advisory committee members and local employers in the community and evaluated by the
teacher following these guidelines. In order to receive credit for the course, competencies
to be mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the
effectiveness of the total program, the following procedures will be used:
•
•
•

Pretests
Post tests
Teacher observation and evaluation

•
•
•
•
•
•

Journal
Portfolio
Class discussions
Project development
Daily grades
Internship Participation and Evaluations

Measurement of learning will be an ongoing activity with emphasis on laboratory activities
and competency improvement. Evaluation will be accomplished through pre-assessment of
student’s skills, frequent formative assessment, both visual and written, and summative
evaluation to determine the mastery of competencies. Formative assessments that are
conducted during instruction help the teacher make necessary instructional adjustments.
The instructor may decide to alter instructional materials and methods if students are
experiencing difficulties in learning what is being taught. All evaluations are in the form of
points received out of points possible. A percentage is then calculated and a letter grade is
assigned. Progress reports on all students are distributed to parents on the mid-term of
each grading period.

GRADING SCALE
Grade
C.P.
Honors
A.P.
O
95.0
94.0
A
92.0
90.0
86.0
B
82.0
80.0
80.0
C
72.0
70.0
70.0
D
62.0
60.0
60.0
The above percentages are minimums for each grade and therefore, percentages
are not to be rounded.
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EDU: 2130
Families, Schools & Communities

Course Syllabus
Teaching Professions
Instructor: Mrs. Jackie Gleason
Phone: 419-425-8277 Ext 7109
Cell: 419-306-0407
Email: jgleason@fcs.org

3 Semester Hours
Semester: Junior Fall
Monday-Friday A/C Block
18 weeks (Junior – Fall Semester)
MCC, Room109A

Mission Statement:
Findlay City Schools and Millstream Career Center educates and empowers for life. Rhodes State College changes
lives, build futures and improve communities through life-long learning.
Program Mission Statement The Early Childhood Education Program at Rhodes State College provides a

sound academic and professional education, encompassing both intellectual and affective qualities, for an
entry level career in early childhood education.
Portfolio-Designated:
This is a portfolio-designated course which requires you to submit a sample of your writing to the electronic
portfolio database. In this course, the submission is a research paper on advocacy, state educational initiatives
or cultural responsive classrooms – all that will affect families, schools, communities, and you as a future
teacher. You must satisfy this requirement as part of earning a grade for this course. If you do not submit an
electronic copy of this assignment to the database by the end of the semester, you will not pass the class, nor
will you receive a grade on the paper until proof is provided to your instructor that the paper has been
submitted. Submitting the same paper to the electronic database to satisfy requirements for two or more
different courses is not permissible unless you have discussed the submission with your current course
instructor and you satisfy section 10.5, paragraph 5, of the Code of Student Conduct.
The paper must be in Word and saved on a memory stick or in a file on your computer and may be submitted
either from campus or from any location where you have Internet access. Instructions for submitting the
paper are explained on the Rhodes State College homepage (http://www.rhodesstate.edu) by clicking on the
“Rhodes State E-Portfolio” link. Please read the FAQ’s on that site to gain a more complete understanding of
the process. You will be reminded to submit your paper as the research assignment nears completion.
*Print two copies of the receipt page showing your submittal; give one copy to the instructor and keep the
second copy for your records.
STUDENT LEARNING OUTCOMES NAEYC STANDARD
2. BUILDING FAMILY AND COMMUNITY RELATIONSHIPS
A) 2a: Knowing about and understanding diverse family and community characteristics Text chapters
1,2,3,12,13 and 14
B) 2b: Supporting and engaging families and communities through respectful, reciprocal relationships
Text chapters 5, 6, 7,8,9,11,13 14, and 15
C) 2c: Involving families and communities in their children’s development and learning
Text chapters 1,4,5,6,7,8,9,10,11,12,and 13

6. BECOMING A PROFESSIONAL
D) 6e: Engaging in informed advocacy for children and the profession
Text chapters 4, 6, 12, and 14
Ohio Standards for the Teaching Profession
#6 Collaboration and Communication – Teachers collaborate and communicate with other educators,
administrators, students and parents and the community to support student learning.
#7 Professional Responsibility and Growth – Teachers assume responsibility for professional growth,
performance, and involvement as an individual and as a member of a learning community.
Ohio’s Early Childhood Core Knowledge and Competencies:
Family & Community Relations: Early childhood professionals understand how important it is that they know the
family, culture and community context in which each child lives. They also appreciate that developing strong, positive
connections to families and community resources benefits children. Level 1

OVERVIEW
This course explores educational considerations for teachers including the policies, theories, practices, skills, and
knowledge of home, school, and community partnerships. Candidates will examine: the multiple influences on the
whole child; accessibility of community services and supports; ethical, practical, and culturally competent decisions
to foster family engagement; knowledge and skills needed to address family structure, socio-cultural and linguistic
backgrounds, identities and customs, and advocacy for children and families.
Prerequisites: None.

Course Delivery/Instructional Strategies: This course will be taught using various techniques such as
informal discussion, case studies, videos, group/collaborative problem solving activities, community and
school events for observations & participation, lecture, websites/Internet searches, research paper, and
chapter outlines.
TEXT AND MATERIALS/SUPPLIES
Gestwicki, Carol. Home, School and Community Relations, 9th Ed., Delmar Publishing, Albany, NY,
2016 ISBN: 978-1-305-08901-3
The themes of this text include emphasis on diversity (to build authentic partnerships with all families), legislation
recognizing families as partners (with recognition of current moves within the business & legislative communities
to support families), and full family engagement (with the dual nature of teachers’ roles in working with parents
and children emphasized & resources to use with children who have diverse family backgrounds & needs).

LEARNING OUTCOMES
Families
Knowing about and understanding diversity of family characteristics:
1. Describe the impact of multiple influences (e.g., socioeconomic status, home environment, community context,
school setting, and special needs) on the development of the whole child in terms of the family.
2. Identify the unique components of family structure that create foundations for learning along with the interactions
that enhance these components, including individual identity, customs, and social, cultural, and linguistic
background.
3. Explain the importance of establishing and maintaining positive, productive and collaborative relationships with
families.
4. Describe ways to create partnerships that respect family choices and goals for children.
5. Produce examples of effective interpersonal communication skills in the process of family/educational
setting/community relations and involvement through written or oral means.
Communities

Supporting and collaborating with families and communities through respectful, reciprocal relationships:
6. Describe the availability, accessibility, and impact of formal and informal resources (e.g., civic organizations,
senior citizen centers, and peer parents), local supports, and agencies serving the child, family, and community.
7. Explain how early childhood professionals can ethically engage in informed advocacy within the community to
support children and families.
Schools
Engaging families and communities in each child’s development and learning:
8. Evaluate the relationship between family involvement and student learning.
9. Describe the importance of building rapport with families in respectful, culturally responsive ways, when solving
classroom problems, supporting learning, and including families in the assessment of their child’s development and
learning.
10. Plan developmentally appropriate experiences within learning environments that involve families and
communities by providing opportunities and resources to promote each child’s optimal development and learning.
11. Describe the aspects of the social and emotional climate of the school setting/community (e.g., bullying,
discipline policies, and character education) and its influence on student well-being.
SCHEDULE OF ACTIVITIES
Week 1 –First Class and Chapter 1- A Day with Two Families: Diversity of Experience
 Overview of course and requirements.
 Introduction to “Family Diversity” & the need to work respectfully with very diverse families.
Understanding the unique needs of every family






Class Activity: The Lawrence and Ashley Families. Small groups complete
additional activities based on these families & their circumstances.
Defining diversity vs. culture – The importance of understanding diversity in
classrooms
Implications for Teachers
Video Selections – “Early Adversity in Child Development”, “Families Matter”, narrated
by Bill Moyers & TeachSource chapter video “Teachers Share their Experiences of Building
Understanding of Families” & video response questions



Assignment: Learning Journal: After reading chapter 1, reflect and complete the
suggested journal entry: How would you rate your experiences of the diversity that
exist in America? So far in your life, have you been fairly removed from individuals
who reflect America’s diversity or have you had some encounters? If you have been
removed, reflect on the circumstances that have created this absence. If you have
encountered diverse lifestyles & values, what was your response? What does this
imply about areas on which you will have to concentrate or enhance in your
professional development? (Meets LO #1)

Week 2 – Complete Chapter 1 & Chapter 2 – Families Today



Families Today - Diversity





What Defines a Family? Define family and consider several characteristics of families.
Class Activity: Drawing exercise on family structures
Describe characteristics of contemporary life that influence the nature of modern families.



Why Study Sociological Trends?



Assignment: Students will find two age appropriate resources (videos, songs, children’s literature,
puppets, etc.) that teach preschool children about “diversity” of families & students in their
classrooms/ community. Students will present these in class. (Meets LO #2) Due_________
Video Selections: Our Family – A Film About Family Diversity AND The Changing American
Family.





Discuss ADVOCATE /INITIATIVE/CULTURAL RESPONSIVENESS research
paper/assignment in detail. Begin to sign up for chosen topics (Meets LO #9)



Assignment Learning Journal: After reading chapter 2 reflect and complete the
suggested journal entries: Think about the various families described in chapter 2.
Are there any families with whom you would be uncomfortable? What is causing this
discomfort? How would you work with this family, given the discomfort? Which
families seem closest to you in values? (Meets LO #2)

Week 3 –Chapter 3 - Parenting
 All about parenting
 Discuss roles that families play and implications for teachers.







Parenthood as an Emotional Experience and implications for teachers
Touch point Model
Assignment Learning Journal: After reading chapter 3 reflect and complete the
suggested journal entry: Reflect on the parenting style your parents used. What is the
parenting style you use, or would like to use, with your own children? Consider this
statement: parents care deeply. What experiences have you had that cause you to
agree or disagree with this idea? How will this idea influence you as you work with
families? (Meets LO #2)
Assignment: Discuss Persona Dolls/or artifacts. (Meets LO #2) Due ________

Week 4 –Chapter 4 – What is Family Involvement?
 Perspectives on Family Involvement – from the text and parent comments from class
members who are parents
 Brief History of Family Involvement and how different it looks today! Look at both
models of family involvement
 Research on Child Development as Motivation to Include Families



Video: “NBC Today Show: Education Nation – Putting Parents to Work in the Classroom” (Chicago
school), & “Putting Parents to Work in the Classroom” – Rosa Rivera. Building Bridges Between
Teachers & Families, NAEYC.
Class Activity: Review NAEYC’s Code of Ethical Conduct & Statement of Commitment (from the
sections that relate to ethical responsibilities to families) & Position Statement on Developmentally
Appropriate Practices as they relate to working families, culture, customs, and beliefs).



Small Group Activity: Parent Involvement - 4 groups will each research one of the
following topics and report back on family involvement in their child’s education: 1)
No Child Left Behind(NCLB), 2) Family Involvement in Children’s Education:
Successful Local Approaches: An idea Book (Funkhouser & Gonzales), 3) Every
Student Succeeds Act (ESSA) & 4) National PTA (Meets LO #8)



Assignment: Learning Journal: After reading chapter 4, reflect and complete the suggested journal
entries: As you read through the chapter are you finding your own definition of family involvement
expanding? What has your definition been until now? What new ideas are you adding to your
definition? (Meets LO #3)
Assignment: Don’t forget to attend a school board meeting (see assignments in detail) (Meets LO
#10)



Week 5 – Chapters 5 & 6 – Benefits & Barriers in Teacher- Family Partnerships/
Foundations of a Successful Partnership





Benefits of teacher-family partnerships for children, families, and teachers
Foundations of a Successful Partnership - what makes a successful partnership with families. Epstein
6 models of family involvement.
Various teacher descriptions – which one are you? Why?
Activity: Students complete worksheet on “Why Are Teachers Reluctant to Involve Parents?”










Barriers to partnerships and how to overcome them
Videos: TeachSource “Parental Involvement in School Culture; A Literacy Project” & class responses
to the video questions, “Case Communications With Families: Best Practices in an Early Childhood
Settings” and “Communicating with Parents: Tips & Strategies for Future Teachers” with follow up
questions
Small Group Activity- Cultural Considerations: Strategies for Working Effectively with families –
After viewing videos & answering questions, groups will create their own list of strategies they will
use with families to develop meaningful partnerships
Guest speakers on topic of research tips and resource supports (library staff)
Assignment: Examine all forms, handbooks, & other materials given to families at your practicum site
or any other schools. Evaluate on the basis of welcoming messages, respect for diversity, any useful
information that encourages respectful relationships between schools & families. Bring samples to
class for discussion. (Meets LO #3)
Assignment: Learning Journal: After reading chapter 5 & 6, reflect and complete the suggested
journal entries: This is a difficult area for teachers to consider, but real honesty can help a teacher
identify some of the emotions & attitudes that have been barriers to forming effective partnerships with
families. Take some time to think about your own perspectives. Can you identify with some of the
issues & emotions that cause barriers to partnerships? Write about some of the experiences &
examples that come to mind. Continue to think about this subject. Self-awareness will help you move
past some of these barriers. In your personal (or professional life) to date, either as a parent or as a
teacher (if those apply), consider some of the experiences you’ve had that indicate any of the benefits
for children, families, or teachers that are apparent in effective partnerships. What has been helpful to
you or to children involved? (Meets LO #4)

Week 6 – Chapter 9 – Parent-Teacher Conferences









Strategies for effective family-teacher conferences.
The importance of and reasons for regular conferences & conference preparation
Handouts – Ideas for teachers: tips for a successful conference, conference preparation checklist,
portfolio & work checklist, parent conference report form
Hands-On Exploration: Investigating numerous pieces of evidence used as of conference materials,
such as work samples, assessment summaries (Teaching Strategies Gold, Ohio Early Learning
Assessment), portfolios, student journals, etc.
Video: TeachSource “Using a Family Journal to Promote Communication with Parents – The ParentTeacher Conference.”
Small Groups: Follow up questions from the video as a small group activity, answer the following
questions: 1) Why would conferences be difficult if the teacher had not established communication
beforehand? 2) How does the family journal help establish comfort before the conference time? 3)
Can you think of other ways teachers could establish regular communication before conference time?
4) How does the teacher approach the difficult topic to help the parent be receptive to the ideas
suggested? 5) How does the teacher follow up on the parent’s response? 6) What does this make you
think about presenting difficult information to parents?

Assignment/Role-Playing: Discuss Parent-Teacher Conferences. Mock Conference
Presented Week 10 (Meets LO #10)

Week 7 – Chapter 7 – Good Beginnings with Parents & Children
 Persona Dolls Presentations: Be prepared to present your doll/artifact & story (Meets LO #2)



At the beginning with families and children



Techniques for developing partnerships (welcoming families to the classroom for orientations, home
visits, child’s first visit to the classroom, appropriate & required forms, welcoming pictures or letters
sent to the home, a child’s entry into a classroom/school)



Small Groups/ Cultural Considerations: Students will generate a list of words that
convey different meanings depending on the cultural or environmental experiences of
the receiver & share with the class.



Class Activity: Role playing scenarios to support growth in properly establishing
rapport with families dealing with separation experience based on varying cultural
expectations




Home visits…reasons for them and how to properly perform them – Apendix Section
Assignment: Evaluate the orientation/beginning procedure for families at your practicum site or other
school. Identify at least 3 helpful procedures, as well as 3 things that could be improved. Write a 1-2
page report outlining these findings. (Meets LO #4)



Assignment: Learning Journal: After reading chapter 7, reflect and complete the
suggested journal entries: Consider your typical style of social interactions. Do you
let others initiate conversation, or are you more likely to take the first step? Would
you call yourself an extrovert or an introvert? Rate your level of comfort in
unfamiliar social situations. Now reflect on what these patterns mean, related to the
professional efforts you will have to make to set the expectation for regular
communication with the families you work with. Where will you have to concentrate
your efforts? (Meets LO #5)



Provide study guide for the midterm next week (chapters 1-9)

Week 8 – Chapter 8 – Informal Communication with Families
 Communications methods and techniques to use with families (phone calls, notes, bulletin boards,
emails, websites, newsletters etc.)
 Samples of appropriate communications shared in class
 Class Assignment –Create communication about a positive event and a difficult situation!
 Class Assignment: Cultural Considerations - Analyzing methods for communication with families
based upon culture, languges, socioeconomics, & family structures– read/review/discuss
 Video: TeachSource – “Teacher Perspectives from the Communicating with Parents using Technology
Series.” Discuss the following questions: 1) How can uses of technology enhance teacher-parent
communication? 2) What are some of the benefits of using technology for communication with
families? 3) What are potential issues involving the use of technology?
 Assignment: Family Newsletter. Due ______to Canvas (see the rubric on Canvas for requirements
and expectations) (Meets LO #5)
 Begin presentation of E- Portfolio Assignment due: ADVOCATE/STATE
INITIATIVES/CULTURAL RESPONSIVENESS Research paper & presentation due for
students whose last name begins with Z-U. Submit to electronic portfolio as previously directed and
submit receipt to instructor. Submit paper to instructor through Canvas.



Midterm – over chapters 1- 9 (last part of class)

Week 9 – NO CLASS
 Spring Break ENJOY

Week 10 – Chapter 10 – Families in the Classroom
 Activity/Role Playing: “Family-Teacher Conferences”








The many areas where families can serve in the classroom or school setting.
Advantages and potential problems of families in the classroom/school environment
Encouraging Family Involvement!!
Class Discussion/Cultural Consideration: Consider the many variables that might influence family
participation in the school: work schedules, families with limited English and teachers with limited
language knowledge to communicate, lack of transportation, financial constraints, child care needs,
etc. How can teachers still encourage involvement and participation?
Parents as classroom resources
Video: TeachSource video, “Parents as Classroom Resources”







Small Groups: As a follow up to the video groups will answer the following questions: 1) What ideas
from the chapter regarding using parents as classroom resources are illustrated? 2) Consider the
different ways parents are used as resources in the classroom & how these ways fit with the different
needs of parents? 3) Consider which words of advice from teachers you would like to remember for
your own classrooms? Consider all the ways schools can serve families by being involved…remember
the videos where families have continued their own educations and received degrees! What other ways
have we discussed or have been discovered in your research?
Handouts: Family Involvement Planning Worksheet, Common Barriers & Possible Modifications
Checklist, Volunteer Opportunities (walking report cards, DIAR, SOS, occupations, hobbies, family
culture/traditions presented, field trips, time, materials), or Special Occasion Involvement.

Case Study/Class Discussions: Read the following letter to parents and then answer
the questions that follow.
Dear Parents:
There will be a special Mothers Luncheon on Wednesday, December 8. It will be held in our
kindergarten classroom from 12:30 to 2:00 p.m. The cafeteria will serve barbecued pork at $5.00 a
plate. We are asking moms to donate baked items for dessert. The kindergarten class will entertain
after lunch, singing Christmas songs from around the world. Please plan to attend.
1.As you put yourself in the place of parents receiving this letter, what is your initial response to
this invitation? 2. As a single mother who works a full-time and a part-time job and has trouble
making ends meet, what is your response? 3.As the custodial father of a child whose biological
mother lives in another state and whose stepmother travels out of town frequently in her work,
what is your response? 4. As a Middle Eastern Muslim immigrant family that speaks little
English, what is your response to this letter? (Meets LO #10)

Week 11 – Chapter 11 - Parent Education
 Implementing Parent Education Programs
 Varying types/models of parent support educational programs (e.g., Parent Effectiveness Training,
STEP, Parent Resource & Referral Lending Library, Public Library, local/county agencies & their
resources).
 E-Portfolio Assignment due: ADVOCATE/STATE INITIATIVES/CULTURAL
RESPONSIVENESS Research paper & presentation due for students whose last name begins with TQ. Submit to electronic portfolio as previously directed and submit receipt to instructor. Submit paper
to instructor through Canvas.
 Video: TeachSource: Family Interaction, School & Community & answer the following questions: 1)
How are these community members supporting the school & children’s learning? 2) How are the
children benefitting from this encounter with older members of the community?
 Remember – Family newsletter due _________to Canvas
 Assignment: Visit at least 2 community agencies in your county and bring a flyer/information on the
agencies supports and bring to class. Prepare a one-page oral presentation on the agency & the
resource they offer families. Due next week in class. (Meets LO #6)
Week 12 – Chapter 12 - It Takes a Village!
 It Takes a Village! Teachers, Families and Communities All Working Together



Guest Speaker: From West Ohio Community Action Partnership, sharing the
numerous resources available to the local & surrounding counties (e.g., new
homeowner classes & financial support, emergency services for heating & air,
utilities, employment training, transportation, child care services, Head Start. Etc.)



Class Activity: Community Resources as Parent Supports (provide/present your agencies in class &
complete the Community Resouce Board)
Community Concern for Family Support. Bronferbrenner’s Ecological Systems Theory, the need for
greater corporate involvement, legislative initiatives, and the role of the advocate.
The role of the advocate – YOU!!!! Handouts - What does an advocate do? The NAEYC’s five ways
to become a “children’s champion”
Small Groups - Case Study- Applying the chapter concepts pg. 326 with questions.







Assignment: Learning Journal- After reading chapter 12, reflect and complete the suggested
journal entries: What educational issue in your school, program, or community do you feel
passionately about? What have you done about it up to this point? Why have you not
done more? What else could you do? What supports & information would you need as
you become involved in advocating for this issue? (Meets LO #7)

Week 13 – Chapter 13 – Working with Families from Diverse Backgrounds



Class Activity: Complete the Cultural Sensitivities Self-Analysis - A rationale for
teacher awareness to cultural diversity



Video/ Class Discussion/Cultural Considerations “Multicultural Lessons: Embracing Similarities &
Differences in Preschool Education
Class activity: I Am From…poem/writing





Assignment/Case Study: After reading the case study in class on Naomi Berg’s
Head Start classroom, research some possible answers to the questions on page 362 of
the text and come prepared to present your answers next week in class. (Meets LO #2)



Class Discussion/Cultural Considerations: “Assuming teachers use suggested strategies from the
text to involve parents in dialogue about their children, teachers can be puzzled with numerous
reactions, such as mother’s not attending conferences, parents that remain silent in a school setting,
value differences on educational achievement, respect of authority, non-verbal communication & facial
expression, etc.” Students will share & debate reasons and responses to the above mentioned
characteristics.



Assignment Learning Journal: After reading chapter 13 reflect and complete the
suggested journal entries: Can you recall a situation in which you have been involved
in a cultural conflict regarding child rearing, whether in your professional or personal
life? What was the conflict? How was it resolved or not resolved? What insights does
this give you about culturally determined differences of opinion? (Meets LO #2)



E-Portfolio Assignment due: ADVOCATE/STATE INITIATIVES/CULTURAL
RESPONSIVENESS Research paper & presentation due for students whose last name begins with PI. Submit to electronic portfolio as previously directed and submit receipt to instructor. Submit paper
to instructor through Canvas.

Week 14 – Chapter 14 – Working with Families in Particular Circumstances







Working with families in particular circumstances (divorce, death, re-marriage,
adoption, abuse, special needs, etc.)
Negotiating with Cultural Conflicts
Video: “Preschool IEP & Transition Planning for a Young Child with Special
Needs.”
Small Groups: Students will work on answers to the questions that focus on the
video
Parent Panel Interview: Family member to share about life with a child with special

needs and what teachers need to know to support the child & families.



Class Activity: Students create list of all chapter 14 particular circumstances that influence families
and list any additional circumstances that might not have been in the text that families, children &
ultimately teachers/schools may face.



E-Portfolio Assignment due: ADVOCATE/STATE INITIATIVES/CULTURAL
RESPONSIVENESS Research paper & presentation due for students whose last



name begins with H-A. Submit to electronic portfolio as previously directed and
submit receipt to instructor. Submit paper to instructor through Canvas.
Assignment Learning Journal: After reading chapter 14 reflect and complete the
suggested journal entries: Consider any personal experiences you have had regarding
divorce and stepfamilies. Identify the emotional responses of the individuals involved
and how those emotions affected their behavior. Reflect on experiences you have had
working with people experiencing emotional pain. How did you feel as you worked
with them? What are you conscious of needing to work on to best support
families/stepfamilies experiencing divorce or remarriage? (Meets LO #1)

Week 15 – Chapter 15 - Working to Resolve Challenging Attitudes & Behaviors
Final class
 Small groups: Have student brainstorm negative situations they have encountered in schools either as
a student or as an observer and how it negatively impacted self-esteem, ability to learn, emotional
destress, etc. Share results with the class
 Affirmation of identity, with acceptance & respect for ALL children & their families is critical for
children to succeed scholastically and socially
 Class Discussion: How to help children live comfortably with diversity & avoidance of prejudice in all
schools and classrooms and how to resolve cultural conflicts
 Handouts: Checklist for a multicultural, antibias classroom and creating culturally welcoming
classrooms
 Families need support of their culture & language & support in understanding how to help their
children fit into the mainstream culture
 Welcoming all families into schools by teachers making classrooms culturally safe & familiar
 Class Activity: Cultural Considerations: “Assuming teachers use suggested strategies from the text to
involve parents in dialogue about their children, teachers can be puzzled with numerous reactions, such
as mother’s not attending, parents that remain silent, value differences on educational achievement,
respect of authority, non-verbal communication & facial expression, etc.” Students will share &
debate reasons and responses to the above mentioned characteristics. (Meets LO #11)
 Video: TeachSource – “Family Involvement: One School’s Perspective”
 Role-Playing: Participate in scenarios where teachers are faced with hostile reactions, emotional
issues, and often cultural difference of opinions. At the conclusion, discuss results and have peers
evaluate the performances & suggest other possibilities to the scenarios. (Meets LO #11)
 Review for final for chapters 7-8, 13-15
 Exam over chapters 10-15
Week 16


Exam over chapters 10-15 and some comprehensive essays based on the entire text

VII. LABORATORIES, CLINICALS
None required

TESTING AND EVALUATION PROCEDURES
5 Points
Syllabus Quiz- Canvas
100 Points
Newsletter
100 Points
Electronic Portfolio Advocacy/State Initiatives/Cultural Responsiveness
Research Paper
75 Points
Learning (Reflective) Journals
75 Points
Midterm (chapters 1-8 & 10)
25 Points
Family –Teacher Conferences
20 Points
School Board Meeting
75 Points
Final (chapters 9-17)
100 Points
Persona doll (50 pts) & 3 additional assignments (16.5 pts each)

25 Points
Community Service Learning Activity
600 Total Points Possible
GRADING SCALE:

A
B
C
D
F

540-600 Points
480-539 Points
420-479 Points
366-419 Points
0-365 Points

GRADES

A
B
C
D
F

92-100
82-91
72-81
62-71
0-61

COURSE POLICIES

Community Service Learning Activity – This is a course that recommends a community service
learning activity be completed during the semester. Check with your instuctor for approved activities this
term. They might include activities, such as: Help Me Grow Screenings, Lima’s Soup Kitchen-Our Daily
Bread, West Ohio Food Bank, Be Like Brit Orphanage, etc. (Meets LO #7)
Major paper assignments will be accepted after the date due, however, you will be penalized 10 points
weekly for being late. It is preferred that you submit assignments through CANVAS; however, they
will be accepted in class but you assume the responsibility for lost papers.
INSTITUTIONAL INFORMATION

Attendance
Regular attendance is needed to gain an understanding of the course’s content and to satisfactorily
demonstrate required competencies. Lack of attendance will negatively impact the earned grade. If
school is delayed or cancelled due to weather, follow the syllabus for assignments and due dates.
Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The
unacknowledged use (intentional or unintentional), by paraphrase or direct quotation, of the published or
unpublished work of another person or agency engaged in the selling of term papers or other academic
materials. Acknowledgement must be in accordance with course guidelines, and documentation must
occur whenever a student uses direct quotations; copies a table, chart, or diagram; constructs a table from
data provided by others; paraphrases a passage; summarizes a passage; presents specific examples,
figures, or factual information from a specific source and uses it to explain or support his/her judgments.
Plagiarism covers the use of print, electronic, filmed, and broadcast material.” Students are encouraged to
review the Code of Student Conduct on the college website (http://www.rhodesstate.edu/currentstudents)
for examples of academic dishonesty.
Academic Honesty All class members are assumed to be honest. Attempting to deceive, defraud, or use
dishonesty for one’s own gain will not be tolerated in any form. Cheating during any class activity is
unethical and compromises the integrity of the college and subverts the process of education (note:
individual programs may impose greater penalties). Cheating may result in a grade of “zero” for the
activity. Instructors may submit questionable behavior to the office of the Vice President for Academic
Affairs who will bring the incident to the attention of the Academic Integrity Council. Students are
encouraged to review the Code of Student Conduct on the college website
(http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.

The best teachers are needed for the youngest children
Quintilian/1st Century A.D.

ASSIGNMENTS IN DETAIL FOR EDU 2130

ADVOCATE/STATE
INITIATIVE/
CULTURAL
RESPONSIVENESS
Research Paper in
detail

Family-Teacher
Conferences
Presentations

For this electronic portfolio assignment you will:
1. Conduct research and write on one of the following: A current area of need for advocacy in
education and why the need is relevant. Explain your role in area and anticipated outcomes due
to advocacy; or one of the current initiatives from the state of Ohio for early learning and
professionalism and your implementation of this information in your future profession; or select a
specific ethnic culture (different from your own) and research what schools and teachers need to
know about this group to effective teach the students in “culturally responsive” classroom
environments as well as build partnerships with the families. You will sign up for your topic
from a list the instructor provides in class during the first two weeks. Once you select your topic
of choice, you need to visit various resources and research your topic. Make sure you use several
reliable research sources for your topic to be thorough and complete.
2. After you have completed your research, write a paper that meets all the requirements of the
assignment rubric. I will be looking for your personal reflections and conclusions that resulted
from the research and the knowledge you gained. I will be interested in knowing how you will
use this information to become an advocate for children and families in the days ahead as you
enter the world of education & work with families.
Make sure your summary paper meets all of the requirements on the scoring guide. You will be
orally presenting your topic and paper in class on specific dates listed.
3. Your research and summary should be five to six pages, typed, double-spaced, Times New
Roman font and 12 pitches. Please follow MLA or APA formats for this paper.
4. This is a portfolio designed course which requires students to submit a sample writing to
the electronic portfolio database. Students must satisfy this requirement as part of earning
a passing grade for this course. Submitting the paper as instructed will ensure that students
receive a grade commensurate with the work in this course.
The assignment will need to be saved on a disk or flash stick and you should also turn in a hard
copy to the instructor. See instructions on how to submit your paper electronically at Rhodes
State college website www.RhodesState.edu.
5. This paper needs to be submitted per the assignment dates below depending on your last name,
to the electronic portfolio and the instructor through Canvas. Before I can evaluate this
assignment you must submit the assignment electronically and provide your instructor a hard
copy of the “receipt” that you also submitted it to the electronic portfolio. (Meets LO #9)
Role Playing Family-Teacher Conference Situations and Scenarios- Using the textbook examples
(pg. 253-254) students will participate in role-playing situations in which you will serve as both
teacher and parent. Students will be assessed on facilitating dialogue in conversations by both
teachers & parent’s questions and comments. Students will also be assessed on active listening
skills that are demonstrated. The “audience” (peers) will evaluate the performances & suggest
other possibilities to the scenarios. Make sure you are familiar with all the examples (pg. 253254) in preparation of your participation. (Meets LO #10)

Persona
Dolls/Artifacts

I Am From -Poems

One of the ways to establish a diversity responsive classroom environment is by incorporating
characters that reflect the cultural nature of your group and of the community. Teachers know that
puppets, dolls, masks, ANY CREATIVE/ARTISTIC FORM are good developmental resources
that spur the student’s imaginations and hopefully compassion. They also serve to stimulate the
child to talk, revealing feelings and emotions otherwise known only to the inner self. When
addressing issues of diversity, culture, disability or situation, a persona doll (Derman-Sparks
1989) helps teachers to focus on a variety of situations suitable for discussion. What is a persona
doll? It is any resource used to personify a given character. What makes it different is the fact that
in this case the artifact is given a specific personality that will reflect any of the variables that
define the concept of diversity (i.e., ethnicity, religion, social class, gender, special needs, race,
life circumstance, etc.). Designs of persona dolls will be varied as classrooms are and the ages
you hope to teach. The basic rule is to frame them according to the parameters and characteristics
of the community and those of the students that may be within your school. In this way they
become a devise to help teachers address issues before or as they arise. For example, in a school
with predominantly upper-middle class students, a teacher might use the persona dolls to expose
children to issues like homelessness. Select an area of diversity and create your own “persona
doll/artifact!” Once your creation has been completed/ decided, write your own story to
accompany your creation. Be prepared to present your creation and story in class. (Teaching
Young Children in Multicultural classrooms). This works for all age groups – just adjust your
artifact & story for the students (grades) you intend to work with). (Meets LO #2)
I Am From Poem Use this template to draft your poem, and then write a final draft to share on
blank paper.
I am from ________________________ (specific ordinary item)
From ________________________ and _________________(product name) (product name)
I am from the _________________ (home description) _________________ ,
_________________ , __________________ (adjective) (adjective) (sensory detail)
I am from __________________, (plant, flower, natural
item)___________________________________ (description of above item)
I'm from ________________ and _______________ (family tradition) (family trait) From
__________ and _____________ (name of family member) (another family name)
I'm from the __________ and _________ (description of family tendency) (another one)
From __________________ and _______________ (something you were told as a child)
I'm from ________ , ______ (representation of religion or lack of), (further description)
I'm from ___________________________ (place of birth and family ancestry)
________________ , _____________________ (a food item that represents your family)
(another one)
From the ________________ (specific family story about a specific person and detail)
The _____________________________(another detail of another family member)
_____________________________________ (location of family pictures, mementos, archives)
______________________line explaining the importance of family items)
(Sample: Original Poem: Where I'm From, By George Ella Lyon
I am from clothespins, from Clorox and carbon-tetrachloride.
I am from the dirt under the back porch. (Black, glistening, it tasted like beets.)
I am from the forsythia bush the Dutch elm whose long-gone limbs
I remember as if they were my own. I'm from fudge and eyeglasses, from Imogene and Alafia. I'm from the know-italls and the pass-it-ons, from Perk up! and Pipe down!
I'm from He restoreth my soul with a cotton ball lamb and ten verses I can say myself.
I'm from Artemus and Billie's Branch, fried corn and strong coffee.
From the finger my grandfather lost to the auger, the eye my father shut to keep his sight. Under my bed was a dress
box spilling old pictures, a sift of lost faces to drift beneath my dreams.
I am from those moments-- snapped before I budded -- leaf-fall from the family tree.)

(Model Poem: Where I'm From, By Ms. Vaca
I am from bookshelves, from vinegar and green detergent.
I am from the dog hair in every corner (Yellow, abundant, the vacuum could never get it all.)
I am from azaleas the magnolia tree whose leaves crunched under my feet like snow every fall.
I’m from puzzles and sunburns, from Dorothy Ann and Mary Christine Catherine I’m from reading and road trips From
“Please watch your brother” and “Don’t let your brother hit you!”
I’m from Easter sunrises and Iowa churches at Christmas
I’m from Alexandria and the Rileys, Sterzing’s potato chips and sponge candy. From my Air Force dad’s refusal to go
to Vietnam, from my mom’s leaving home at 17. On a low shelf in my new house is a stack of photo albums, carefully
curated by my faraway father, chronicling my childhood.
I am from these pages, yellowed but firm, holding on to me across the country.) (Meets LO #2)

Learning
“Reflective” Journal

Individual
Assignments: 3

Family Newsletter

Community Service
Learning Activity

Any district school
board meeting (held
monthly).

Working with children requires us to go beyond the fundamental theories of
Child Development. It is important to know yourself, your values, strengths
and challenges.
Journaling helps support reflective learning. Taking the time to synthesize course content into
your own words brings knowledge from the outside to the inside (or from being knowledge to
knowing).
Your journaling will also support the development of critical thinking skills and self-expression.
Our knowledge of child development is based on constantly evolving research and theory.
Critiquing information helps to build a knowledge base that speaks to you.
You are your own expert. Your experience is an important part of the learning community. The
class and your Reflective Journal are places to honor your experience and contribute to the
growth and development of our roles as teachers and members of a community. It helps you to
grow beyond the research and textbook version of an idea. (Meets numerous LO’s)
1) Find two age appropriate resources (videos, songs, children’s literature, puppets, etc.) that
teach preschool children about “diversity” of families & students in classrooms/ community.
Students will present these in class.
2) Forms, handbooks, materials of any sort given to families that provide welcoming messages,
respect for diversity, useful information to support positive partnerships. Students will present
these in class.
3) Evaluate orientation/beginning procedures for families & identify at least 3 helpful procedures
& 3 areas that could be improved. Write 1-2 page report. (Meets LO #2)
Using all the suggestions from class and from Chapter 9 on formal and informal communications
with families (phone calls, notes, bulletin boards, newsletters, etc.) design a newsletter to use with
families and be prepared to share in class. Grading will focus on importance/depth of content,
grammar, spelling and overall neatness and eye-appeal. Please submit on Canvas (Meets LO #5)
This is a course that recommends a community service learning activity be completed during the
semester. Check with your professor for approved activities this term. They might include
activities, such as: Help Me Grow Screenings, Lima’s Soup Kitchen-Our Daily Bread, West Ohio
Food Bank, Be Like Brit Orphanage, etc. (Meets LO #7)
Must bring proof of attendance and write a one page report on the topics of the evening. The
paper must include “what you found most interesting” and “what you discovered that was most
surprising.” . (Meets LO #10)
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EDU 1080:
Classroom Management, Guidance &

Course Syllabus
Teaching Professions
Instructor: Mrs. Jackie Gleason
Phone: 419-425-8277 Ext 7109
5/24/18)
Cell: 419-306-0407
Email: jgleason@fcs.org

3 Semester Hours
Semester: Spring, 2018
Monday-Friday A/C Block
18 weeks (1/8/18 –
MCC, Room109A

Mission Statement:
Findlay City Schools and Millstream Career Center educates and empowers for life. Rhodes State College changes
lives, build futures and improve communities through life-long learning.
Program Mission Statement The Early Childhood Education Program at Rhodes State College provides a

sound academic and professional education, encompassing both intellectual and affective qualities, for an
entry level career in early childhood education.
STUDENT LEARNING OBJECTIVES – NAEYC STANDARDS
STANDARD 1. PROMOTING CHILD DEVELOPMENT AND LEARNING
Candidates prepared in early childhood degree programs are grounded in a child development
knowledge base. They use their understanding of young children’s characteristics and needs, and
of multiple interacting influences on children’s development and learning, to create
environments that are healthy, respectful, supportive, and challenging for each child.
Key elements of Standard 1
1a: Knowing and understanding young children’s characteristics and needs, from birth through
age 8.
1b: Knowing and understanding the multiple influences on early development and learning
1c: Using developmental knowledge to create healthy, respectful, supportive, and challenging
learning environments for young children
STANDARD 4. USING DEVELOPMENTALLY EFFECTIVE APPROACHES
Candidates prepared in early childhood degree programs understand that teaching and learning
with young children is a complex enterprise, and its details vary depending on children’s ages,
characteristics, and the settings within which teaching and learning occur. They understand and
use positive relationships and supportive interactions as the foundation for their work with
young children and families. Candidates know, understand, and use a wide array of
developmentally appropriate approaches, instructional strategies, and tools to connect with
children and families and positively influence each child’s development and learning.
Key elements of Standard 4
4a: Understanding positive relationships and supportive interactions as the foundation of their

work with young children
4b: Knowing and understanding effective strategies and tools for early education, including
appropriate uses of technology
STANDARD 5. USING CONTENT KNOWLEDGE TO BUILD MEANINGFUL CURRICULUM
Candidates prepared in early childhood degree programs use their knowledge of academic
disciplines to design, implement, and evaluate experiences that promote positive development
and learning for each and every young child.
5b: Knowing and using the central concepts, inquiry tools, and structures of content areas or
academic disciplines
Ohio’s Early Childhood Core Knowledge and Competencies:
Competencies - Developmental Process Level 1
Knowledge in this area of professional practice is demonstrated when the early childhood professional:
1.5 Understands that challenging behavior has environmental and developmental causes and uses this information to
modify environment, activities and expectations to improve behavioral outcomes.
1.6 Understands that children develop skills and abilities and learn best through their natural medium of play and uses this
medium to enhance development, behavior

Competencies - Nurturing Relationships Level 1
Knowledge in this area of professional practice is demonstrated when the early childhood professional:
1.1 Engages in safe, responsive relationships with each child to provide a sense of security and promote optimal
development.
1.4 Models positive, pro-social behavior in all settings including child, family and professional interactions.
Competencies - Appropriate Environments Level 1
Knowledge in this area of professional practice is demonstrated when the early childhood professional:
1.1 Recognizes the importance of consistency in environments*, expectations and responses to children.

OVERVIEW OF THE COURSE
Present classroom management techniques teachers can employ to develop self-control, positive self-concepts,
independence and pro-social behaviors in students. Introduction of practical applications of guidance and motivation
techniques, such as: problem-solving, prevention of potential problems for group settings, negotiations skills, setting
limits, arrangement of the environment, positive affirmations and logical consequences. Guidance and motivation
are presented within a framework of child development, developmentally appropriate practices, and constructivist
educational philosophy.
Prerequisites: None.
Course Delivery/Instructional Methods: This course will be taught using various techniques such as informal
discussion, Canvas discussions, videos, group/collaborative problem solving activities, lecture, projects and use of
on-line companion site during class.

TEXT AND MATERIALS/SUPPLIES
Textbook: Miller-Ferris, Darla Positive Child Guidance 8th Edition. Cengage, 2013-16
ISBN: 9781305088993
There will also be some additional handouts given by the instructor as required readings.
COURSE OBJECTIVES
Knowledge:
A. The student will recognize factors and situations that are likely to promote or diminish student
motivation and learning.

B. The student understands how disabilities can impact behavior and is aware of policies and procedures
for behavioral intervention.
C. The student has knowledge of various behavior/classroom management styles.
Dispositions:
D. Student will appreciate the importance of language in the development of self-expression and learning.

Performance during college field hours:
E. Student will assist in modifying the learning environment to manage behavior.
F. Student will use age appropriate language, communication, and reinforcement procedures in a variety
of settings to assist in the development of children’s social skills.
G. Student will identify types of behavior problems and respond consistently and appropriately
H. The student will follow rules and procedural safeguards in the management of behavior of all children,
including those with exceptional learning needs
I. The student will effectively use a variety of behavior management techniques such as: Prevention and
intervention skills; age appropriate reinforcement skills; problem solving skills; conflict resolution and
negotiation skills

SCHEDULE OF INSTRUCTIONAL TOPICS
Week 1 – 1/8
 Go over Course requirements and class expectations
 Demonstration of the Canvas electronic system
 Complete Syllabus Quiz
Week 2 – 1/15
 Chapter 1: “Why Guidance Matters”
a. Practical Application Case – page 12
b. Student activities, discussions, videos, etc.
 Assignment: Read chapter 1 “Why Guidance Matters”
Week 3 – 1/22
 Chapter 2: “Historical Perspectives and Guidance Theories”
 Complete Canvas Postings for Chapters 1 & 2.
Week 4 – 1/29
 Read chapter 3: “Understanding Children’s Behaviors”
Week 5 – 2/5
 Read chapter 4: “How to Observe Children”
 Assignment: Complete Canvas Postings for Chapters 3 & 4.
 Class activities
a. Practical Application Case page 82-83 and Practical Application Case page 108
b. Student activities, discussions, videos
 Assignment: Anecdotal observation (see course requirements for specific details).
Week 6 – 2/12
 Read Chapter 5: “Serving Culturally Diverse Children and Families”
Week 7 – 2/19
 Read Chapter 6: “Understanding Children with Ability Differences”
 Assignment: Canvas Posting Chapter 6
 Class activities
a. Practical Application Case – page 130-131
b. Practical Application Case – page 168-169
 Assignment Due 2/20: (Anecdotal Record)
 Assignment:–Diversity Presentation (see course requirements below for specific details).
Week 8 – 2/26
 Read Chapter 7: “Designing Developmentally Appropriate Environments Inside and Out”
Week 9 – 3/5
 Read Chapter 8: “Building Relationships through Positive Communication”

 Assignment: Complete Canvas Postings for Chapters 7 & 8.
 Class activities
a. Practical Application Case – page 207
b. Communication Scenarios
 Midterm – chapters 1-6 – 3/9
Week 10 – 3/12
 Read Chapter 9: “Fundamental Causes of Positive and Negative Behavior”
 Assignment: Complete Canvas Postings for Chapter 9.
 Class activities (if time permits)
a. Practical Application Case 1
b. Practical Application Case 2
 Assignment: Continue to work on your project
Week 11 – 3/19
 Case Study Due
Spring Break – 3/26-3/30 NO SCHOOL
Week 12 – 4/2
 New Classroom Theme
Week 13 – 4/9
 New Classroom Theme
 Semester Project Update – FINALIZE your decision and submit to the instructor in class 4/10 (see course
requirements below for specific details). Presentations will begin April 30.
 Semester Outline Due – 4/10
Week 14 – 4/16
 Read Chapter 10: “Effective Guidance Interventions”
Week 15 – 4/23
 Read Chapter 11: Mistaken Goals, Motivation, and Mindfulness
 Assignment: Complete Canvas Postings for Chapter 11
Week 16 – 4/30
 Begin PROJECT presentations
Week 17
 Final PROJECT presentations
Week 18
 Final exam: The final will be comprehensive. Chapter 1-11 from your textbook, with an emphasis on
chapter 7-11, as well as class and Canvas discussions

AND EVALUATION PROCEDURES
10 Points Syllabus Quiz
180 Points Weekly Canvas Postings (9 @ 20 points each)
30 Points Anecdotal Note Assignment
75 Points Midterm
75 Points Case Study
90 Points Semester Project
100 Points Final exam
endance, internship, class participation & activities,
674 Total Points Possible
GRADING SCALE:

A
B

620-674 Points
553-619 Points

C
D
F
GRADES:

485-552 Points
418-484 Points
0-417 Points
A
B
C
D
F

100-92
82-91
72-81
62-71
61-0

There will be penalty points assessed for late assignments

Attendance
Regular attendance is needed to gain an understanding of the course’s content and to satisfactorily
demonstrate required competencies. Lack of attendance will negatively impact the earned grade. If
school is delayed or cancelled due to weather, follow the syllabus for assignments and due dates.
Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The
unacknowledged use (intentional or unintentional), by paraphrase or direct quotation, of the published or
unpublished work of another person or agency engaged in the selling of term papers or other academic
materials. Acknowledgement must be in accordance with course guidelines, and documentation must
occur whenever a student uses direct quotations; copies a table, chart, or diagram; constructs a table from
data provided by others; paraphrases a passage; summarizes a passage; presents specific examples,
figures, or factual information from a specific source and uses it to explain or support his/her judgments.
Plagiarism covers the use of print, electronic, filmed, and broadcast material.” Students are encouraged to
review the Code of Student Conduct on the college website (http://www.rhodesstate.edu/currentstudents)
for examples of academic dishonesty.
Academic Honesty All class members are assumed to be honest. Attempting to deceive, defraud, or use
dishonesty for one’s own gain will not be tolerated in any form. Cheating during any class activity is
unethical and compromises the integrity of the college and subverts the process of education (note:
individual programs may impose greater penalties). Cheating may result in a grade of “zero” for the
activity. Instructors may submit questionable behavior to the office of the Vice President for Academic
Affairs who will bring the incident to the attention of the Academic Integrity Council. Students are
encouraged to review the Code of Student Conduct on the college website
(http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.

Assignments
Completed before
the start of class

COURSE REQUIREMENTS AND ASSIGNMENTS for EDU1080
Spring Semester 2018

Week 1 – 1/8

All assignments are due via Canvas
Download syllabus
Download course requirements
Complete Syllabus Quiz on Canvas!
Assignment Discussion: Semester Project – Due 4/30 BUT you MUST
HAVE MADE YOUR DECISION BY 4/10 & PRESENT THE
OUTLINE IN CLASS TO THE INSTRUCTOR.
The final project will focus on researching different types of learning differences or
behavioral issues that may result in challenging behavior in the classroom. Please review
the following types of projects that would be of interest for your project. If there is
something else you have in mind, feel free to let me know and we can discuss your idea.
After careful consideration, tell me what you will do and attempt to present an outline of
your project today in class. These projects will be presented on May 7 & 8. Here are some
suggestions:
1.

Develop a PowerPoint presentation on one of the learning or ability differences that
may result in challenging behaviors in the classroom. Include how understanding the
child’s differences can assist in developing a classroom plan to eliminate unwanted
behavior. You must have a minimum of 15 slides and follow appropriate
documentation for photos used, citations, etc. DO NOT SIMPLY COPY MATERIAL
FOR THE CHAPTER but find additional resources with information that correlates
with the chapter materials.

2.

Create an illustrated storybook for an appropriate age range dealing with a particular
social or emotional issue of concern to the young child.

3.

Create an activity book that would be appropriate for a particular behavioral ability
difference (Example: ADHD, ODD, Autism, etc.) Each activity would need to include
a lesson plan of sorts. Minimum of 3 Activities meeting 3 different Ohio ELDS.

4.

Design a DAP classroom environment and an activity schedule; then talk to
experienced child care workers to get their feedback about the workability of the
plans. Keep in mind the focus of this classroom arrangement is to eliminate
behavioral issues before they begin with proper arrangement of centers and materials.

5.

Write a short play where you put into use some of the positive strategies that can be
used to deal with conflict situations (including description of stage props, scenery,
etc.). You may ask your peers to participate in the play as your characters during the
presentation!

YOU CAN SUBMIT ONE OF YOUR OWN IDEAS, AND I WILL DISCUSS THE
FEASABILITY OF YOUR IDEA.
ANY OF THE EXAMPLES ABOVE MUST INCLUDE A MINIMUM OF 3 SOURCES
IN ADDITION TO YOUR TEXTBOOK. EXAMPLES 2-5 MUST INCLUDE A TYPED
DESCRIPTION OF HOW YOU WILL USE YOUR PROJECT IN THE CLASSROOM
INCLUDING YOUR RESEARCHED DETAILS OF HOW IT COULD BENEFIT
CLASSROOM OR BEHAVIORAL MANAGEMENT.

Week 2 – 1/15

Read/study Chapter 1 from text, Positive Child Guidance by Darla Ferris Miller

Week 3 – 1/22

Read/study Chapter 2 from text, Positive Child Guidance by Darla Ferris Miller

Weekly Canvas postings – Post replies from chapters 1 & 2

Week 4 – 1/29

Read/study Chapters 3 from text, Positive Child Guidance by Darla Ferris Miller

Week 5 – 2/5

Read/study Chapter 4 from text, Positive Child Guidance by Darla Ferris Miller

Weekly Canvas postings – Post replies from chapters 3 & 4 prior to
class for full credit!
Assignment:– Anecdotal Observation due next week (2/20) from chapter 4
–
Observe a child and select an inappropriate behavior and carry out an observation by
creating an anecdotal record of the things you see and hear.
1. Identify the behavior observed:
2. Study your observations (refer to text book). Make mental notes.
3. What can you infer from your record?
4. List three things you might do differently with the child or children on the
basis of your observations.
Week 6 – 2/12

Read/study Chapters 5 from text, Positive Child Guidance by Darla Ferris Miller

Week 7 – 2/19

Read/study Chapter 6 from text, Positive Child Guidance by Darla Ferris Miller

Weekly Canvas posting – Post reply from chapter 6 prior to class for
full credit!
Assignment Due – Anecdotal Observation due tomorrow, 2/20, either in
class or to Canvas
Assignment:–Case Study– As a teacher/caregiver you will find that you
will encounter many different children with different temperaments. Some
issues that arise in the classroom, you will be able to resolve quickly. Some
issues may need more attention and cooperation to plan for a positive
outcome. During this case study, you will identify an unwanted behavior,
develop action steps, and demonstrate how to carry out a plan to improve
behavior outcomes in the classroom.
Week 8 – 2/26

*** Assignment is due for class on Monday, March 19. Don't procrastinate! Manage
your time accordingly.
Read/study Chapter 7 from text, Positive Child Guidance by Darla Ferris Miller

Week 9 – 3/5

Read/study Chapter 8 from text, Positive Child Guidance by Darla Ferris Miller

Weekly Canvas postings – Post replies from chapters 7 & 8 prior to
class for full credit!
Midterm over chapters 1-6 on 3/9
Week 10 – 3/12

Read/study Chapter 9 from text, Positive Child Guidance by Darla Ferris Miller

Week 11 – 3/19

Assignment Due:–Case Study
Spring Break 3/26 – 3/30 No School

Week 12 – 4/2

New Classroom Theme

Week 13 – 4/9

New Classroom Theme

Assignment: Semester Project Outline due 4/10
Week 14 - 4/16

Read/study Chapter 10 from text, Positive Child Guidance by Darla Ferris Miller

Week 15 - 4/23

Read/study Chapter 11 from text, Positive Child Guidance by Darla Ferris Miller

Weekly Canvas postings – Post reply to Chapter 11

Week 16 - 4/30

Begin Project Presentations!

Week 17 – 5/7

Finalize Project Presentations!

Week 18 – 5/14

Final Exam– The final will be comprehensive. Chapter 1-11 from your textbook as
well as class and Canvas discussions.

Student Signature:

Date:

Parent Signature

Date:
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EDU 1050:
Early Childhood Development

Course Syllabus
Teaching Professions
Instructor: Mrs. Jackie Gleason
Phone: 419-425-8277 Ext 7109
Cell: 419-306-0407
Email: jgleason@fcs.org

3 Semester Hours
Semester: Senior Fall
Monday-Friday A/C Block
18 weeks (Senior Fall Semester)
MCC, Room109A

Mission Statement:
Findlay City Schools and Millstream Career Center educates and empowers for life. Rhodes State College changes
lives, build futures and improve communities through life-long learning.
Program Mission Statement The Early Childhood Education Program at Rhodes State College provides a

sound academic and professional education, encompassing both intellectual and affective qualities, for an
entry level career in early childhood education.
Learning Outcomes
In relation to young children, from prenatal to age eight, candidates will:
1. Describe sequences, stages, and milestones of growth within the social, emotional, physical, and cognitive
domains of development. Recognize variations of typical and atypical developmental characteristics, recognizing
the importance of naturalistic observation.*
2. Recognize that developmental domains are interrelated and provide examples of interrelationships among
developmental domains.*
3. Identify examples of and describe historical and contemporary theories and developmental research (e.g.,
psychoanalytic, behaviorist, cognitive, socio-cultural, constructivist, and ecological systems) on the developmental
characteristics and needs of young children, including language, play, and approaches to learning.*
4. Identify examples of and interpret multiple influences on development and learning, which include the diverse
contexts for development (including cultural, economic, political, historical, societal, and linguistic), ecological
contexts (home, community, support systems, etc.), genetic and environmental influences, child’s health status,
individual developmental variations, and opportunities to play, learn, and access technology.*
5. Apply knowledge of developmental research to identify early childhood learning environments and opportunities
to learn that are healthy, respectful, supportive, challenging, and effective.*
6. Recognize and discuss the central role of relationships with families, colleagues, administrators, and related
service providers in promoting learning and development.
7. Recognize a variety of research based strategies (e.g., through the use of media or direct classroom observation)
for observation, documentation, and assessment of young children.
Student Learning Outcomes NAEYC Standards
STANDRD 1. PROMOTING CHILD DEVELOPMENT AND LEARNING
1a: Knowing and understanding young children’s characteristics and needs, from birth through age 8

1b: Knowing and understanding the multiple influences on early development and learning
1c: Using developmental knowledge to create healthy, respectful, supportive, and challenging learning environments for young
children.

STANDARD 3. OBSERVING, DOCUMENTING, AND ASSESSING TO SUPPORT YOUNG
CHILDREN AND FAMILIES
3a: Understanding the goals, benefits, and uses of assessment – including its use in development of appropriate goals, curriculum,
and teaching strategies for young children

STANDARD 7. EARLY CHILDHOOD FIELD EXPERIENCES
7a. Opportunities to observe and practice in at least two of the three early childhood age groups
(birth – age 3, 3-5, 5-8)

Ohio Standards for the Teaching Profession
#1 Students – Teachers understand student learning and development, and respect the diversity of the students they teach.
#2 Content – Teachers know and understand the content area for which they have instructional responsibility.
#3 Assessment – Teachers understand and use varied assessments to inform instruction, evaluate and ensure student learning.
#4 Instruction – Teachers plan and deliver effective instruction that advances the learning of each individual student.
#5 Learning Environment – Teachers create learning environments that promote high levels of learning and achievement for all
students.
#6 Collaboration and Communication – Teachers collaborate and communicate with other educators, administrators, students and
parents and the community to support student learning.
#7 Professional Responsibility and Growth – Teachers assume responsibility for professional growth, performance, and
involvement as an individual and as a member of a learning community.

Ohio’s Early Childhood Core Knowledge and Competencies:
Child Growth and Development: Early childhood professionals base their practice on an understanding of all of the
ways that children change over time, including expected patters of development as well as the many ways that individual children
can differ. Level 1
Family & Community Relations: Early childhood professionals understand how important it is that they know the
family, culture and community context in which each child lives. They also appreciate that developing strong, positive
connections to families and community resources benefits children. Level 1
Child Observation and Assessment: Early childhood professionals are able to continually improve each child’s care and
learning experiences because they understand that every child follows a unique path of growth and development; therefore, they
will gather and apply information about each child’s profess as part of their regular practice. Level 1
Professional Development: Early childhood professionals see themselves as members of a larger professional community
and accept the responsibilities that go along with being a positive reflection on the profession and a positive contributor to the
profession. Level 1
Learning Experiences and Environments: Early childhood professionals appreciate their role as designer and builder of the
world in which each child lives while in an early childhood program. They also understand the interplay between children’s
experiences, environments and relationships and their well-being, development and learning.

COURSE OVERVIEW

This course focuses on applying knowledge of the characteristics and needs of young children,
prenatal to age eight, for the creation of healthy, respectful, supportive, challenging, and effective
learning environments. Multiple and interrelated influences on the development and learning of
young children will be examined.
Course Delivery/Instructional Strategies:
This course will be taught using various techniques of service learning, contextual learning, and problem based
learning, and will include informal discussion, lectures, PowerPoint’s, case studies, videos, observations,
websites/Internet searches, and research. The textbook website is utilized for student resources and activities.
TEXTS AND MATERIALS/SUPPLIES
Rathus, Spencer. Childhood & Adolescence Voyages in Development, 5 th Edition. Cengage Learning, 2017.
ISBN: 978-1-133-95648-8

Swartwood, Michie and Trotter, Kathy. Observing Children and Adolescence Student Workbook. Cengage
Learning ISBN: 978-0-534-62272-5
SCHEDULE OF INSTRUCTION TOPICS AND ASSIGNMENTS

Introduction Week
Complete Syllabus quiz
Meet with Instructor
Read information in “Start Here Modules”
Review Observation Forms
Canvas assignments
WEEK ONE: Chapter 5
Read/Study Chapter 5 from text, Voyages in Development.
Infancy: Physical Development
Physical Growth and Development
Development of the Brain and Nervous System
Motor Development: How Moving
Sensory and Perceptual Development: Taking in the World
Weekly Canvas Posting #1 will consist of questions from your student workbook; observation
Read/Study Narratives for Module 1
View video Prenatal
Start Observing children B-2 years old
WEEK TWO: Chapter 6
Read/study Chapter 6 from text, Voyages in Development
Infancy: Cognitive Development
Cognitive Development, Jean Piaget
Information Processing
Individual Differences in Intelligence among Infants
Language Development worksheets and student study guide.
View Piaget’s video
Answer Module 1 sensorimotor questions
WEEK THREE:
Read/study Chapter 7 from text, Voyages in Development.
Infancy: Social and Emotional Development
Attachment: Bonds That Endure
When Attachment Fails
Day Care
Emotional Development
Personality Development
View videos: Language and Temperament videos
Complete Video Questions
WEEK FOUR:
View videos Attachment, vision, and gender.
Complete video questions
Read/study Chapter 8 from text, Voyages in Development

Early Childhood: Physical Development
Growth Patterns
Motor Development
Nutrition
Patterns of Eating
Health and Illness
Sleep
Elimination Disorders
View Play and answer questions

WEEK FIVE:
Read/study Chapter 9 from text, Voyages in Development
Early Childhood: Cognitive Development
Jean Piaget's Preoperational Stage
Factors in Cognitive Development: On Being in "the Zone" of Proximal Development)
Theory of Mind: What is the Mind? How Does It Work?
Development of Memory: Creating Files and Retrieving Them
Language Development: Why Daddy "Goed Away"
View Piaget’s videos and answer questions

WEEK SIX:
Read/study Chapter 10 from text, Voyages in Development
Early Childhood: Social and Emotional Development
Dimensions of child rearing
Stages of “play”
Checklist: On types of play by Piaget and Parten.
Parenting styles
Values and standards
Effects of the situation and the child on parenting styles
Birth order
Peer relationships
Social behaviors in the world, among others
Personality and emotional development
Development of Gender roles and sex differences

WEEK SEVEN:
Read/study Chapter 11 from text, Voyages in Development
Middle Childhood: Physical Development
Growth Patterns
Overweight in Children
Childhood Asthma
Motor Development
Children with Disorders that affect Learning
ADHD
Learning Disorders
Communication Disorders

WEEK EIGHT: Fall Break
WEEK NINE:
Read/study Chapter 12 from text, Voyages in Development
Middle Childhood Cognitive Development
Piaget’s The Concrete Operational
Moral Development: The Child as Juror
Information Processing: Learning, Remembering, Problem Solving
Intellectual Development, Creativity, and Achievement
Language Development and Literacy

View video and answer questions
WEEK TEN:
Read/study Chapters 13 from text, Voyages in Development
Middle Childhood: Social and Emotional Development
Theories of Social and Emotional Development in Middle Childhood
The Family
Peer Relationships
The School
Social and Emotional Problems
Adolescence: Physical Development
Brain Development
Puberty: The Biological Eruption
Emerging Sexuality and the Risks of Sexually Transmitted Infections
Health in Adolescence
View video and answer questions

WEEK ELEVEN:
Read/study Chapter 1 from text, Voyages in Development
Chapter 1
What is Child Development?
History, Theories and methods
Theories of Child Development
How do we study Child Development?
Ethical Considerations
WEEK TWELVE:
Chapter 2
Heredity and conception
The Nature of Nature
Nature Versus Nurture
Conception

WEEK THIRTEEN
Read/study Chapter 3 from text, Voyages in Development
Prenatal Development
The Germinal Stage
The Embryonic stage
The Fetal Stage
Environmental influences on Prenatal Development
Review Prenatal video

WEEK FOURTEEN
Hour sheet and 15 hours documented
Read/study Continue chapter 4 from text, Voyages in Development
The Stages of Childbirth
Methods of Childbirth
Birth Problems
Field Trip – Nursing Dept. Simulator Lab - Child Birth Simulator
The Postpartum Period
Characteristics of Neonates

WEEK FIFTEEN
Final Exam review over Chapters 1-13, Lecture, canvas and class discussions, video questions.
WEEK SIXTEEN
Final Exam
LABORATORIES, CLINICALS

There are 15 hours of classroom observations required for this course. Observation/Participation forms to
accompany the observations will be available on CANVAS.

TESTING AND EVALUATION PROCEDURES
5 Points Syllabus quiz
60 Points Module 1 Video Questions
30 Points Module 2 Video Questions
30 Points Module 3 Video Questions
60 Points Module 1 Classroom observation forms
60 Points Module 2 Classroom observation forms
60 Points Module 3 Classroom observation forms
110 Points – Class assignments, active participation in group requirements, including concept reviews,
games, questions, reflective thinking, assessment tools, etc.
50 Points – Research Paper
35 Points Hour sheet with 15 hours documented
100 Points - FINAL (CHAPTERS 1-13)
600 Total Points Possible

600 Total Points Possible
GRADING SCALE:

A
B
C
D
F

540-600 Points
480-539 Points
420-479 Points
366-419 Points
0-365 Points

GRADES

A
B
C
D
F

92-100
82-91
72-81
62-71
0-61

There will be penalty points assessed for late assignments

Major paper assignments will be accepted after the date due, however, you will be penalized 10 points
weekly for being late. It is preferred that you submit assignments through CANVAS; however, they
will be accepted in class but you assume the responsibility for lost papers.
INSTITUTIONAL INFORMATION

Attendance
Regular attendance is needed to gain an understanding of the course’s content and to satisfactorily
demonstrate required competencies. Lack of attendance will negatively impact the earned grade. If
school is delayed or cancelled due to weather, follow the syllabus for assignments and due dates.
Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The
unacknowledged use (intentional or unintentional), by paraphrase or direct quotation, of the published or
unpublished work of another person or agency engaged in the selling of term papers or other academic
materials. Acknowledgement must be in accordance with course guidelines, and documentation must
occur whenever a student uses direct quotations; copies a table, chart, or diagram; constructs a table from
data provided by others; paraphrases a passage; summarizes a passage; presents specific examples,
figures, or factual information from a specific source and uses it to explain or support his/her judgments.
Plagiarism covers the use of print, electronic, filmed, and broadcast material.” Students are encouraged to
review the Code of Student Conduct on the college website (http://www.rhodesstate.edu/currentstudents)
for examples of academic dishonesty.

Academic Honesty All class members are assumed to be honest. Attempting to deceive, defraud, or use
dishonesty for one’s own gain will not be tolerated in any form. Cheating during any class activity is
unethical and compromises the integrity of the college and subverts the process of education (note:
individual programs may impose greater penalties). Cheating may result in a grade of “zero” for the
activity. Instructors may submit questionable behavior to the office of the Vice President for Academic
Affairs who will bring the incident to the attention of the Academic Integrity Council. Students are
encouraged to review the Code of Student Conduct on the college website
(http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.

COURSE REQUIREMENTS AND ASSIGNMENTS
For EDU 1050 SEMESTERS
Early Childhood Development

FIELD EXPERIENCE AND OBSERVATION WORKBOOK
(15 HOURS)
Observation Assignments: Students need to observe children in a setting from birth to middle childhood.
Assignments are located within the Observation Manual in Modules. Specific details and requirements are
located in the manual.
WEEKLY
SCHEDULE
Assignments in Detail
WEEK 1

Syllabi Quiz
“Start Here” Module. You will need to document a total of 15 hours for this course
over all three age groups.
Read/Study Chapter 5 from text, Childhood & Adolescence Voyages in Development
by Spencer A. Rathus.
View Video Module 1 Birth-2 years old. Sections 1 & 2: Prenatal, Birth, and the
Newborn and Sensation, Perception, and Motor Development

WEEK 2

Continue Observing children ages Birth -2 years old in a licensed center. Complete
Observation forms found in your Observation manual concerning this age group.
Read/study Chapter 6 from text, Voyages in Development
View Module 1 VIDEO section #3: Infants and Toddlers: Cognitive and Language
Development, social and emotional Development.

WEEK 3

After viewing VIDEO’s Answer questions in your Observation Manual
Concerning: Piaget’s Sensorimotor Stage
Continue Observing children ages Birth -2 years old in a licensed center. Complete
Observation forms found in your Observation manual concerning this age group.
Read/study Chapter 7 from text, Voyages in Development.
View Module 1 VIDEO section #3: Infants and Toddlers: Cognitive and Language
Development, social and emotional Development.

After viewing VIDEO’s Answer questions in your Observation Manual
Concerning: Language Development

WEEK 4

WEEK 5

WEEK 6

WEEK 7

WEEK 8

Continue Observing children ages Birth -2 years old in a licensed center. Complete
Observation forms found in your Observation manual concerning this age group.
Read/study Chapter 8 from text, Voyages in Development
After viewing VIDEO’s Answer questions in your Observation Manual
Concerning: Temperament Development and Attachment Development
Continue Observing children ages Birth -2 years old in a licensed center. Complete
Observation forms found in your Observation manual concerning this age group.
Read/study Chapter 9 from text, Voyages in Development
Continue Observing children ages Birth -2 years old in a licensed center. Complete
Observation forms found in your Observation manual concerning this age group.
Checklist: On types of play by Piaget and Parten.
Read/study Chapter 10 from text, Voyages in Development
Module 1 Observation Manual due. Include the complete Manual even though you have
not completed all sections.
Read/study Chapter 11 from text, Voyages in Development
Read/study Chapter 12 from text, Voyages in Development
View Module 2 VIDEO sections #1 & 2: Physical development and Cognitive and
Language development
After viewing VIDEO’s Module 2 section #2 Answer questions in your Observation
Manual Concerning: Piaget’s Preoperational Stage
Start Observing children ages 2 -5 years old in a licensed center. Complete
Observation forms found in your Observation manual concerning this age group.

WEEK 9

Midterm Exam – Midterm Exam – The midterm will be over chapters 5 – 12, Canvas
postings, class discussions, and companion site study tools.
View Module 2 VIDEO section 3: Social emotional development
After viewing VIDEO’s Module 2 section #3 Answer questions in your Observation
Manual Concerning: Social Emotional Development Titled: Play
Continue to Observe children ages 2 -5 years old in a licensed center. Complete
Observation forms found in your Observation manual
Read/study Chapters 13 & 14 from text, Voyages in Development
Assignment: Research Paper for Professional Portfolio: In your text you will find
sections titled: Concept Review You will need to Review/Study the following pages
and theories:
The Six-Substages of the Sensorimotor stage According to Piaget Concept Review 6.1
page 190
Theories of Attachment Concept Review 7.1 page 226

Features of Preoperational Cognition According to Piaget Concept Review 9.1 page
286
Theories of the Development of gender differences Concept Review 10.1 page 345
Aspects of Concrete-operational thinking Concept Review 12.1 page 379
Theories of Intelligence Concept Review 12.2 page 398
After reviewing and studying the Concept Reviews listed above you will need to go
online and research the theories for more information and investigation.
Next, you will need to write a research paper consisting of these theories and theorist
and how each one of these individuals and their theories shaped Early Childhood
Education and Child Development.
The research paper must be 500 to 700 words in length, double spaced, Times new
roman and a font size of 12 points. A work cited page must be attached with 4 to 6
sources. Failure to complete this task will consist of 20% point reduction in your
grade. (This meets Course Outcome# 2 & NAEYC Standard A # 1 b & 6 a).
WEEK 10 FALL BREAK
Module 2 Observation Manual is due Week 11
Module 2 Observation Manual due. Include the complete Manual even though you have not
WEEK 11
completed section 3.
Read/study Chapter 15 from text, Voyages in Development
WEEK 12

WEEK 13

View Module 3 VIDEO sections #1 & 2: Physical development and Cognitive
After viewing VIDEO’s Module 3 sections #1 & 2 Answer questions in your
Observation Manual Concerning: Piaget’s Concrete Operational Stage and Vygotsky:
the Zone of Proximal Development and Scaffolding
Start Observing children ages 5-8 years old in a school setting. Complete Observation
forms found in your Observation manual concerning this age group.
Read/study Chapter 2 from text, Voyages in Development
View Module 3 VIDEO section 3: Social Emotional and Moral Development
Continue to Observe children ages 5 -8 years old in a School setting. Complete Observation
forms found in your Observation manual.
Read/study Chapter 3 from text, Voyages in Development

WEEK 14

Module 3 Observation Manual due all three sections included.
Read/study Chapters 4 from text, Voyages in Development

WEEK 15

Hour Sheet due with 15 hours documented
Final Exam Review

WEEK 16

Final Exam: will be comprehensive over chapters 1-4 & 12 -13, Canvas postings, Video’s
and class lectures and discussions.
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3 Semester Hours
Semester: Senior Spring
Monday-Friday A/C Block
18 weeks (Senior - Spring Semester)
MCC, Room109A

. t ~Mission Statement:
Findlay City Schools and Millstream Career Center educates and empowers for life. Rhodes State College changes
lives, build futures and improve communities through life-long learning.
Program Mission Statement The Early Childhood Education Program at Rhodes State College provides a

sound academic and professional education, encompassing both intellectual and affective qualities, for an
entry level career in early childhood education.

PLEASE NOTE: This is an electronic portfolio (Educational Philosophy
assignment) designed course which requires students to submit a writing sample to
the electronic portfolio database. Students must satisfy this requirement as a part of
earning a PASSING GRADE for the course. Submitting the paper as instructed
will ensure that students receive a grade commensurate with the work in this course.
Pedagogical Approaches
Contextual and problem based learning.

OVERVIEW

Explore the purpose, organizations, and outcomes of schooling from the perspectives of the field of social
foundations of education. Candidates undertake critical inquiry into teaching as a profession. Licensure
requirements, teachers’ legal responsibilities, and the accountability of public schools are also explored.
Investigate how the evolution of education affects today’s teaching and learning. Become a highly
qualified teacher by connecting theory and practice, by examining the philosophical and historical roots
of education as well as its current structures, and by exploring the real-life challenges facing teachers and
the future of education and the teaching profession.
Prerequisites: None
Course Delivery/Instructional Strategies:

This course is taught with a variety of methods and techniques such as lecture, discovery, problem
solving, cooperative learning, videos, active listening & response, independent learning, discussions,
questioning, library, and Internet research.

TEXT AND MATERIALS/SUPPLIES:

Webb, Dean L. & Metha, Arlene (2017). Foundations of American Education, 8th Edition. Upper Saddle
River, NJ: Pearson Education, Inc. ISBN#978-0-13-402641-1
COURSE OUTCOMES:

Candidates are expected to demonstrate comprehension of each of the nine learning outcomes as major
components of the teaching profession. Candidates are expected to cite examples of specific issues for
each theme list below and explain how the issues impact the field of education.

Themes:
a. Aims of Education and Role of Schools in a Democratic Society
b. Economic, Legal and Political Context of Schools
c. Culturally Responsive and Inclusive Education
d. Ethics and Professionalization

Student Learning Outcomes
Aims of Education and Role of Schools in a Democratic Society (Understand the Purposes of
Education Past and Present)
1. Describe the emergence and development of the American education system with a focus on the
civic, social, economic and individual aims of education.
2. Illustrate how schools, reflect, reproduce and seek to challenge social stratification in society.

Economic, Legal and Political Context of Schools (Know about Schools)
3. Identify the roles that federal, state and local governments play in consideration of equal
education provision, comparing types of schools (public, charter, private, virtual) and the ways they
are organized and supported.
4. Identify teacher, student, and parent rights and responsibilities in school settings and show how
these have developed and changed over time.

Culturally Responsive and Inclusive Education (Know about Students)
5. Analyze the influence of shifting demographics on school districts and describe the ways in which
schools respond to changing educational needs of students in the U.S.
6. Identify various dimensions of educational exclusion, (race, social class, ethnicity, English
language proficiency, gender, sexuality, ability) and discuss the role of teachers in creating inclusive
learning environments for all students.

Ethics and Professionalization (Understand the Teaching Profession)
7. Recognize knowledge, skills, dispositions, and ethical responsibilities of the professional educator.
8. Describe standards and processes guiding the preparation and professional development of
educators.
9. Develop knowledge and understanding of Ohio educator requirements, with attention to the
reasons for new developments and changes.

Standards Addressed in
Introduction to Education
Alignment with InTASC and Ohio Standards for the Teaching Profession
Chapters in the textbook, Foundations of American Education

InTASC
Learning Development
Learner Differences
Learning Environments
Content Knowledge
Application of Content
Assessment
Planning for Instruction
Instructional Strategies
Professional Learning
& Ethical Practice
Leadership and Collaboration

1 2 3 4 5 6 7 8 9 10 11 12 13
√ √
√ √
√ √
√
√
√
√ √ √ √ √
√ √ √
√ √
√
√
√
√ √
√ √
√
√
√
√

√

14 15
√
√
√
√
√
√
√

√
√

√

OSTP
Students: Teachers understand student
learning & development, & respect the
diversity of the students they teach.
Content: Teachers know & understand the
content area for which they have
instructional responsibility.
Assessment: Teachers understand & use
varied assessments to inform instruction,
evaluate & ensure student learning.
Instruction: Teachers plan & deliver
effective instruction that advances the
learning
of each individual student.
Learning Environment: Teachers create
learning environments that promote high
levels
of learning & achievements for all students.
Collaboration & Communication:
Teachers
collaborate & communicate with other
educators,
administrators, students & parents & the
community to support student learning
Professional Responsibility & Growth:
Teachers
assume responsibility for professional
growth,
performance, & involvement as an
individual
& as a member of a learning community

√ √ √
√

√ √ √
√

√

√

√

√

√

√

√

√

√

√

√

√

√

√
√

√

√

√

SCHEDULE OF INSTRUCTIONAL ACTIVITIES (See specific dates & details below)
Class Sessions
Week 1

Topics/Class Activities
Course and syllabus overview. Preview Standards
for Ohio Educators, location of Ohio Content
Standards.
Portfolio creation demonstrations & examples.

Assigned Readings & Assessments
*Chapter 1

Week 2

Week 3

Week 4

Week 5

Week 6

Week 7

Week 8

Week 9

Week 10

Status of the Profession. Teachers and the Teaching
Profession, Teacher Preparation, Licensure &
Alternative Preparation & Certifications, Supply&
Demand, Salaries & Performance-Based
Compensation, Value-Added Pay
Development of the Profession. Teaching as a
Profession, Requirements of a Profession, Increased
Professionalization of Teaching, Essential Services
to Society, Code of Professional Practice, Conduct,
and Ethics, Professional Development, Teachers’
Organizations, Ohio’s Educator PreparationLicensure & Teacher Evaluation System
The Major Philosophies. What Is Philosophy?
Traditional Western, Contemporary and major
Eastern Philosophies and Their Major Educational
Implications
The Impact Of Educational Theories On
Educational Practice. Theories of EducationPerennialism, Progressivism, Behaviorism,
Essentialism, Social Reconstructionism,
Postmodernism, Identifying Your Philosophy of
Education.
American Education: From Revolution to the
Twentieth Century. Common School, Secondary
School, Developments in Higher Education,
Education of Minorities, Teacher Education, The
Twentieth Century Unfolds, Progressivism, A New
Century: New federal and State Roles –NCLB &
Obama Administration: Increased Federal
Involvement
The Social And Cultural Contexts Of SchoolingTheir Influence And Consequence: Society and the
Agents of Socialization, Purposes and Expectations
of Schooling, Diverse Student Population, Racial,
Ethnic, and Gender Achievement and Attainment
Gap, Students with Exceptionalities.
Responding to Diversity: Culture and Its Influence
on Teaching, Learning, and Behavior, Culturally
Responsive Teaching, Multicultural Education,
Supporting English Language Learners, Education
for Disadvantaged Students and Students with
Disabilities, Promoting Gender Equity.
Students At Risk And At-Risk Behaviors: At-Risk
Children and Youth, Tobacco, Drug, and Alcohol
Use and Abuse, Adolescent Suicide, Dropping Out
of School, Teenage Pregnancy, Childhood Obesity,
Child Maltreatment, School Violence, Lesbian, Gay,
Bisexual, Transgender, and Questioning (LGBTQ)
Youth.
Legal Framework For The Public Schools: Federal
Constitutional Provisions Affecting Education, State
Constitutional Provisions Affecting Education, Laws
and Policies, Powers and Organization of the Courts,
Student & Teacher First Amendment Rights:
Religion, Public Aid to Private Schools

*Chapter 2
*Licensure Examination Practice
Question 1.1 (Due ___)
Reflection and Analysis #1:Why
Teach (Due ____)
*Chapter 3
*Licensure Examination Practice
Question 2.1 (Due ____)

*Chapter 4
*Licensure Examination Practice
Question 3.1 (Due ____)
*Chapter 6
*Chapter 7
*Quiz #1 – online by _____
*Philosophy of Education (Due ____)

*Chapter 8
*Check Your Understanding” for
both chapters using the online
quizzes (Due _____)

*Chapter 9
*Reflection and Analysis #2:
Dissipating Classroom & School
Inequalities (Due ______)

*Chapter 10

*Chapter 11
* Quiz #2 – Online over chapters 610. Complete on Canvas by ____ at
midnight.
*Reflection and Analysis #3:
Improving School Climate for
Diverse Groups of Students (Due ___)
*Chapter 12
* Investigate Ohio Education Laws:
Research & summary of topic (Due
______)

Week 11

Week 12

Week 13

Week 14

Teachers, Students, And The Law: Terms and
Conditions of Teacher Employment (emphasis on
Ohio’s), Teacher Rights, Legal Responsibilities of
Teachers, Tort Liability of School District
Employees, Student Rights and Responsibilities,
Sexual Harassment of Teachers and Students.
Governance And Financing Of Elementary And
Secondary Schools: Organization of the Public
Schools, Education at the Local Level, Education at
the State Level – Ohio Focus, Federal Government
& Public Education, Financing of Education, Private
Education.
Curriculum And Instruction: Forces Influencing
the Curriculum, Patterns of Curriculum Design,
Hidden and Null Curricula, The Curriculum Cycle,
Instructional Goals and Objectives, Models of
Instruction, Learning Styles & Characteristics of
Learning
Debate: Controversial issue of National

Standards for U.S. Education; Continue to
REVIEW the State of Ohio Content Standards
with lesson plan activities.
Week 15

Week 16

Standards And Assessment: Ohio Standards,
Assessment: Purposes & Measures, Classroom
Assessment Formats, Criteria for Quality
Assessment, Standards-Based Education &
Assessment
Final Assessment – Chpts. 11-15

*Chapter 13
*Licensure Examination Practice
Question 12.1 (Due _____)

*Chapter 14
*Attend a School System Board
Meeting (Due by the end of the
semester – _____)

*Research Common Core & bring
your copies of State Standards to
class next week

*Chapter 15
*Complete any unfinished
assignments
*Study for the Final Assessment
(chpts 11-15)

PART I – THE TEACHING PROFESSION
Week 1
Course and syllabus overview.
Preview Standards for Ohio Educators, location of Ohio Content Standards.
Portfolio creation: demonstrations & examples.
Class Activity: What is teaching?
Introduction to course: Watch the Video Insight: Becoming a Teacher (Meets Learning Outcome 7)
Week 2
Read - Chapter 1 - Status of the Profession. Teachers and the teaching profession
Class Objectives:
 Provide an overview of America’s teaching force and the teaching profession.
 Describe teacher preparation: (Baccalaureate programs, alternative preparations) (Meets Learning
Outcome 7 & 8)
 Discuss current issues related to certification requirements for licensure– initial, emergency, and
recertification (Meets Learning Outcome 8)
 Compare data related to teacher supply& demand (Meets Learning Outcomes 2 & 6)
Class Activities: Define “What is teaching” and compare personal answers to those listed by the text.
PowerPoint presentation from ODE on Teacher Disposition. Students complete a “self-assessment” on
dispositions and how theirs rates to requirements for teachers. Video Insight: Value-Added Measures,
Controversial Issue-Debate: “value-added” pay and discussion on “performance-based or competencebased pay.” Check Your Understanding (website)

Assignment: Licensure Examination Question 1.1. (See Assignments in Detail) (Meets Learning
Outcome 8) Due ____ to Canvas by midnight
Assignment – There are multiple reasons why individuals select teaching for a career. Reflect on Herbert
Kohl’s questions for prospective teachers presented in Ask Yourself: Why Teach feature on pg. 5.
Reflection and Analysis: Using the reflection questions as a guide, write a 500 word reflection about your
own reasons for choosing to pursue or continue a career in teaching. (Include in your Professional Portfolio
under InTASC Standard 9 Professional Learning and Ethical Practice) (Meets Learning Outcome 7) Due
_____ to Canvas by midnight
Week 3
Read Chapter 2- Development of the Profession
Class Objectives:
 Discuss developments in the professionalization of teaching along with the Code of Ethics (Meets
Learning Outcome 7)
 Identify the major options for teacher professional development (learning communities, etc.)
(Meets Learning Outcome 4 & 7)
 Discuss the purposes and types of teacher evaluation, with emphasis on Ohio’s evaluation system.
(Meets Learning Outcome 9)
Class Activities: Check Your Understanding (website), Video: Ohio Teacher Evaluation System (OTES)
Distribute Ohio Teacher Evaluation System materials from ODE. Have students form dyads to review
these documents & identify the focus of each area. Address the concept of “value-added” assessment as
presented in the text on Ohio’s focus. (Meets Learning Outcome 9)
Groups: Research Websites The Ohio Department of Higher Education and The Ohio Department of
Education and investigate Ohio’s Educator Preparation Programs to understand the process for becoming
a teacher, licensure processes, renewal requirements & process, Ohio Assessments for Educator. Share
YouTube on Ohio Assessment Educators (Meets Learning Outcome 9)
Assignment: Licensure Examination Question 2.1. (See Assignments in Detail) (Meets Learning
Outcome 8) Due ____ to Canvas by midnight
PART II – PHILOSOPHY AND ITS IMPACT ON THE SCHOOLS
Week 4
Read Chapter 3 – The Major Philosophies (All objectives meet Learning outcome 1)
Class Objectives:
 Differentiate the three branches of philosophy.
 Discuss idealism and realism and their major proponents, as well as Neo-Thomism, pragmatism,
existentialism, Eastern philosophies.
Class Activities: Continue from previous week: Group Presentations: Research Website Ohio
Department of Higher Education and investigate Ohio’s Educator Preparation Programs to understand the
process for becoming a teacher. Share Ohio Assessment Educators (Meets Learning Outcome 9)
Videos: Plato, the Father of Realism, John Dewey views on education, sharing philosophic analysis in
education, Check Your Understanding (website), Video Insight: Developing your philosophy of education
Assignment: Licensure Examination Question 3.1. (See Assignments in Detail) (Meets Learning
Outcome 8) Due _____ 
Week 5
Read Chapter 4 – The Impact of Educational Theories on Educational Practices (All objectives meet
Learning outcome 1)

Class Objectives:
 Describe the purpose of schooling, the nature of the learner, the curriculum, instructional
methods, preferred classroom management, assessment strategies, and the role of the teacher
from a perennialist progressivist, behaviorist, essentialist, social reconstructionist, postmodernist
perspectives (Meets Learning Outcome 1)
Class Activities: Video Insight: Social Reconstructionism & video clip: Developing Your Philosophy of
Education; small group presentations on topics from text that deal with social injustices such as:
disenfranchised, disadvantages, marginal groups in society (such as women; racial & ethnic minorities;
homosexual, bisexual, & transgendered; immigrant; aged; poor) and appropriate curriculum that deals
with these injustices (Meets Learning Outcome 2) Check Your Understanding (website) if time
Assignment: Philosophy of Education (See Assignments in Detail) (Meets Learning Outcome 7) Due
_____
Quiz #1 – Online over chapters 1-4.
PART III – HISTORICAL FOUNDATIONS OF EDUCATION
Week 6 
Read Chapter 6- American Education: From Revolution to the Twentieth Century (All objectives
meet Learning outcome 1)
Class Objectives:
 Review education in the early national period
 Discuss the development of common schools in the United States and the roles that Horace Mann,
Henry Barnard, Emma Willard, and Catherine Beecher played in that development and outline the
development of secondary education in the United States.
 Discuss the factors leading to the growth of higher education in nineteenth century America.
 Compare the educational opportunities provided to Native Americans, Hispanic Americans, Asian
Americans, and Black Americans in the nineteenth century.
 Trace the development of teacher education in the United States.
Class Activities: Video clip: Native American boarding school “escape” & Video Insight: Booker T.
Washington v. W.E.B. DuBois on philosophical differences for African Americans. Reflection and
Analysis: Should assimilation continue to be a goal of the education today? Why? Why not? (Meets
Learning Outcome 2) Controversial Issue: Single-sex schools and classes? Discussion and debate
Read Chapter 7 – Modern American Education: From Progressive Movement to the Present (All
objectives meet Learning Outcome 1)
 Identify the major economic, political, and social forces affecting education in the 20th century.
 Describe the progressive education movement in the United States.
 Discuss the role of education in the War on Poverty and the Civil Rights movement, and outline
the changes in policy during the New Federalism and the new reform movement.
 Describe how the influence of the federal government increased under the No Child Left Behind
Act and the Obama administration. (Meets Learning Outcome 3)
Class Activities: Video Insight: Brown vs. Board of Education
Assignment: Due to the large amount of content this week, for assessment purposes complete each
“Check Your Understanding” for both chapters through the online website and submit. (Meets Learning
Outcomes 1 & 3) Due ____
PART IV – SCHOOLING IN A DIVERSE AND MULTICULTURAL SOCIETY
Week 7
Read Chapter 8 - The Social and Cultural Contexts of Schooling: Their Influence and Consequence
Class Objectives:
 Society & the agents of socialization: Explain how the school, family, peer group, religion, and






the mass media socialize children and youth and how it continues to evolve with changing needs
and times. (Meets Learning Outcome 5)
Compare the functionalist, conflict, and interactionist perspectives on the purposes and
expectations of education. (Meets Learning Outcome 2)
Discuss the social class system in the United States and the differences in achievement and
attainment between the social classes. (Meets Learning Outcome 6)
Describe the major ethnic and racial groups in the United States and the factors contributing to
the gaps in achievement and attainment between the ethnic and racial groups and between males
and females. (Meets Learning Outcome 6)
Describe the demographic profile of students with exceptionalities and the educational
challenges faced by English language learners. (Meets Learning Outcome 6)

Class Activities: Check Your Understanding (website), Controversial Issue: Standardized Testing. Which
side do you “stand” on? Why? Licensure Examination Question 8.1. and class discussion on questions.
Video Insight: Boys vs. Girls: What You Need to Know about the Differences in the Classroom - group
discussion on video content
Assignment: Watch the 3 Video clips: Achievement Gap between Rich & Poor Grows, A Tale of Two
Schools, and The Disproportionate Representation of Blacks in Special Education Reflection and
Analysis: After viewing these videos and reviewing the various ethnic and racial differences in school
achievement that are discussed in the chapter, provide at less 3 specific examples of how you will work
to dissipate the inequalities that exist in our education system as your work in your own classroom.
(Include in your Professional Portfolio under InTASC Standard 2, Learner Differences. (Meets Learning
Outcome 2) Due ____
Week 8
Read Chapter 9 - Responding to Diversity (All outcomes Meets Learning Outcome 6)
Class Objectives:
 Explain the concept of culture and its influence on teaching, learning, and behavior.
 Describe the major approaches to culturally responsible teaching and outline the major
approaches to multicultural education.
 Describe the major programs to support English language learners.
 Explain the efforts made to provide education to disadvantaged students and students with
disabilities. (Meets Learning Outcomes 3 & 6)
 Discuss the progress of gender equity in education and the process for its attainment.
Class Activities: Video Clip: Newcomers High School embraces the idea of multicultural education;
Class Groups (5): each takes on of the five approaches to multicultural education developed by Sleeter &
Grant and present how they will incorporate that approach to multicultural education in their teaching and
how to evaluate its success. (Meets Learning Outcome 6) Check Your Understanding – if time
(website).
Class discussion: Ask Yourself: Inclusion Checklist and watch Video Insight: IEP Meeting
Week 9
Read Chapter 10 – Students at Rick and At-Rick Behaviors (All outcomes Meets Learning Outcome
5)
Class Objectives:
 Identify the predictors of being an at-risk student and the relationship between risk, resiliency,
and protective factors.
 Describe the trends in substance use and abuse by young people and ways in which schools
attempt to identify and prevent illegal use and abuse of substances.
 Identify the risk factors and warning signs of adolescent suicide and school prevention and







intervention strategies.
Explain the incidence and consequences of dropping out of school and the school’s role in
intervention and prevention.
Discuss the consequences of teen pregnancy and school-based prevention and intervention
strategies.
Identify the causes and consequences of childhood obesity and the school’s role in promoting
healthy eating and physical activity. As well, identify the indicators of child maltreatment and
the responsibility of the school in prevention and intervention.
Describe the extent of the problem of violence in the schools.
Explain why lesbian, gay, bisexual, transgender, or questioning youth are at risk for a variety of
self-destructive behaviors and list strategies for improving the school climate.

Class Activities: Review the Video Insight: Too Young (challenges & difficulties for teen parents).
Debate: Using the Controversial Issue: Sex Education in Public Schools, hold a debate on the pros and
cons of teaching sex education in schools today.
Guest Speaker: Kendra Bermosk, MA, LPCC to discuss ways for teachers to identify at-risk students, and
teacher/school prevention and intervention strategies (All class activities Meets Learning Outcomes1, 5 &
7).
Assignment: Watch the video clip: LGBT Youth Animation. Reflection and Analysis: As you watch,
consider what teachers can do to improve the school climate and write your response (200-300 words).
(Include in your Professional Portfolio under InTASC Standard 10 Leadership & Collaboration. (Meets
Learning Outcomes 5 & 7) Due ____
Quiz #2 – Online over chapters 6-10.
PART V – LEGAL AND POLITICAL CONTROL AND FINANCIAL SUPPORT
Week 10
Read Chapter 11- Legal Framework for the Public Schools (All outcomes Meets Learning Outcome 3)
Class Objectives:
 Identify federal constitutional provisions affecting education.
 Discuss the importance of state constitutional provisions affecting education.
 Compare statutory law, case (or common) law, and administrative law.
 Describe the levels of the federal court system and those of a typical state court system.
 Give the current posture of the courts with regard to prayer and Bible reading, religious
expression, access to school buildings, challenges to the curriculum, and compulsory education.
 Distinguish between permissible and impermissible state aid to nonpublic education.
Class Activities: Students will role-play the six federal constitutional provisions that affect education.
Guest Speaker/Attorney to discuss school laws in Ohio and implications for teachers. (Meets Learning
Outcome 3)
Assignment: Investigate Ohio Education Laws. Select one of the 4 following topics: Ohio Compulsory
Education Law, Ohio Prayer in Public Schools Law, Ohio Corporal Punishment in Public Schools Law,
or Ohio Privacy of School Records Law. After you research the topic, write a short (one page) summary
of the case and the implications it will have on you or your school. (Include in your Professional Portfolio
under InTASC Standard 4 Content Knowledge. (Meets Learning Outcome 3) Due _____
Week 11
Read Chapter 12 – Teachers, Students, and the Law (All outcomes Meets Learning Outcome 4)
Class Objectives:
 Identify the personal and professional requirements for employment of prospective teachers and
their employment rights as derived from the employment contract and tenure status.
 Provide an overview of teachers’ rights, inside and outside the classroom.





Discuss the teacher’s responsibility in reporting child abuse and using copyrighted materials.
Compare the torts of negligence and educational malpractice.
Trace the development of student rights in the areas of discipline, search and seizure, expression,
and personal appearance. Explain the restraints that may be placed on student expression and
personal appearance.
 Distinguish between quid pro quo and hostile environment harassment as the concepts apply to
employees and students.
Class Activities: With the increase use of social media and the potential issues it can create, view the
video clip, Anti-Gay Facebook comments & Teacher forced to resign over summer break Facebook
photos. Hold a class discussion on the possible implications of Facebook and its use for educators.
(Meets Learning Outcome 4)
One of the most controversial and litigated areas of student rights is freedom of expression. Students
express themselves through their speech, their writing, and their dress. Show the Video Insight: Tinker v
Des Moines. After viewing the video lead students in answering the questions posed on the Video Insight.
Emphasize the importance of Tinker to not only student expression but to the broader area of student
rights. (Meets Learning Outcome 4) Check Your Understanding (website) if time
Assignment: Licensure Examination Question 12.1. (See Assignments in Detail) (Meets Learning
Outcomes 4 & 7) Due ____
Week 12
Read Chapter 13 - Governance and Financing of Elementary and Secondary Schools (All outcomes
Meets Learning Outcome 3)
Class Objectives:
 Provide an overview of the organization of public education in the United States.
 Describe the roles and responsibilities of the local school board, superintendents of education,
and building principal.
 Differentiate between the responsibilities of the state board of education, state department of
education, and the chief state school officer.
 Describe the organization and participation of the federal government in public education in the
United States.
 Identify the goals and major types of state school finance programs and the major local, state, and
federal revenue sources that fund these programs.
 Discuss the status of private education and homeschooling in America.
Class Activities: In an effort to provide parents with a choice within the public school sector, over 40
states have enacted legislation that provides for charter schools that are publicly funded. They are
exempted from some state and local rules and regulations. Figure 13.4 illustrates the enrollment growth
in charter schools. In groups, students will determine the status of the charter school movement in Ohio.
Show the Video Insight: Professors 711-Charter School v Public School. After viewing the video have
students discuss and answer the questions posed on the Video Insight.
Groups: Group #1 to complete research on how schools are funded in Ohio. Group #2 to research current
issues with ECOT, charter schools and homeschooling within Ohio. Both groups to share findings.
(Meets Learning Outcome 3) Check Your Understanding (website) if time
Assignment: Local school boards make a range of decisions that affect the daily life of teachers and
students. This public forum for educational decisions provides parents, school staff, and students with an
opportunity to observe and to participate in the decision-making process. Before the conclusion of the
semester, attend a meeting of a local school board of your choice. Submit an agenda for the meeting and
summarize your observations and make connections from information in the text to your observations
(can be over issues including funding, enrollment, personnel, hiring, etc.). (Meets Learning Outcome 3)
Due: Due by the end of the semester for credit.

Week 13
Read Chapter 14- Curriculum and Instruction (Meets Learning Outcome 8)
Class Objectives:
 Describe the sociopolitical and professional forces that influence curriculum policy making and
design.
 Explain six different patterns of curriculum design.
 Describe the hidden curriculum and the null curriculum and their effects on student learning.
 Explain the function of instructional goals and educational objectives in the curriculum
development process.
 Describe four categories, or “families,” of models of instruction.
 Explain why teachers should be knowledgeable about learning styles and the characteristics of
learners.
Class Activities: Discussion of Educational Goals and Objectives by defining educational goals as broad
general statements of desired learning outcomes and educational objectives as clearly defined, observable,
and measurable student behaviors that indicate learner progress toward the achievement of a particular
educational goal. Explain the A-B-C-D method for writing objectives. Use Figure 14.3: Taxonomy of
Teaching, Learning, and Assessing (page 382) to initiate the discussion of the Taxonomy of Teaching,
Learning, and Assessing. Provide examples of each for the students. Divide the class into teams. Give
each team an educational goal statement and ask them to write at least three educational objectives
pertaining to the goal that reflect different knowledge dimensions and complexity (use the A-B-C-D
method). (Meets Learning Outcome 8)
Video Clip on Models of Inquiry& Models of Instruction followed with dialogue. Students take a “My
Learning Style” assessment as they begin to understand students will have various learning styles they
must accommodate. (Meets Learning Outcome 7). Check Your Understanding (website) if time
Assignment: Research and take notes on the Common Core Standards and Ohio Content Standards and
be prepared to debate the controversial issue of National Standards for U.S. Education. Have access to
the Ohio State Standards. (Meets Learning Outcomes 8 & 9) Due in class next week, _____.
Remember: Philosophy of education is due _____
Week 14
Class Objectives:
Debate the controversial issues of National Standards for U.S. Education. Many educators believe that
with the enactment of state accountability and assessment programs, as well as the adoption of our state
and national content standards, teachers tend to have less control over curriculum and instruction. What is
your position? Why?
In groups continue to REVIEW the State of Ohio Content Standards. (Meets Learning Outcomes 8 & 9)
Ask Yourself – Are You a Critical Thinker (pg. 380) – class discussion and self-reflection.
Week 15
Read Chapter 15 – Standards and Assessment (Meets Learning Outcome 8)
Class Objectives:
 Explain the role of standards in the assessment process.
 Define assessment and enumerate the major purposes of assessment in education and their
accompanying measures.
 Discuss the major types of standardized assessment.
 List the various tools for classroom assessment.
 Explain the criteria for fair and accurate assessment and the difference between traditional and
standards-based assessment.

Class Activities: Watch video clips: Norm- referenced & criterion-referenced standardized
measurements; Portfolio Usage; Standards & Assessment Impact on Teaching and Student Progress.
Groups: Review sample questions from The State of Ohio Achievement Test, and research ODE website
to determine grades and types of testing Ohio utilizes. (Meets Learning Outcome 8).
Assignment: With a partner prepare a scoring rubric identifying the criteria used to assess a student
research paper or content area assignment of choice. Identify the grade level and point system to use. .
(Include in your Professional Portfolio under InTASC Standard 6 Assessment. (Meets Learning
Outcome 7) Due ____
Week 16
Partners share rubric
Research ODE website to review Ohio’s teacher licensure requirements and processes (Meets Learning
Outcome 9)
Assignment: Study for the final assessment – Chapters 11-15
Complete and submit any incomplete assignments by 12/12
Week 17
Final – Proctored in class
TESTING AND EVALUATION
5 points (.9%)
Online syllabus quiz
100 points (16.7%)
Philosophy of Education Statement- (College required Electronic

Portfolio Submission)
Reflections & Analysis -3 (Add to “Developing Your Portfolio”) 40
points each
“Why Teach”
“Dissipating Inequalities in Your Classroom”
“Improving School Climate for Diverse Groups of Students”
Licensure Exam Practice Questions (4 @10 pts each)
2 Assignments from textbook (Add to “Developing Your Portfolio”) 25

120 points (20%)

40 points (6.7%)
50 points (8.3%)
points each
50 points (8.3%)
70 points (11.7%)
70 points (11.7%)
70 points (11.7%)
discussions, etc.
25 points (4%)
Online “Check

(Ohio School Laws & Rubric Development)
School Board Meeting Attendance
Quiz #1 = chpts. 1-4
Quiz #2= chpts. 6-10
Final #3=chpts. 11- 15 & some comprehensive questions (videos, online
Class Preparedness & Participation/Debates & State Content Standards,
for Understanding” quizzes for chapters 6 & 7

600

100%

GRADING SCALE:

A
B
C
D
F

540-600 Points
480-539 Points
420-479 Points
366-419 Points
0-365 Points

GRADES

There will be penalty points assessed for late assignments

A
B
C
D
F

92-100
82-91
72-81
62-71
0-61

Developing Your Portfolio (Professional Portfolio)
During this semester you will start to compile your professional portfolio that will follow you during your
educational career at Rhodes State College if you are in the early childhood program or the AA Education
Concentration.
The portfolio is an organized, goal-driven collection of evidence known as “artifacts.” The purpose of the portfolio
is to demonstrate the teacher’s knowledge, skills, and abilities. The audience can be either the teacher or external
reviewers. The artifacts include a wide variety of materials: lesson plans, units of study, written reports, selfreflections, essays, DVDs, photographs, and other professional documents. Reflections include written thoughts
about the evidence tool for evaluating professional growth over time. You will continue to revisit and revise your
portfolio throughout your education and career.
The Professional Portfolio can be used as a self-evaluation strategy, as an assessment tool to evaluate candidates for
teaching positions, and to document competence for licensing/certifying agencies.

Respond to the questions that link the issues in the case study to professional knowledge and practice.
You can locate the questions by clicking on the . After replying to the questions, suggested responses
are provided. (Meets Learning Outcome 8) See the weekly schedules for chapter and due dates.

Licensure Examination Questions: Each chapter in this text concludes with a real-world practice question.

ASSIGNMENTS IN DETAIL

Academic Honesty All class members are assumed to be honest. Attempting to deceive, defraud, or use
dishonesty for one’s own gain will not be tolerated in any form. Cheating during any class activity is
unethical and compromises the integrity of the college and subverts the process of education (note:
individual programs may impose greater penalties). Cheating may result in a grade of “zero” for the
activity. Instructors may submit questionable behavior to the office of the Vice President for Academic
Affairs who will bring the incident to the attention of the Academic Integrity Council. Students are
encouraged to review the Code of Student Conduct on the college website
(http://www.rhodesstate.edu/currentstudents) for examples of academic dishonesty.

Plagiarism: Plagiarism is defined (As per Rhodes State Student Code of Conduct), as “The
unacknowledged use (intentional or unintentional), by paraphrase or direct quotation, of the published or
unpublished work of another person or agency engaged in the selling of term papers or other academic
materials. Acknowledgement must be in accordance with course guidelines, and documentation must
occur whenever a student uses direct quotations; copies a table, chart, or diagram; constructs a table from
data provided by others; paraphrases a passage; summarizes a passage; presents specific examples,
figures, or factual information from a specific source and uses it to explain or support his/her judgments.
Plagiarism covers the use of print, electronic, filmed, and broadcast material.” Students are encouraged to
review the Code of Student Conduct on the college website (http://www.rhodesstate.edu/currentstudents)
for examples of academic dishonesty.

Attendance
Regular attendance is needed to gain an understanding of the course’s content and to satisfactorily
demonstrate required competencies. Lack of attendance will negatively impact the earned grade. If
school is delayed or cancelled due to weather, follow the syllabus for assignments and due dates.

INSTITUTIONAL INFORMATION

Major paper assignments will be accepted after the date due, however, you will be penalized 10 points
weekly for being late. It is preferred that you submit assignments through CANVAS; however, they
will be accepted in class but you assume the responsibility for lost papers.

Your portfolio will be compiled in a binder, notebook, or flash drive and-key assignments will be completed for your
portfolio. Your portfolio will be organized incorporating the InTACS standards (and NAEYC for ECE majors) and
you will be directed to develop portfolio assignments that will address the InTASC standards.
All entries must be typed, with proper spelling and grammar required. Organizational methods will be discussed
early in the semester to assist you in your portfolio development.
Educational Philosophy Paper:
(ALSO college required ELECTRONIC PORTFOLIO SUBMISSION:
As a professional educator, one of the most important questions that you will be asked throughout your career is
“What is your philosophy of education?” To help you begin to think about your philosophy of education, consider
some of the questions in Ask Yourself – What is My Philosophy of Education? (chapter 4). As you begin to observe
in various schools and watch numerous teachers,” it will become apparent that few teachers incorporate a single
philosophical or theoretical perspective, but incorporate a variety of ideas, propositions, & principles.” Webb,
Metha. After reflecting on the numerous philosophies, theories, and practices presented in the text, prepare a twoto-three page reflection paper title “My Philosophy of Education.” Include in your reflection short descriptions
of the following questions:
1. What is the purpose of schooling?
2. What is the ideal curriculum?
3. If you were to choose one or two instructional methods or strategies, what would they be?
4. What is the most important role of the teacher?
5. What type of classroom environment is most conducive for learning?
6. How do you know when your students are learning?
7. The leading proponent or proponents that had the most impact on your choices.
“Your ideas and philosophies may evolve and change throughout your career, but it is important to begin to
conceptualize those ideas as you begin your profession.” Webb, Metha.
This assignment must be submitted electronically to the Rhodes State College Intranet for the electronic portfolio
and TO YOUR INSTRUCTOR for grading. It also needs to be included in your Professional Portfolio under
InTASC Standard 5, Application of Content, and Standard 8 Instructional Strategies. (Meets Learning

Outcome 7) Due ____
Reflections and Analysis – Developing your portfolio
During the semester your will assigned 3 reflection papers where you will reflect on your educational philosophy,
experiences and positions, or speculate on your response to educational issues or professional practices. These
assignments ask you to think critically, and reflect on the chapter content; connect it to your own thinking and
beliefs and then consider your answers carefully. Please note the “Reflection and Analysis” rubric as you write your
comments. (See course schedule in the syllabus and calendar for specific due dates). Each of these assignments will
go into various sections of your professional portfolio.
Additional Requirement – Developing your portfolio
Ohio Education Laws: After reading chapter 11and hearing the attorney speak on school laws, your will research a
specific school law, summarize the case and discuss implications it will have on you as a teacher. (See course
schedule in the syllabus and calendar for specific dates).
Assessments: Chapter 15 discusses various approaches to assessment student learning. With a partner you’ll create
a rubric for classroom assessment. (See course schedule in the syllabus and calendar for specific dates).
Attend a Local School Board Meeting:

In conjunction with chapter 13 of your text, you will be asked to attend a school board meeting during the
semester. Local school boards make a range of decisions that affect the daily life of teachers and
students. This public forum for educational decisions provides parents, school staff, and students with an
opportunity to observe and to participate in the decision-making process. Before the conclusion of the
semester, attend a meeting of a local school board of your choice. Submit an agenda for the meeting and
summarize your observations and make connections from information in the text to your observations

(can be over issues including funding, enrollment, personnel, hiring, etc.). This is not specifically listed
in your syllabus until the week of November 7th, but you may complete it at your convenience during the
semester. Due: By the end of the semester for credit
ASSESSMENTS:
The three test/assessments will consist of multiple choice, true/false, matching, short answer and short essay items.
They will include all assigned readings and other material that were brought up during the semester. Useful tools to
study can be located on the website under “Check your Understanding” and also under the “Licensure Examination
Questions” for each chapter. (See course schedule in the syllabus and calendar for specific dates).

“The teacher, whether mother, priest, or schoolmaster, is the real
maker of history.”
H. G. Wells

Section 9: Career Field Technical Content Standard
https://education.ohio.gov/getattachment/Topics/Career-Tech/Education-and-TrainingCareer-Field/6-13-16-Education-and-Training-Content-Standards-FINAL.pdf.aspx
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Section 2: Approval by Advisory Committee
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Date

Date

Section 3: Approval by School Board Resolution
Findlay City Schools
WHEREAS, the Welding Tech Advisory Committee of the Findlay City Schools has reviewed
the welding tech Course of Study, and WHEREAS, the course of study is based upon the Ohio
Career Field Technical Content Standards for welding tech, and
WHEREAS , the welding tech Advisory Committee has reviewed these competencies and has
edited competencies to address local labor market needs , and to acknowledge the school
district's ability to offer specialized programs,
NOW , THEREFORE, BE IT RESOLVED , in accordance with the Superintendent's
recommendation, that the Findlay City Schools adopt the welding tech Course of Study .

Approval date:

Superintendent

Approval date:

Board President
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Section 4: District Mission , Vision, Philosophy and Goals
Mission Statement
Educating and empowering for life.

Beliefs
Our beliefs form the ethical foundation of the Findlay City Schools.

We believe ...
•
•
•
•
•
•

All students and families have worth and are to be valued.
Students need a safe and inclusive environment, in order to fully express who they are.
All students can learn.
In order for each student to thrive, students, families, staff and community must be vested in their growth
and development.
All students need opportunities in and out of the classroom.
The Seven Habits of Highly Effective People:
o Habit I : Be Proactive
o Habit 2: Begin with the End in Mind
o Habit 3: Put First Things First
o Habit 4: Think Win-Win
o Habit 5: Seek First to Under stand, Then to Be Understood
o Habit 6: Synergize
o Habit 7: Sharpen the Saw

Findlay City Schools
District Goals
6

Goal 1 - 100% of students will graduate on time.
Strategy 1:
Close the achievement gap, improve teacher performance, provide conducive learning
environments .

Goal 2 - 100% of graduates will be enrolled in post-secondary or in the workforce within six month of their
program .
Strategy 2:
Close the achievement gap, improve teacher performance, provide conducive learning
environments.

Goal 3 - FCS will provide safe educational facilities that foster positive learning environments.
Strategy 3:
FCS will review facilities routinely, judging their cost effectiveness and potential for future
educational capabilitie s, FCS will continually work at providing timely security measure to ensure a safe educational
facilities . FCS will provide access to technology that meets the needs of 21 st Century learner.
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Section 5: Program Description
Welding Technology

Overview of Program
The Welding Technology at Millstream Career Center is a two-year program designed for 11th
and 12th grade students who are interested in pursuing post-secondary education or enter their
chosen career field upon graduation. The program curriculum is based on the Ohio Career
Field Technical Content Standards Document for Manufacturing Technology. This curriculum
is the result of a comprehensive review and refinement of content by a panel of representatives
from secondary , post-secondary and business leaders.

Students are encouraged to take the right classes so that they are prepared for their next step in
life. The following middle/high school portion of the program of study is a recommended
sequence for students interested in this career field.

7
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Language Arts
Math

Language Arts
Math

Science

Science

Social Studies
PE

Social Studies
PE

Computer
Applications

Art

9

10

11

12

English 1
Algebra 1
9th Grade
Science
Social Studies
Health/PE

English 2
Geometry

English 3
Algebra 2

English 4
Senior Math

Biology

Chemistry

Senior Science

Social Studies
PE

Social Studies
SMAW
GMAW

Elective
GTAW
FCAW

Foreign
Language

Elective
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In the 11th and 12th grade component of the program, all students are part of a seamless
curriculum, which allows student to transition into post-secondary programs or enter their chosen
career field upon graduation. Each curriculum contains outcomes and competencies which are
required.
The basic instructional philosophy for the program encourages project-based learning. An
advisory committee comprised ofrepresentatives from business and industry, program graduates
and academic representatives from school meets twice each year to provide input and guidance
in this program.
Throughout the school year, students participate in a variety of work-based learning in order to
observe and interact with employees, employers and administrative personnel to learn more
about the industry as a whole. Early placement/ internships/ mentoring assignments/ job
shadowing are all examples of work-based opportunities.
College credit opportunities for have been developed between Millstream Career Center and
various institutions of higher learning. There is on-going dialogue following the established
process and procedures between our school and each participating institutions of higher learning
to develop and maintain the college credit opportunities. Opportunities may include college
credit plus, articulated (bilateral) credit, CT2, waiver of classes or other formats providing time
shortened or advanced skill college degree paths.
Statement of Expectation of Participation in a Career Technical Student Organization

Students enrolled in welding tech are required to be members of Skills USA. Participation in
Skills USA provides the student with experiences in competitive events at local, regional and
national levels. In addition to the competitive events , the student learns citizenship,
parliamentary procedures, democratic principles, social skills and civic responsibility.
Population Served

The program is open to all 11th and 12th grade students.
Occupations Addressed

High School Exit Careers

Ironworker
Sheet Metal Workers
Boilermakers
Pipe welder
Plumbers, Pipefitters, and
Steamfitters

Associate Degree Exit
Careers
Welding Supervisor
Welding Inspector
Instructor

Baccalaureate Degree
Exit Careers
Instructor
Welding engineer
Metallurgist
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Performance Measures
• 100% fulfillment of academic graduation requirements as outlined by the state of
Ohio or member school district
• 90% post program placement with 66% transition to post-secondary education
• 95% participation in Skills USA
• 95% student attendance

Course Summaries
Gas Metal Arc Welding
Subject Code: 176000
Students will use the Gas Metal Arc Welding process (GMAW) to join various types of
metal. They will cut metals using oxy-fuel processes and perform multiple types of welds
and joints in all positions up to and including overhead. They will select the appropriate
type of electrode wire, shielding gas and adjust welding equipment based on the physical
characteristics and metal properties. Students will apply quality control factors to evaluate
weld quality.
Shielded Metal Arc Welding
Subject Code: 176001
Students will be able to use the Shielded Metal Arc Welding process (SMAW) to join
various types of metal. They will perform multiple types of welds and joints in all positions
up to and including overhead. They will select the appropriate type of electrode and adjust
welding equipment based on the physical characteristics and properties of the metal.
Students will apply their quality control factors to evaluate the quality of welds.
Flux Cored Arc Welding
Subject Code: 176002
Students will be able to safely use the Flux Cord Arc Welding process (FCAW) to join
various types of metal. They will perform multiple types of welds in all positions up to
overhead. They will select the appropriate type of cored electrode and adjust welding
equipment based on the physical characteristics and properties of the metal. Students will
apply their understanding of quality control factors to evaluate the quality of welds.
Gas Tungsten Arc Welding
Subject Code: 176003
Students will use the Gas Tungsten Arc Welding process (GT AW) to join various types of
metal. They will perform multiple types of welds and joints in all positions up to and
including overhead. They will select the appropriate type of electrode, filler metal and
shielding gas and be able to adjust welding equipment based on the physical characteristics
and properties of the metal. Students will apply quality control factors to evaluate weld
quality.
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Section 6: Scope and Sequence

Course Description:
Students will learn the production processes applied across manufacturing operations. Students will be able to
demonstrate a broad array of technical skills with an emphasis given to quality practices, measurement, maintenance
and safety.

Strand 1.

Business Operations/21st Century Skills
Learners apply principles of economics, business management , marketing and employability in an
entrepreneur, manager and employee role to the leadership, planning, developing and analyzing of
business enterprises related to the career field.

Outcome: 1.1.

Employability Skills: Develop career awarene ss and employability skills (e.g., face-to-face ,
online) needed for gaining and maintaining employment in diverse business settings.

Competencies
1.1 .1. Identify the knowledge, skills, and abilitie s necessary to succeed in careers .
1.1.2. Identify the scope of career opportunitie s and the requirements for education , training , certification ,
licensure , and experience.
1.1.3. Develop a career plan that reflects career interests, pathways, and secondary and postsecondary options.
1.1.4. Describe the role and function of professional organizations, industry associations, and organized labor and
use networking technique s to develop and maintain professional relation ships.
1.1.5. Develop strategies for self-promotion in the hiring process (e.g., filling out job applications , resume
writing , interviewing skills, portfolio development).
1.1.6. Explain the importanc e of work ethic, accountability, and responsibilit y and demonstrate associated
behavior s in fulfilling personal, community, and workplace roles.
1.1.7. Apply problem-solving and critical-thinking skills to work-related issues when making decisions and
formulating solutions.
1.1.8. Identify the correlation between emotion s, behavior, and appearance and manage those to establish and
maintain professionalism.
1.1.9. Give and receive constructive feedback to improve work habits.
1.1.10 . Adapt personal coping skills to adjust to taxing workplace demands.
1.1.11. Recognize different cultural beliefs and practices in the workplace and demonstrate respect for them.
1.1.12. Identify healthy lifestyles that reduce the risk of chronic disease , unsafe habits, and abusive behavior .
An "X " indicates that the
Pathwa 'S
X
Green Practices

lies to the outcome.
Green-s ecific

X

Does not a

ly

TPO: Using their goal list students will be asked to fill out a resume and an application to apply for a job . To ensure
solid understanding student will be put through a mock interview .
Outcome: 1.2.

Leadership and Communications: Process, maintain, evaluate , and disseminate information in a
business. Develop leadership and team building to promote collaboration .

Competencies
1.2.1. Extract relevant, valid information from materials and cite sources of information.
1.2.2. Deliver formal and informal presentation s.
1.2.3. Identify and use verbal, nonverbal , and active listening skills to communicate effectiv ely.
1.2.4 . Use negotiation and conflict-resolution skills to reach solutions .
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1.2.5.
1.2.6.
1.2.7.
1.2.8.
1.2.9.

1.2.10.
1.2.11.
1.2. 12.
1.2.13.
1.2.14.

Communicate information (e.g ., directions, ideas , vision, workplace expectation s) for an intended audience
and purpose.
Use proper grammar and expression in all aspects of communication.
Use problem-solving and consensus-building techniques to draw conclusions and determine next steps.
Identify the strengths, weaknesses, and characteristics of leadership styles that influence internal and
external workplace relationships.
Identify advantages and disadvantages involving digital and/or electronic communications (e.g., common
content for large audience, control of tone, speed , cost, lack of non-verbal cues , potential for forwarding
information, longevity).
Use interpersonal skills to provide group leadership , promote collaboration, and work in a team .
Write professional correspondence , documents, job applications, and resumes.
Use technical writing skills to complete forms and create reports.
Identify stakeholders and solicit their opinions.
Use motivational strategies to accomplish goals.

Pathwa s
Green Practices

X
X

Does not a

1

TPO: Using project based learning students will be required to perform in a leadership position. They will be
supervised on how they communicate, lead, and delegate work, during this exercise and they will
graded on efticiency be evaluated over a 100 point rubric.
Outcome: 1.3.

Business Ethics and Law: Analyze how professional, ethical, and legal behavior contributes to
continuous improvement in organizational performance and regulatory compliance.

Competencies
1.3 .1. Analyze how regulatory compliance affects business operations and organizational performance.
1.3.2 . Follow protocols and practices necessary to maintain a clean, safe, and healthy work environment.
1.3.3. Use ethical character traits consistent with workplace standards (e.g., honesty , personal integrity,
compassion , justice).
1.3.4. Identify how federal and state consumer protection laws affect products and services.
1.3.5. Access and implement safety compliance measur es (e.g., quality assurance information, safety data sheets
[SDSs], product safety data sheets [PSDSs], U.S . Environmental Protection Agency [EPA], United States
Occupational Safety and Health Administration [OSHA]) that contribute to the continuous improvement of
the organization.
1.3.6. Identify deceptive practices (e.g., bait and switch, identity theft, unlawful door-to-door sales, deceptive
service estimates, fraudulent misrepresentations) and their overall impact on organizational performance.
1.3.7. Identify the labor laws that affect employment and the consequences of noncompliance for both employee
and employer (e.g. , harassment, labor, employment , employment interview, testing, minor labor laws,
Americans with Disabilities Act , Fair Labor Standard s Acts, Equal Employment Opportunity Commission).
1.3 .8. Verify compliance with computer , copyright, and intellectual property laws and regulations.
1.3 .9. Identify potential conflicts of interest (e.g., personal gain, project bidding) between personal,
organizational, and professional ethical standards.

An "X" indicates that the
Pathwa s
X
Green Practices

lies to the outcome.
Green-specific

X

I Does not apply

TPO: Using informational packets, students will be asked to give a brief summary on what OSA regulations they
must know as a professional welder and must pass 100% to work on customer projects.
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Outcome: 1.4.

Knowledge Management and Information Technology: Demonstrate current and emerging
strategies and technologies used to collect , analyze , record , and share information in busines s
operations.

Competencies
1.4.1. Use office equipment to communicate (e.g. , phone, radio equipment , fax machine, scanner, public address
systems).
1.4.2. Select and use software applications to locate , record, analyze , and present information (e.g., word
processing , electronic mail, spreadsheet , databases, pre sentation, Internet search engine s).
1.4.3. Verify compliance with security rules, regulations, and codes (e.g., property, privacy, access, accuracy
issues, client and patient record confidentiality) pertaining to technology specific to industry pathway.
1.4.4. Use system hardware to support software applications .
1.4.5. Use information technology tools to maintain , secure , and monitor busine ss records .
1.4.6. Use electronic database to access and create business and technical information.
1.4.7. Use personal information management and productivity applications to optimize assigned tasks (e.g ., lists,
calendars , address books) .
1.4.8. Use electronic media to communicate and follow network etiquette guidelines.
An "X" indicates that the
Pathwa s
X
Green Practices

· s to the outcome.
x Design
Context-de endent

Does not a

1

TPO: Using laptops, students will be asked to research information needed to build a project. After they complete
this project they will be asked to present it to the class giving blueprints , cost, and technique used and must score
above a 80% on the rubric.
Outcome: 1.5.

Global Environment: Evaluat e how beliefs, values , attitude s, and behaviors influence
organizational strategies and goal s.

Competencies
1.5.1. Describe how cultural understanding , cultural intelligenc e skills, and continual awareness are
interdepend ent.
1.5.2. Describe how cultural intelligence skills influence the overall success and survival of an organization .
1.5.3. Use cultural intelligence to interact with individuals from diverse cultural settings.
1.5.4. Recogni ze barriers in cross-cultural relati onships and implement behavioral adjustments .
1.5.5. Recogniz e the ways in which bias and discrimination may influence productivity and profitability.
1.5.6. Analyze work tasks for understanding and interpretation from a different cultural perspective.
1.5.7. Use intercultural communication skills to exchange ideas and create meaning.
1.5.8. Identify how multicultural teaming and globalization can foster development of new and improved
product s and services and recognition of new opportunities.

Green Practices

X

x Dei'iign
Context-de endent

Does not a pl

TPO: After interviewing students in the classroom , the student will evaluate how beliefs, values, attitudes and
behaviors influence organizational strategies and goals by scoring at least 75% on a reflective essay.
Outcome: 1.6.

Business Literacy: Develop foundational skills and knowledge in entrepreneur ship, financial
literacy, and business operations .

Competencies
1.6.1. Identify business opportunities.
1.6.2. Assess the reality of becoming an entrepreneur, including advantages and disadvantage s (e.g., risk vs.
reward , rea sons for success and failure) .
1.6.3. Explain the importance of planning your business.
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1.6.4.

Identify types of businesses, ownership, and entities (i.e., individual proprietorships, partnerships,
corporations , cooperatives, public, private, profit, not-for-profit).
1.6.5. Describe organizational structure, chain of command, the roles and responsibilities of the organizational
departments, and interdepartmental interactions.
1.6.6. Identify the target market served by the organization, the niche that the organization fills, and outlook of
the industry.
1.6.7. Identify the effect of supply and demand on products and services.
1.6.8. Identify the features and benefits that make an organization's product or service competitive.
1.6.9. Explain how the performance of an employee, a department, and an organization is assessed.
1.6.10. Describe the impact of globalization on an enterprise or organization.
1.6.11. Describe how all business activities of an organization work within the parameters of a budget.
1.6.12. Describe classifications of employee benefits, rights, deductions, and compensations.

An "X" indicates that the
Pathwa ·s
X
Green Practices

· s to the outcome.
X

x l Design
Context-cl endent

Does not a

1

TPO: After this lesson, students will have to give a shop layout and price list of their dream business using the
information learned in the lesson with 75% accuracy.

Outcome: 1.9.

Financial Management: Use financial tools, strategies, and systems to develop , monitor, and
control the use of financial resources to ensure personal and business financial well-being.

Competencies
1.9.l.
1.9.2.
1.9.3.
1.9.4.
1.9.5.
1.9.6.
1.9.7.
1.9.8.
1.9.9.
1.9.10.

Create, analyze, and interpret financial documents (e.g., budgets, income statements).
Identify tax obligations
Review and summarize savings, investment strategies, and purchasing options (e.g., cash, lease, finance,
stocks, bonds).
Identify credit types and their uses in order to establish credit.
Identify ways to avoid or correct debt problems.
Explain how credit ratings and the criteria lenders use to evaluate repayment capacity affect access to loans.
Review and summarize categories (types) of insurance and identify how insurances can reduce financial
risk.
Identify income sources and expenditures.
Compare and contrast different banking services available through financial institutions.
Identify the role of depreciation in tax planning and liability.

An "X" indicates that the
Pathwavs
X
Green Practices

Operations
Green-specific

x I Design
X I Context-dependent

Does not a ply

TPO: After listening to a guest speaker, students will conduct an exercise on planning a budget based on their
projected income . In order to pass they must not spend more than 65% of their income .

Strand 2.

Electrical/Electronics
Learners apply principles of electricity and electronics related to electronic theory, alternating and
direct current, electronic components, electronic skills, digital electronics and power supplies.
Knowledge and skills may be applied to fundamentals of electricity , analyzing and evaluating
circuits, assembling components into electrical circuits, creating circuits to perform tasks and
operations , wiring components to construct a communications system and providing power to an
electrical system.

Outcome: 2.1

Electronic Theory: Explain electrical principles and theories .

Competencies
2.1.5.

Compare and contrast alternating current (AC) and direct current (DC) .
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An "X" indicates that the
Pathwa s
X
Green Practices

x Desi
Context-de endent

X

Does not a

1

TPO: After listening to the guest speaker in this lesson, students will have an understanding of the electrical
relationship connect s with their career field. Then will be given a written test over the topic and must score above
70%.

Outcome: 2.2.

Circuits: Construct and analyze alternating current (AC) circuits and direct current (DC) circuits.

Competencies
2.2.1. Compare and contrast conductors and insulators.
2.2. l 0. Analyze wiring schematics and diagrams for accuracy and function.

Pathwa s
Green Practices

X

X

Doesnota

TPO: Using informational packets, students will be asked to fill out an assessment on their knowledge of circuits
and must score above 70%.
Outcome: 2.3

Codes and Regulations: Explain and apply the National Electrical Code (NEC) and other
building codes .

Competencies
2.3 .1. Explain the role of Underwriters Laboratory (UL) , Canadian Standards Association (CSA), and Intertek
Testing Service/Edison Testing Laboratory (ITS/ETL) .
2.3.2. Locate and apply the information in articles of the NEC and other applicable codes (i.e., Building Officials
and Code Administrators [BOCA], Ohio Building Code [OBC], Life Safety Codes) and explain how they
impact job requirements (e.g., service conductors, feeders , branch circuit s, overload protection, grounding ,
bonding requirements).
2.3 .3
Utilize Nati onal Fire Prote ction Association (NFP A) procedures for NFP A 70E-arc flash boundarie s,
current-limiting fuses, live work power permits , electrically safe work conditions, emergency worker safety
programs , scheduling, energized circuits , and training .

Pathwa s
Green Practices

X

Operations
Green-s ec:ific

X Design
Contex.1:-d.ependent

X

Does not apply

TPO: Using OSA regulation books, students will be taught many of the welding codes used in an entry level
welding position along with safety regulations, they will be expected to preforms their lab
activities within the parameter s and scoring above 60%.
Outcome: 2.8

Power Supplies: Provide power to electrical circuits .

Competencies
2.8.l
Identify the differences between transformer-powered supplies and line-connected supplies.
2.8.2
Select a battery based on composition, environment, and circuit charact eristics.
2.8.3
Select and install filters .
2.8.4
Construct and install regulated power supplies.
2.8.5
Select and install fuses and circuit breakers .
2.8.6
Select and construct half-wave, full wave , and bridge rectifiers.
2.8.7
Select and install power conditioning, isolation transformer s, surge suppressors , uninterruptible power
supplie s.
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An "X" indicates that the
Pathwa ·s
Green Practices

X

Does not a

I

TPO: Using a Power Mig 350, students will be shown the importance of knowing how to break down the welder
and showing the connection to the power source. Students will be expected to rebuild the welder then preform with
that machine showing knowledge of the material demonstrated
Strand 3.

Computer Integrated Manufacturing
Learners apply the principles of computer integrated manufacturing related to computer numerical
control, robotics, programmable logic controllers and power systems.

Outcome: 3.4

Power Technologies: Install, maintain, and troubleshoot fluid power systems.

Competencies
3.4 .1
3.4 .2
3.4.3
3.4.4
3.4.5
3.4.6
3.4.7
3.4.8
3.4.9
3.4 .10
3.4.11
3.4.12
3.4 .13
3.4 .14
3.4.15

Calculate the pressure and flow of a fluid and describe how it relates to the functioning of a hydraulic and
pneumatic actuator.
Describe the relationship between force, pressure, and power.
Calculate the efficiency of system components and energy loss due to friction, slippage, and leakage.
Determine the effect of energy storage on efficiency and size of power units.
Predict the performance of an actuator under meter-in and meter-out conditions.
Read and interpret hydraulic, pneumatic, and vacuum schematics and model codes.
Select a fluid power system based on project needs (e.g. , pressure, flow, temperature, dissipation, filtration,
fluid, maintenance).
Explain the fundamental principles of pneumatics, hydraulics, and vacuum technology .
Troubleshoot power loss within a system.
Select an O-ring size, material, and oil capacity for a specified application.
Use directional and proportional controls .
Compare and contrast electromechanical, pneumatic, and hydraulic actuation.
Perform general maintenance on pneumatics, hydraulics , and vacuum systems.
De-energize pneumatics, hydraulics, and vacuum systems .
Compare and contrast types and functions of compressors .

Pathwa s
Green Practice!!

X

0

X Design
Context-dependent

X

Does not a

1

TPO: After listening to a guest speaker students will conduct an exercise on blueprinting and troubleshooting. They
must conduct it with a score above 70%.

Outcome: 3.5

Pumping Systems: Analyze pumps and pumping systems.

Competencies
3.5. I
3.5.2
3.5.3
3.5.4
3.5.5
3.5.6

Compare and contrast types of positive and nonpositive displacement pumps and their respective functions.
Calculate flow, head /pressure , and efficiency.
Interpret pump curves.
Align precision and nonprecision couplings.
Disassemble and assemble pumping stations.
Troubleshoot pump system failure conditions (e.g. , cavitation).

Pathwa
Green Practices

X
X

Does not a

ly
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TPO: Using the welding regulators as a demonstration tool, students will be asked to set the regulators to GMAW
GT AW and Oxy/ Acy cutting. After setting the regulators they will be asked to preform with the machine to test the
gas coverage.
Transmission Systems: Analyze power transmission systems.

Outcome: 3.6

Competencies
3.6.1
Perform shaft alignment on rotating equipment.
3.6.2
Install, maintain, monitor, and troubleshoot power transmissions systems.
3.6.3
Compare and contrast types of gears , couplings, belts , and chains used in the transmission of power.
3.6.4
Select bearings for specific applications.
3.6.5
Calculate or obtain speed and torque ratios for belt and chain drives per design specifications.

Green Practices

Green-s ecific

X

Does not a

TPO: Using a SMAW, GT AW, and a GMA W, students will be shown proper up keep on the machines. They then
will have to remove basic replacement parts and then put them back in correctly. After this exercise the students will
be ask to lay a weld down with their machines and perform with 75% accuracy on a rubric.
Strand 5.

Pre-Engineering: Design and Development
Learners apply principles of design and development related to the design process, sketching and
visualization, modeling, drafting , materials and production and process design .

Outcome: 5.2.

Sketching and Visualization: Conceptualize and sketch design projects and components.

Competencies
5.2.1. Compare and contrast technical sketching and drawing.
5.2.2. Sketch possible solutions to an existing design problem.
5.2.3 . Use tolerancing techniques when dimensioning.
5.2.4 . Apply annotations on sketches and drawings.
5.2.5. Create sketches using integration sketching techniques and styles.
5.2.6. Apply coordinate systems (e.g., absolute, relative, user , cylindrical, Cartesian).
5.2 .7. Sketch geometric forms and shapes.
5.2.8 . Describe geometric constraints.
5.2.9. Select a view to graphically communicate a design solution.

Green Practices

Green-8 ecific

x Design
Context-de endent

X

Doe s not a

1

TPO: Using the tables in the classroom, students will be shown the various ways to blueprint an object. After this
activity students will be asked to blueprint said table themselves and must score at least 70% accuracy.
Outcome: 5.3

Computer-Aided Modeling: Create models to illustrate the design of projects and components.

Competencies
5.3.1
Apply manufacturing processes (e.g., casting, molding , forming, separating, conditioning , assembling,
finishing, rapid prototyping).
5.3.2
Evaluate a sketch and generate a model utilizing three-dimensional modeling software and techniques.
5.3 .3
Compare and contrast conceptual, physical, and mathematical design models used to check proper design.
5.3.4
Perform part manipulation during the creation of an assembly model.
5.3.5
Analyze assembly constraints to successfully construct a multipart object.
Utilize part libraries effectively during the assembly modeling process.
5.3.6
Employ subassemblies during the production of assemblies .
5.3.7
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5.3.8
5.3.9
5.3.10
5.3.11
5.3.12

Verify drive constraints that simulate the motion of parts in assemblies .
Apply adaptive design concepts during the development of sketches, features, parts, and assemblies.
Translate a three-dimensional drawing or model into corresponding orthographic drawing views.
Evaluate the accuracy of mass properties calculations.
Evaluate a model for design imperfections.

Pathwa s
Green Practices

i..

..........
X ......... Operatiorn ............... ...........,.... , ...x .J .Design .... . ._..... -··"
l Green-s ecific
! Context-d endent
X

'j Does not a 1 ' · ·

TPO: Using the tables in the classroom, students will be shown the various ways to blueprint an object. After this
activity students will be asked to blueprint a project themselves and must score at least 70%
accuracy .
Outcome: 5.4. Computer-Aided Drafting: Interpret and prepare technical drawings.
Competencies
5.4.1. Create and interpret auxiliary views, orthographic projections, isometric drawings, oblique drawings and
perspective drawings.
5.4.2. Create a sectional view drawing.
5.4.3 . Illustrate the types of breaks and symbols used in drawing sectional views.
5.4.4 . Produce a reverse-engineered drawing from a solid object.
5.4.5. Add technical elements (e.g., parts lists, titles, finishes, tolerances, specifications, hidden surfaces) to
drawings.

Pathwa s
Green Practices

X...........I...................
Operations
x ·•············
I Design
............
........................... .............. ···-··....................,..._.... .........T·•·•·····•·•- ·•·····•·......_.•.•...•.
•- ...

( Green-s ecific

i Context-de

endent

X l Does'not a

ly

TPO: Using the tables in the classroom, students will be shown the various ways to blueprint an object. After this
activity students will be asked to blueprint a project themselves and must score at least 70%
accuracy.
Outcome: 5.5

Materials: Select materials for design projects and components .

Competencies
5 .5 .1
Compare and contrast the advantages and disadvantages of organic materials, metals, polymers, ceramics,
and composites based on physical properties.
5.5.2
Determine the production processes used to create products from categories of materials.
5.5.3
Evaluate types and magnitude of stresses and forces.
Analyze material properties by destructive and nondestructive tests.
5.5.4
5.5.5 Select materials for a given application based on specified criteria (e.g., cost, availability,
manufacturability) .
5.5.6
Analyze the strength ofa design using simulation-modeling software (e.g., finite element analysis).

Pathwa s
Green Practices

X

I

x l Design
Context-de endent

X

Does not apply

TPO: Using various metals, students will be shown how to identify them using grinders, magnets, and a scale. Then
students will be given a visual test over these metals and must pass with a score of 80%.
Outcome: 5.6
Competencies

Production and Process Design: Plan, set up, monitor, analyze, and control integrated systems.
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5.6.l
5.6 .2
5.6.3
5.6.4
5.6 .5
5.6 .6
5.6 .7
5.6 .8
5.6 .9
5.6.10

Identify the planning and process procedures for production (e.g., corrective preventive actions, audit
documentation , Proces s Failure Mode Effect Analysis [PFMEA]).
Use proce ss planning and improvement tools (e.g., flowcharts, diagrams , design for manufacturability
[DFM]).
Employ project scheduling techniques (e.g., critical path methodology [CPM], project evaluation and
review technique [PERT]) .
Identify criteria and constraints and detennine how those will affect the design of the production process.
Estimate time , tooling , product packaging, and material costs.
Monitor performance against time, tool, and material cost estimates.
Set capacity to account for fluctuation in demand.
Adjust the plan as necessary to respond to variations (e.g. , process, demand, material) .
Evaluate final solutions and communicate observation s, processes, and results.
Develop a packaging design that prepare s a product for shipping.

Green Practices

Green-specific

X

Does not ap ly

TPO: Using an example project , students will be shown how to quote a small metal fabrication job, then will be
expected to quote one themselves.

Strand 6.

Precision Machining
Learners apply principles of preci sion machining to measuring work pieces , drawing
interpretation, inspection, bench work and layout, power saws , drilling machines , lathes and
turning machines, milling machines and grinding machines.

Outcome: 6.1.

Measurement and Interpretation: Interpret drawings and documentation and perform
measurement s.

Competencies
6.1.1. Identify measuring tools and gradations used in precision machining and their purpose s.
6.1.2 . Identify typical measurements in precision machining (e.g ., angles, diam eter, hardness) .
6.1.3.
Identify measuring system s and convert between systems .
6.1.4. Measure and inspect work pie ces according to product specification s.
6.1.5. Identify information and symbols typically provided in drawings and spe cifications .

X Design
Conte xt-de endent

Green Practices

X

Doe s not ap ly

TPO: Using a tape measure, students will be shown how to read them down to 1/16". After this presentation they
will be required to measure hand selected items and must score above 70%.
Outcome: 6.2.

Layout and Planning: Plan a machining process .

Competencies
6.2.1.
Detennine product requirements, dimensions, and tolerances from drawing and specifications.
6.2.2.
Detennine process steps (e .g., cut, drill, turn, mill, grind, heat treat).
6.2.3 . Plan individual process steps based on industry standard s (e.g. , manufacturer ' s specifications, machining
standard s).
6 .2.4.
Schedule machining equipment as required .
An ''.X" indicates that the athw a lies to the outcome.
Green Practices

Green-s ecific

X

Doe .c;not a

1
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TPO: Using the tables in the classroom students will be shewn the various ways to blueprint an object. After this
activity students will be asked to blueprint a project themselves and must score at least 70%.
Outcome: 6.6.

Maintenance: Maintain tools and equipment in working condition.

Competencies
6.6.1. Identify equipment maintenance requirements in the equipment manufacturer's documentation.
6.6.2 . Identify maintenance tasks required (e.g., inspecting , grinding, sharpening , dressing, lubricating, cleaning).
6.6.3. Verify measuring tool accuracy and recalibrate as needed.
6.6.4. Develop a preventive maintenance schedule.
6.6.5. Monitor equipment performance during use.
6.6.6. Repair or replace equipment and accessories as needed.
An "X" indicates that the athw a lies to the outcome.

Strand 7.

Safety, Tools and Equipment
Learners apply principles of protection, prevention and mitigation to create and maintain safe
working conditions at manufacturing sites. Knowledge and skills may be applied in all aspects of
personal and site safety, including handling materials, using tools and equipment, working with
and around electricity and using personal protective equipment.

TPO: Using the tools and equipment in our lab, students will be shown how to maintain said equipment to ensure
longevity of the tools. Throughout the year students will have to maintain the tools and equipment in the lab using a
chart to check for accuracy.
Outcome: 7.1.

Site Safety: Handle materials, prevent accidents , and mitigate hazards.

Competencies
7.1.1. Use Occupational Safety and Health Administration (OSHA)-defined procedures for identifying employer
and employee responsibilities, working in confined spaces, managing worker safety programs, using ground
fault circuit interrupters (GFCis), maintaining clearance and boundaries, and labeling.
7.1.2 . Identify and rectify or mitigate hazards associated with walking surfaces, working surfaces, and lighting.
7.1.3 . Calculate example of load factors for constructing scaffolding, railings, ladders, and temporary structures.
7.1.4 . Apply inspection , rejection criteria, hitch configurations , and load-handling practices to slings and rigging
hardware .
7.1.5 . Demonstrate proper use of American National Standards Institute (ANSI) hand signals.
7.1.6. Identify source of electrical and mechanical hazards and use shut down and established lock-out/tag-out
procedures .
7.1.7 . Identify and eliminate worksite clutter in accordance with standards for cleanliness and safety.
7.1.8 . Identify procedures for handling, storage , and disposal of hazardous materials.
7.1.9. Identify the location of emergency flush showers, eyewash fountains, Safety Data Sheets (SDSs ), fire
alarms, and exits.
7.1.10. Select and operate fire extinguishers based on the class of fire.
7.1.11. Identify the components of a hazardous materials safety plan.
7 .1.12. Create a hazardous materials safety plan .
7.1.13. Set up for ergonomic work.flow.
7.1.14. Describe the interactions of incompatible substances when measuring and mixing chemicals.

An "X" indicates that the
Pathwa s
Green Practice!i

X

X Design
Context-de endent

Does not a
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TPO: Using OSA standards, students will be shown proper job sight safety. Given this information students will be
expected to conduct themselves safely throughout the year.
Outcome: 7.2.

Personal Safety: Practice personal safety.
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Competencies
7.2.1.
Interpret personal safety rights according to the employee Right to Know plan.
7 .2.2.
Describe how working under the influence of drugs and alcohol increases the risk of accident, lowers
productivity, raises insurance costs, and reduces profits.
7.2.3.
Select, use , store, maintain, and dispose of personal protective equipment (PPE) appropriate to
job tasks , conditions , and materials.
7.2.4.
Identify workplace risk factors associated with lifting, operating , and moving heavy objects and establish
an ergonomics process.
7.2 .5. Identify, inspect, and use safety equipment appropriate for task.
7.2 .6. Use safe practices when working with electrical, mechanical, or other equipment.

X

Doesnota

TPO: Using OSA standards students will be shown proper job sight safety. Given this
information students will be expected to conduct themselves safely throughout the year.
Course Description:
Students will use the Gas Metal Arc Welding process (GMAW) to join various types of metal. They will cut metals
using oxy-fuel processes and perform multiple types of welds and joints in all positions up to and including
overhead. They will select the appropriate type of electrode wire , shielding gas and adjust welding equipment based
on the physical characteristics and metal properties . Students will apply quality control factors to evaluate weld
quality.

Strand 4.

Materials Joining
Learners apply principles of physics and metallurgy to join materials and test joints. Knowledge
and skills may be applied to arc welding processes, non-arc welding processes, testing and
inspection and thermal cutting.

Outcome: 4.1.

Physics of Welding
Apply the physics of arc welding to the process of joining metal.

Competencies
4.1.1.
Explain how the welding arc produces a weld.
4.1 .2.
Identify the factors that affect heat transfer.
4 .1.3 .
Identify the factors that affect melting.
4 .1.4.
Describe the effects of arc length and shielding gases on the arc.
4.1.5.
Identify key variables that determine the type of metal transfers.
4.1 .6.
Identify how metal transfers in different welding processes (i.e., short circuit, globular, spray
transfer , pulsed spray transfer).
4 .1.7.
Explain the characteristics of different transfer mode s (i.e., short circuit, globular , spray
transfer, pulsed spray transfer).
4.1.8.
Describe the relationship between wire feed speed and welding current.
4.1.9.
Describe pulsed arc transfer mode.
4.1.10 .
Describe the effects of wire size on deposition rate and current ranges.
4 .1.11.
Identify the characteristics of a stable arc position.
4.1.12.
Describe constant current and constant voltage power sources and how they relate to the
self-regulation of arcs.

An "X" indicates that the
Pathwa ·s
Green Practices

X

x
Design
Context-de endent

Does not ap I
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TPO: Using Hobart textbooks, students will be briefed on welding parameters that they could encounter in their
career. To show their knowledge students will be asked to write a welding parameter and give to another student to
fulfill, if it can be fulfilled, the student will pass .
Outcome: 4.2.

Metallurgy of Welding
Apply the metallurgy of welding to the processes of joining metal.

Competencies
4.2 .1.
Explain phases of matter and phase changes during solidification.
4.2 .2.
Explain how the common crystal structure in metallic materials affects welds.
4.2 .3.
Explain point, line and surface imperfection in metal crystal structure .
4 .2.4 .
Explain the types of weld imperfections and indicate their effects on material properties.
4.2.5.
Explain grain boundarie s.
4.2.6.
Explain allotropic phase changes as a function of temperature.
4.2.7 .
Explain the production offerrous and nonferrous alloys.
4.2.9 .
Explain how the constituent structure of eutectoid steel changes when it is slowly cooled from
austenite to pearlite and when it is rapidly cooled from austenite to martensite .
Identify the phases present in the two-phase pro-eutectoid ferrite region.
4.2.11.
4.2 .12.
Explain transfonnation strengthening , defonnation strengthening and precipitation
strengthening.

An "X" indicates that the
Pathwa s
X
Green Practices

X

x ) Design
Context-cl endent

Does not ap 1

TPO: Using various types of metal , students will be asked to identify the more common metals they will encounter
in industry through a visual test and must score above a 70% .
Outcome: 4.3.

Arc Welding Processes
Perform all types of welds in all positions up to overhead using arc welding processes.

Competencies
4 .3.l.
Identif y types of ferrous and nonferrous materials to be joined.
4 .3.2.
Select the types of weld (e.g., flat welds, butt welds , tack welds) required for product
specifications.
Explain electrode and filler metal classification systems and procedures for handling and
4.3.3.
storing.
Select an arc welding process based on product specifications.
4.3.4.
Join materials using the gas metal arc welding (GMA W) process.
4 .3.6 .

An "X " indicates that the
Pathwa s
X
Green Practices
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TPO: Using a SMAW, GTAW, and GMAW he student will be given a demonstration on the 4 main arch welding
processes and will have to preform them in their daily activities.
Outcome: 4.5.

Testing and Inspection
Test and inspect joints and weld structures.

Competencies
4.5 .1.
Identify the factors considered in weld quality.
4.5.2.
Conduct a visual defect examination.
4 .5.3 .
Conduct destructive weldment testing .
4.5.4.
Conduct dye penetrant examination .
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4.5.5.
4.5 .6.
4.5 .7.

Conduct radiographic examination .
Conduct eddy current examination.
Analyze weld structure test results to determine weld quality.

An "X" indicates that the
Pathwa s
X
Green Practices

X

I

x Design
Context-de endent

Does not a
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TPO: After the students weld their plates they will have a visual test and then a bend test on the face and root side
of the weld plate. Students will perform with 70% accuracy.
Outcome: 4.6. Thermal Cutting
Cut materials using thermal cutting processes.
Competencies
4.6.1.
Identify types of materials (ferrous and nonferrous) to be cut.
4.6.2.
Identify the characteristics of the cut required.
4.6.3.
Select a cutting proce ss based on product specifications.
4.6.4.
Cut metals using the plasma arc cutting (PAC) process.
4.6.5.
Cut and gouge metals using the air carbon arc (CAC-A) process.
4.6 .6.
Cut metals using manual and machine-guided oxy-fuel processes.
4.6.7.
Cut metals using advanced cutting systems (e.g., plasma computer-aided controls, computer
numeric controls [CNC], laser).

An "X" indicates that the
Pathwa ·s
X
Green Practices
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TPO: Using our SMAW machines, students will be taught how to carbon arc gouge and plasma cut, and also how to
use these in industry based on the information presented.
Strand 5.

Pre-Engineering: Design and Development
Learners apply principles of design and development related to the design process, sketching
and visualization , modeling, drafting, materials and production and process design.

Outcome: 5.2.

Sketching and Visualization
Conceptualize and sketch design projects and components .

Competencies
5.2. l.
Compare and contrast technical sketching and drawing.
5.2.2.
Sketch possible solutions to an existing design problem.
5.2.3.
Use tolerancing techniques when dimensioning.
5.2.4.
Apply annotations on sketches and drawings.
5.2.5.
Create sketches using integration sketching techniques and styles.
5.2.6.
Apply coordinate systems (e.g., absolute, relative, user, cylindrical , Cartesian).
5.2.7.
Sketch geometric forms and shapes.
5.2.8.
Describe geometric constraints.
5.2.9.
Select a view to graphically communicate a design solution.

An "X " indicates that the
Pathwa s
X
Green Practices

·s

to the outcome.
x Design
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TPO: Using the tables in the classroom, students will be shown the various ways to blueprint an object. After this
activity students will be asked to blueprint said table themselves and must score at least 70%.
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Strand 6.

Precision Machining
Learners apply principles of precision machining to measuring work pieces, drawing
interpretation, inspection, bench work and layout, power saws, drilling machines, lathes and
turning machines, milling machines and grinding machines.

Outcome: 6.1.

Measurement and Interpretation
Interpret drawings and documentation and perform measurements.

Competencies
6.1.1. Identify measuring tools and gradations used in precision machining and their purposes.
6.1.2. Identify typical measurements in precision machining (e.g., angles, diameter, hardness).
6.1.3. Identify measuring systems and convert between systems.
6.1.4. Measure and inspect work pieces according to product specifications.
6.1.5. Identify information and symbols typically provided in drawings and specifications.

An "X" indicates that the
Pathwa s
X
Green Practices

lies to the outcome.
ons
Green-s ecifrc
X

Does not a
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TPO: Using an educational demonstration , students will have to identify basic and advanced metal fabrication tools,
and also they will be expected to use the tools fluently and safely.
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Sequence/Curriculum Mapping
Welding 1
Welding Technolo!!v 1
Week

Competencies being taught

1
2
3
4
5
6
7

Tools and machinery introductions

8

Five essentials of welding- types of joints

9

Welding Positions/ Power Sources

10
11
12
13
14

Oxy Fuel- Set Up

15
16
17

SMAW Set Up

Introduction to welding
Classroom and lab expectations
Safety basics- classroom and lab
Tools and machinery safety
Fire safety and power shut off
Preparing to weld

Oxy Cutting- Plates
Oxy Welding Flat
Oxy welding Horizontal
Oxy Fuel Brazing

Parts of a fillet weld
SMAW flat
Semester Exam

18

SMAW Horizontal Position

19
20

SMAW Vertical Position

21
22
23
24
25
26

GMA W set up and safety

SMAW Overhead Position

Welding Wire Identification & Shielding Gases
GMA W Flat Position
GMA W Horizontal Position
GMA W Vertical Position
GMA W Overhead Position
26

i

27

GTA W Set up & Safety

I

28

GT AW Flat Position

!

GTA W Horizontal Position

29
I

30

i GTAW

31

IPlasma Cutting Set up & Safety

Vertical Position

32

Metal Identification

33

Air Carbon Arc Gouging

34

End of the year
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Sequence/Curriculum Mapping
Welding Technology 2

Course Name and course #
Week

Competencies being taught

1

Introduction to Welding 2

2

Classroom & Lab Expectations

3

Review Safety Basics- Classroom & Lab

4

Review Tools & Machinery

5

Review Tools & Machinery Safety

6

Review Fire Safety & Power Shut Off

7

Review Preparing to Weld

8

Review 5 Essentials of Welding - Types of Joints

9

Review Welding Positions- Power Sources

10

Review Oxy Fuel- Set up

11

Oxy Cutting- Plates, Beveling

12

Welding Symbols Books- Section 1

13

Welding Symbols Books- Continue Section 1

14

SMAW Flat, Lap, and Tee Joints

15

SMAW Bevel Weld

16

Plug, Slot, and Seam Weld Symbols
Semester Exam

17
18

SMAW Horizontal, Lap, and Tee

19

SMAW Horizontal, Bevel

20

SMAW Vertical, Lap, and Tee

21

SMAW Vertical, Bevel

22

Symbols of Welding- Section 2 and 3

23

Groove, Combination Weld Symbols

24

GTAW Flat, Tee, and Lap

25

GTAWBevel

26

GT AW Horizontal Lap and Tee- Open roots

27

FCAW Flat

28

FCA W Horizontal

29

FCA W Vertical

30

FCA W Overhead
28

i 31
I
I

32
33
34
35
36

FCA W Lap, and Tee
GTAW Aluminum
GTA W Stainless Steel
Forklift Training
Resume
End of the year

Section 7: Student Assessment Policy
The student shall perform competencies and descriptors in a manner acceptable to the business
community. The standards set for these competencies are recommended by the advisory
committee members and local employers in the community and evaluated by the teacher
following these guidelines. In order to receive credit for the course, competencies to be
mastered must be determined by the teacher as suggested by the advisory team.
In order to measure the progress of each student in the program and to measure the effectiveness
of the total program, the following procedures will be used:
•
•
•
•
•

Pretests
Post Tests
Teacher observation and evaluation
Notebooks
Portfolio
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•
•
•
•
•
•

Class discussions
Skill testing
Project development
Daily grades
Lab performance
Work-based learning experiences

Measurement ofleaming will be an ongoing activity with emphasis on laboratory activities and
competency improvement. Evaluation will be accomplished through pre-assessment of student's
skills , frequent formative assessment, both visual and written, and summative evaluation to
determine the mastery of competencies. Formative assessments that are conducted during
instruction help the teacher make necessary instructional adjustments. The instructor may decide
to alter instructional materials and methods if students are experiencing difficulties in learning
what is being taught. All evaluations are in the form of points received out of points possible. A
percentage is then calculated and a letter grade is assigned. Progress reports on all students are
distributed to parents on the mid-term of each grading period.
G ra d.m2 sea Ie

Grade
0
A
B

C.P.

Honors
95
95
80
70
60

92
82

C
D

72

62

Section 8:

A.P.
94
86
80
70
60

Syllabi

Welding Technology
COURSE
Course Name:
Class Location

Welding Technology
Millstream Career Center

INSTRUCTOR CONTACT INFORMATION
Instructor Name:
Tyler Bame
Telephone:
419-701-8017
Email: Tbame@fcs.org

Office
Location :
Office Hours:

B120
7 am- 3 pm

COURSE DESCRIPTION
30

In this course, students win be taught how to weld with four different processes, those being
SMAW, GMA W, GTA W, and FCA W. In addition, students will be taught how to work with
industrial machinery, and how to metal fabricate.
COURSE LEARNING OUTCOMES
At the end of this course, you will know how to.
• SMAW
• GMAW
• GTAW
• FCAW
• Identify metals
• Fabricate
NEEDS Ai~ RESOURCES
Required Background:
To successfully complete this course, you must know how to.
• Work safely
• Weld
• Read a tape measure
• Read blueprints
Required Materials:
• Safety Glasses
• Boots
• Welding Jacket
• Gloves
• Welding hood
• Chipping hammer
• Wire brush
COURSE SCHEDULE
Monday- Friday
A block 7:30- 9:55
B block 12:12- 2:30
POLICIES AND PROCEDURES
General Rules:
Follow the lab rules gone over in class.
• Respect
• Workhard
• No cellphones during class
Grading Policies:
Every day in the lab is worth 20 points; any late work will not be accepted.
Student Signature:

Date:

Parent Signature

Date:
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Section 9: Career Field Technical Content Standard
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http://education.ohio.gov/getattachment/Topics/Career-Tech/Manufacturing-Technologies
Career-Field/Engineering-and-Science- Technologies-and-Manufacturing-Technologies
pdf. pdf.aspx
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Sponsorship Agreement
This Agreement is entered by and between the Ohio Department of Education (the
“Department”) and The Findlay City School District Board of Education, 2019 Broad Avenue,
Findlay, Ohio 45840 (the "Sponsor”) (collectively “Parties”), effective when fully executed by
both Parties (“Effective Date”).
Background Information
A. The Sponsor began sponsoring schools pursuant to Section 3314.02 of the Ohio Revised
Code during the 2004-2005 school year.
B. The Sponsor notified the Department of its intent to continue to sponsor community
schools in Ohio and enter into this Agreement with the Department.
Provisions
In consideration of the foregoing and the mutual covenants set forth herein the parties agree as
follows:
1. Term: This Agreement is effective on the May 7, 2018 and shall continue through June
30, 2023. This agreement may be renewed for an additional term pursuant to the
provisions in ORC 3314.015(B)(2).
2. Community School Sponsor Corporate Status: The Sponsor is a Board of Education of a
School District.
3. Sponsorship territory: Sponsor is located in Hancock County, Ohio and is permitted to
sponsor schools in the following locations:
Findlay City School District, Hancock County, Ohio
Sponsor may continue to sponsor the schools in the following territory:
Findlay City School District, Hancock County, Ohio.
Sponsor further agrees that the territorial restrictions of this Agreement are subject to the
additional requirements of ORC 3314.02(B) and (C).
4. Sponsorship of Schools: Sponsor currently sponsors the following community schools in
Ohio:
Findlay Digital Academy (IRN 000402)
1219 W. Main Cross St., Findlay, Ohio 45840

Sponsor may sponsor no more than one (1) school. Should Sponsor no longer sponsor
one of the schools listed above, the sponsor may not enter into a preliminary agreement
or sponsor agreement for additional schools. The Sponsor’s ability to sponsor a
community school in addition to the ones listed above are subject to the sponsor’s
sponsor evaluation rating and the requirements of ORC 3314.016(B)(7)(b). In addition,
pursuant to ORC 3314.015(B)(1)(b) if Sponsor receives an overall rating of “exemplary”
for at least two consecutive years on the sponsor evaluation conducted pursuant to ORC
3314.016, Sponsor shall not be subject to the limit on the number of community schools
that Sponsor may sponsor or any territory restrictions in paragraphs 3 and 4 of this
Agreement for so long as Sponsor continues to be rated “exemplary” on the sponsor
evaluation conducted pursuant to ORC 3314.016.
Sponsor further agrees that it shall not enter into an agreement with a community school
that extends beyond the term of this Agreement.
5. Compliance with Ohio law. Sponsor understands and agrees to comply with the laws of
the State of Ohio, including all amendments and administrative rules that are currently in
effect or that come into effect at any time during the existence of this Agreement including,
without limitation, the following:
a. Ohio Ethics Laws. By its signature on this document, Sponsor certifies: (1) it has
reviewed and understands the Ohio ethics and conflict of interest laws including,
without limitation, ORC §§ 102.01 et seq., §§ 2921.01, 2921.42, 2921.421 and
2921.43, and §§ 3517.13(I) and (J), and (2) will take no action inconsistent with
those laws, as any of them may be amended or supplemented from time to
time. Sponsor understands that failure to comply with the Ohio ethics and conflict
of interest laws, is in itself, grounds for termination of this Agreement and the grant
of funds made pursuant to this Agreement and may result in the loss of other
contracts or grants with the State of Ohio.
b. Ohio Elections Law. Sponsor affirms that, as applicable to Sponsor, no party listed
in ORC 3517.13(I) or ORC 3517.13(J) or spouse of such party has made, as an
individual, within the two previous calendar years, one or more contributions
totaling in excess of $1,000.00 to the Governor or to his campaign committees.
c. Fees. Sponsor agrees to receive no payments from the community school other than
those for monitoring, oversight and technical assistance, which shall be specified
in the community school contract and which shall not exceed three percent (3%) of
the total amount of payments for operating expenses that each sponsored
community school receives from the state of Ohio, unless the Sponsor and
community school entered into a contract for goods or services in which at least
one of the following apply:
i. The goods or services are sold under a contract with an effective date prior
to February 1, 2016 and such contract has not yet expired;
ii. The sponsor is also the school district in which the community school is
located and the goods or services are sold at no profit to the sponsor; or
2

iii. The sponsor is a state university, as defined in section 3345.011 of the
Revised Code, and the goods or services are sold at not profit to the sponsor.
Adjustments to Community School Payments. Sponsor agrees that any payments
received by the Sponsor for monitoring, oversight, or technical assistance shall be
adjusted to reflect any change in a community school’s total amount of payments
for operating expenses that results from overpayment or an FTE Review conducted
in accordance with ORC 3314.08.Sponsor Evaluation. Sponsor agrees to fulfill all
requests from the Department necessary to conduct the evaluation described by
ORC 3314.016, including, but not limited to, timely certification and submission in
the system designated by the Department of all materials required to review
compliance with all laws and rules and materials required to assess adherence to
quality sponsorship practices. The Department shall annually update and share the
list of all materials required for submission for the upcoming fiscal year as required
by ORC 3314.016 and set forth on the Department’s website. While the Sponsor
receives a rating under the sponsor evaluation system under ORC 3314.016, this
rating does not foreclose the Department from exercising any rights granted under
Section 10 below since any non-compliance issues would need to be based on the
facts for each particular situation.
d. Quality Improvement Plan. Sponsor understands that if it receives a rating of
“ineffective” on its most recent evaluation performed in accordance with ORC
3314.016, Sponsor will be placed on a quality improvement plan based on
correcting the deficiencies that led to the “ineffective” rating, which shall include
timelines and benchmarks that have been developed by the Department.
e. Report on Expenditures. As required by ORC 3314.025, Sponsor agrees to submit,
no later than August 15th of 2017 and each year thereafter, a report of the amount
and type of expenditures made to provide monitoring, oversight, and technical
assistance to community schools it sponsors during the previous fiscal year. The
Sponsor shall submit the report in the format and manner prescribed by the
Department.
f. Governing Authority Compensation. As required by ORC 3314.02(E)(5), Sponsor
shall ensure no individual who serves on the governing authority of any community
school(s) which it sponsors is compensated more than one hundred twenty-five
($125.00) dollars per meeting or a total amount of five thousand ($5,000.00) dollars
per year for all governing authorities upon which the governing authority member
serves. Further, Sponsor shall ensure that no individual who serves on the
governing authority of any community school(s) which it sponsors receives more
than sixty ($60.00) dollars a day for attendance at a training program three hours or
less in length and one hundred twenty-five ($125.00) dollars a day for attendance
at a training program longer than three hours in length.
g. Governing Authority Membership. As required by ORC 3314.02(E)(6), Sponsor
shall ensure that no employees of Sponsor shall serve on the governing authority of
any community school it sponsors.
3

h. Annual Disclosure Statement. Sponsor shall ensure that the members of the
school’s governing authority for each of the community schools it sponsors
annually files a disclosure statements in compliance with ORC 3314.02(E)(7).
i. Monthly Financial Review. Sponsor agrees to comply with ORC 3314.023 for
each of its sponsored schools. Further, Sponsor agrees to meet monthly with each
sponsored school’s governing authority or its fiscal officer to review financial and
enrollment records. Sponsor agrees that it will provide a written report to the
school regarding the review within 10 days of each review.
j. Closure. Sponsor shall ensure that upon the closure of any community school it
sponsors, it will ensure that the school complies with the requirements of ORC
3314.023 and obtain all financial and enrollment records within thirty days of the
school’s closure and seek recovery of any funds owed as a result of any findings
of recovery by the auditor of state.
k. Monitoring Compliance with Laws. Sponsor agrees to monitor all of the
community schools it sponsors compliance with all laws applicable to the schools
as required by ORC 3314.023(A).
l. Monitoring School Compliance with Sponsorship Contract. Sponsor agrees to
monitor all of the community schools it sponsors compliance with the terms of the
school’s contract with Sponsor as required by ORC 3314.023(A).
m. Monitoring Academic and Fiscal Performance. Sponsor agrees to monitor and
evaluate the academic and fiscal performance of each of the community schools it
sponsors on at least an annual basis as required by ORC 3314.023(B).
n. Monitoring Organization and Operation of Schools. Sponsor agrees to monitor
and evaluate the organization and operation of each community school it sponsors
on at least an annual basis as required by ORC 3314.023(B).
o. Annual Report of Schools. Sponsor agrees to report on an annual basis to the
Department the results of the evaluation of each of its community schools
completed as required by ORC 3314.03(D)(2). Sponsor further agrees to provide
copies of the annual report completed pursuant to ORC 3314.03(D)(2) to the
parents of each community school it sponsors.
p.

p.
Technical Assistance to Schools. Sponsor agrees to provide technical
assistance to each community school it sponsors to ensure that the community
school complies with all laws applicable to the school and the terms of the
contract with the community school as required by ORC 3314.023(D).

q.
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r. q.
Sponsor Intervention in Community School Operations. Sponsor agrees to
take steps to intervene in the operations of its community schools to correct
problems in the school’s overall performance including placing the school in
probationary status pursuant to ORC 3314.073, suspending the operation of the
school pursuant to ORC 3314.072, or terminating the contract with the school
pursuant to ORC 3314.07.
s.r. Plan of Action for Financial Difficulties. Sponsor agrees to have in place a plan of
action to be undertaken should any of the community schools it sponsors
experience financial difficulties or close prior to the end of the school year.
t.s. Participation in Meetings with Auditor of State. Sponsor agrees to participate in
meetings between the community schools it sponsors and the auditor of state as
required by ORC 3314.019.
u.t. Opening Assurances. Sponsor agrees to timely submit to the Department the
opening assurances for each of the community schools it sponsors ten business
days prior to the opening of the school as required by ORC 3314.19.
v.u.Administrative Rules. Sponsor agrees to comply and cause any sponsored
community school to comply with all administrative rules applicable to sponsors or
community schools currently in effect or that come into effect at any time during
the existence of this Agreement.
6. Participation in Training by the Department: Sponsor agrees to attend all mandatory
training seminars whether required in person or by video or telephone. If Sponsor fails to
participate in any mandatory training, Sponsor is subject to a finding of non-compliance
and may be subject to revocation of their authority to sponsor community schools as
stated in section 10 of this Agreement. Notice of all mandatory conferences shall be
provided within a reasonable time to permit attendance.
7. Preliminary Agreements: Prior to entering into a contract with a conversion community
school or a new community school pursuant to ORC 3314.02, Sponsor agrees to enter
into a preliminary agreement with the proposed community school as required by OAC
3310-102-03(F) and submit a copy of such preliminary agreement with the Department
within ten (10) business days of executing the preliminary agreement as required by OAC
3301-102-05(C).
8. Modification of Agreement due to Sponsor Evaluation: If the Sponsor’s overall rating as
determined by the Sponsor Evaluation completed by the Department pursuant to ORC
3314.016(B) is “effective” or “exemplary”, the Sponsor may within sixty (60) days of the
increased rating request a modification of the sponsor agreement related to its term,
territory and sponsorship of new schools that is authorized under sections 1, 3, and 4
above. The Department may consider prior sponsor evaluations and other factors in
determining whether to modify this Agreement.
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9. Modification of Agreement: If the Department finds that community schools sponsored
by Sponsor have poor fiscal management or a lack of academic progress, the Department
may modify this Agreement as required by ORC 3314.015(B)(1). Sponsor agrees that
any modifications to this Agreement made pursuant to ORC 3314.015(B)(1) shall be
made part of this Agreement and Sponsor shall not unreasonably withhold its consent to
the additional provisions.
10. Revocation of Sponsorship Authority: If Sponsor violates any provision of federal or
Ohio law and regulations, or materially breaches this Agreement, the Department may
seek to revoke Sponsor’s authority to sponsor community schools by providing Sponsor
with written notice detailing Sponsor’s deficiencies. Sponsor shall have ten (10) business
day to submit a corrective action plan to the Department, in accordance with Ohio
Administrative Code 3301-102-07. The Department shall determine whether the
proposed corrective action plan demonstrates a satisfactory remedy for the deficiencies. If
the Department determines that the corrective action plan under Section 12 is inadequate,
the Department may elect to seek a finding of non-compliance from the state board of
education pursuant to the requirements set forth in ORC 3314.015(C).

11. Sponsor Capacity. Upon request of the Department, Sponsor agrees to provide current
documentation of the Sponsor’s capacity to monitor and provide technical assistance to
each community school that it sponsors regarding the community school’s compliance with
all laws and rules applicable to the community school’s operations.
12. Corrective Action. The Sponsor acknowledges and agrees that the Department may require
actions of the Sponsor to correct deficiencies in the sponsor’s compliance with its
obligations in law and/or rule and may impose restrictions on the conditions of the
sponsorship agreement if such deficiencies are not remedied in a reasonable time based on
the circumstances.
13. Criteria and Documentation Requirements for Student Participation in Learning
Opportunities. As part of its oversight and technical assistance required under ORC
3314.023, the Sponsor shall ensure classroom-based and non-classroom based learning
opportunities at community school(s) which it sponsors comply with criteria and
documentation requirements for students’ participation established by the Department in
accordance with ORC 3314.08(H)(2). Such criteria and documentation requirements for
student participation shall be published on the Department’s website (education.ohio.gov)
annually as part of the “FTE Review and Community School Enrollment” manual.
13.
14. Assumption of Sponsorship. In the event of revocation of sponsorship authority and/or
termination of this Agreement in accordance with paragraph 10, the Office of School
Sponsorship at the Department shall assume sponsorship of any community schools with
which Sponsor had contracted. To facilitate transfer of sponsorship authority, Sponsor shall
provide any records and supporting documentation regarding its oversight, monitoring, or
technical assistance of each community school to the Office of School Sponsorship,
including, but not limited to the following:
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a. Transferring prior reports of sponsor monitoring, oversight, and technical
assistance as well as site-visit reports;
b. Providing contact information for governing authority members, the operator, and
school leaders; and
c. Sharing copies of communications with the community schools.
15. Contracts with Newly Established Community Schools. If the Sponsor is prohibited from
sponsoring additional community schools pursuant to ORC 3314.016(A), any contract
between such sponsor and any sponsored community school that has not yet opened for
operation, as of the effective date of that action, shall be void and the school shall not open
until the governing authority secures a new sponsor by entering into a contract with the
new sponsor under section ORC 3314.03. However, such community schools may apply
for and be approved for sponsorship by the Office of School Sponsorship in accordance
with ORC 3314.016(C) and ORC 3314.029.
16. Miscellaneous:
a. Governing Law. This Agreement shall be governed by the laws of the State of Ohio
as to all matters including, but not limited to, its validity, construction, effect and
performance.
b. Forum and Venue. Sponsor irrevocably submits to the non-exclusive jurisdiction
of any federal or State court sitting in Columbus, Ohio, in any action or proceeding
arising out of or related to this Agreement. Sponsor agrees that all claims in respect
of such action or proceeding may be heard and determined in any such court, and
Sponsor irrevocably waives any objection it may now or hereafter have as to the
venue of any such action or proceeding brought in such court or that such court is
an inconvenient forum. Nothing in this Agreement shall limit the right of the
Department to bring any action or proceedings against Sponsor in the courts of any
other jurisdiction. Any actions or proceedings by Sponsor against the Department
or the State involving, directly or indirectly, any matter in any way arising out of
or related to this Agreement shall be brought only in a court sitting in Columbus,
Ohio.
c. Entire Agreement. Should any of the terms in this Agreement conflict with any
section of the Agreement, the Agreement shall control as being the more specific
terms and conditions. This Agreement, including its exhibits and documents
incorporated into it by reference, constitutes the entire agreement and
understanding of the parties with respect to its subject matter. Any prior written or
verbal agreement, understanding or representation between the parties or any of
their respective officers, agents, or employees is superseded and no such prior
agreement, understanding or representation shall be deemed to affect or modify any
of the terms or conditions of this Agreement.
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d. Severability. Whenever possible, each provision of this Agreement shall be
interpreted in such manner as to be effective and valid under applicable law, but if
any provision of this Agreement is held to be prohibited by or invalid under
applicable law, such provision shall be ineffective only to the extent of such
prohibition or invalidity, without invalidating the remainder of such provisions of
this Agreement.
e. Amendments. Either party may at any time during the term of this Agreement
request amendments or modifications. Requests for amendment of this Agreement
shall be in writing and shall specify the requested changes and the justification for
each change. The parties shall review the request for amendment taking into
consideration the statutes, administrative rules, and the sponsor’s most recent rating
on the evaluation performed in accordance with section 3314.016 of the Revised
Code. If the parties concur on changes to the terms of this Agreement, an
amendment shall be written, approved, and executed in the same manner as the
Agreement.
f. Forbearance Not a Waiver. No act of forbearance or failure to insist on the prompt
performance by Sponsor of its obligations under this Agreement, either express or
implied, shall be construed as a waiver by the Department of any of its rights under
this Agreement or applicable law.
g. Pronouns. The use of any gender pronoun shall be deemed to include the other
gender, and the use of any singular noun or verb shall be deemed to include the
plural, and vice versa, whenever the context so requires.
h. Headings. Section headings contained in this Agreement are inserted for
convenience only and shall not be used in construing this Agreement.
i. Assignment. Neither this Agreement nor any rights, duties, or obligations of the
Sponsor pursuant to this Agreement shall be assigned by the Sponsor without the
prior express written consent of the Department, which shall not be unreasonably
withheld. Any purported assignment not made in accordance with this paragraph
shall be void.
j. Binding Effect. Each and all of the terms and conditions of this Agreement shall
extend to and bind and inure to the benefit of the Department, its successors and
permitted assigns.
k. Survival. Any provision of this Agreement which, by its nature, is intended to
survive the expiration or other termination of this Agreement, shall so survive and
shall benefit the parties and their respective successors and permitted assigns.
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l. Authorized Representative. The Sponsor represents and warrants that the Sponsor,
through its authorized representative signing below, has full power and authority to
execute and enter into this Agreement.
Counterpart. This Agreement may be executed in one or more counterparts including
signing a facsimile or scanned electronic version. Each counterpart shall

m.

m. Counterpart. This Agreement may be executed in one or more counterparts
including signing a facsimile or scanned electronic version. Each counterpart shall
be deemed an original and all counterparts together shall constitute one and the same
instrument.
17. Signature. Each of the parties has caused this Agreement to be executed by its authorized
representatives as of the dates set forth below their respective signatures effective as of the
Effective Date.

The Agreement is not valid and binding until executed by both parties.
On Behalf of the Sponsor:

On Behalf of the Ohio
Department of Education

By: _______________________________

By: _____________________________

Date: _____________________________

Date: ____________________________
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Findlay Digital
Academy

RENEWAL
COMMUNITY SCHOOL SPONSORSHIP
CONTRACT
FOR

The Findlay Digital Academy
A CONVERSION COMMUNITY SCHOOL

This Renewal Community School Sponsorship Contract (hereinafter "Successor Contract”) is
entered into on the 1st day of July, 2018, by and between the Findlay City School District Board
of Education (hereinafter the “SPONSOR”) and the governing authority (hereinafter “the Board
of Directors”) of the Findlay Digital Academy (hereinafter the “SCHOOL”).
WHEREAS, Chapter 3314 of the Ohio Revised Code authorizes boards of education, as
sponsors of community schools, to authorize and oversee the operations of community schools
through sponsorship contracts and to support such schools through the provision of services and
funding and Findlay City Schools is and authorized SPONSOR: and
WHEREAS, the School Governing Authority is an Ohio non-profit corporation with is
principal place of operation located at 1219 West Main Cross, Findlay, Ohio 45840; and
WHEREAS, the parties have previously executed and are operating pursuant to an
Amended and Restated Successor Community School Sponsorship Contract that expires on June
30, 2018, (hereinafter, together with any subsequent modifications of the same, "Initial Successor
Contract"); and
WHEREAS, the SPONSOR desires to provide renewal based on evidence that the
SCHOOL is fiscally and operationally viable, achieved academic standards, and was faithful to
the contract; and
WHEREAS, the SPONSOR finds that the SCHOOL’S compliance with applicable laws
and terms of the contract and the SCHOOL’S progress in meeting the academic goals prescribed
in the contact have been satisfactory.
NOW, THEREFORE, in consideration of the mutual benefits provided hereunder and for
other good and valuable consideration, the receipt and sufficiency of which is hereby
acknowledged, and with the intent that this Successor Contract constitutes a renewal of, and
supersede in its entirety (except as otherwise provided herein) the Initial Successor Contract, the
parties hereby agree as follows:
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Article I. Purpose
A.

This Successor Contract is entered into pursuant to Chapter 3314 of the Ohio Revised
Code, and specifically Section 3314.03(E) of the Ohio Revised Code, for the purpose of
renewing the SPONSOR's sponsorship of the SCHOOL as a conversion-type community
school upon the terms and conditions contained herein. The SCHOOL shall utilize certain
resources converted to the SCHOOL's use by the SPONSOR, including but not limited to
portions of the SPONSOR's facilities, staff, equipment, instructional materials, curriculum,
and educational strategy, as determined to be appropriate by the SPONSOR, in the
SPONSOR's sole discretion. The SCHOOL shall be a public school, legally separate from
any school district, and part of the state education program. Pursuant to Ohio Revised
Code Section 3314.01, and except as otherwise provided herein, the SCHOOL may sue
and be sued, acquire facilities as needed, and contract for services necessary for the
operation of the SCHOOL. The SCHOOL’s governing authority (sometimes hereinafter,
"Board of Directors") may carry out any act and ensure the performance of any function
that is in compliance with the Ohio Constitution, Chapter 3314 of the Ohio Revised Code,
other statutes applicable to community schools, and this Successor Contract.

B.

Except as otherwise provided herein, this Successor Contract supersedes in its entirety the
Initial Successor Contract and the parties waive any rights pursuant to the Initial Successor
Contract with respect to future performance.

C.

The SCHOOL is an at-risk school that shall limit enrollment to students in grades 9-12
who meet the following definition of "at risk": have dropped out of school or are at risk of
dropping out of school; are behind in credits; have medical, social or emotional issues;
have experienced discipline issues; want to accelerate their progress toward achieving a
diploma; or are gifted and the traditional model of school does not work for them.
Article II. Board of Directors

A.

The governing authority of the SCHOOL is the SCHOOL’s Board of Directors. A majority
of the members of the Board of Directors shall be elected or appointed public officials or
public/private sector employees or retirees who have a professional interest in furthering
the establishment and operation of the SCHOOL. The Board of Directors may also include
one or more parents of students enrolled in the SCHOOL and community civic leaders.
The Board of Directors shall be selected by the procedure stated in the SCHOOL’s Code
of Regulations.

B.

The current Board of Directors is listed in Exhibit 1.
Article III. Term
Except as otherwise provided herein, the Term of this Successor Contract shall be that
portion of three years that ends on June 30, 2021.
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Article IV. Responsibilities of the SCHOOL
A.

The SCHOOL has been established as and shall remain a public benefit corporation
pursuant to Chapter 1702 of the Ohio Revised Code.

B.

The SCHOOL shall be a conversion school as defined in Chapter 3314 of the Ohio Revised
Code.

C.

The SCHOOL's central base of operation is located in facilities at the following address
1219 West Main Cross Street, Findlay, Ohio 45840. The facilities are more fully described
in Exhibit 2 ("Facilities"), including (a) a detailed description of the facilities, the annual
costs associated with leasing the facility that are paid by or on behalf of the SCHOOL, the
annual mortgage principal and interest payments that are paid by the school, and the name
of the lender or landlord, identified as such, and the lender’s or landlords relationship to
the operator, if any.

D.

The Board of Directors shall maintain liability insurance or otherwise provide for the
potential liability of the SCHOOL.

E.

The SCHOOL shall be nonsectarian in its programs, admission policies, employment
practices, and all other operations, and will not be operated by a sectarian school or
religious institution.

F.

Compliance with State Laws. As required by Chapter 3314 of the Ohio Revised Code, the
SCHOOL shall comply with the following sections and chapters of the Ohio Revised Code
as if it were a school district: sections 9.90 (Purchase or procurement of insurance), 9.91
(Placement or purchase of tax-sheltered annuity for educational employees), 109.65
(Missing children clearinghouse – missing children fund), 121.22 (Public Meetings),
149.43 (Availability of public records for inspection and copying), 2151.357, (Institution
receiving children required to make report), 2151.421 (Reporting child abuse or neglect),
2313.19 (Employees summoned for jury duty), 3301.0710 (Ohio Graduation Tests),
3301.0711 (Administration and grading of tests), 3301.0712 (College and work ready
assessments), 3301.0715 (District board to administer diagnostic assessments –
intervention services), 3301.0729 (Time spent on assessments), 3301.948 (Restriction
against providing student names/addresses to multi-state consortium offering summative
assessments), 3313.472 (Policy on parental and foster caregiver involvement in schools),
3313.50 (Record of tests – statistical data – individual records), 3313.5310 (Information
and training regarding cardiac arrest), 3313.536 (School safety plan for each school
building), 3313.539 (Concussion and head injuries), 3313.608 (Fourth grade reading
capability), 3313.609 (Grade promotion and retention policy, effect of truancy), 3313.6012
(Policy governing conduct of academic prevention/intervention services), 3313.6013 (Dual
enrollment program for college credit), 3313.6014 (Parental notification of core curriculum
requirements), 3313.6015 (Resolution describing how district will address college and
career readiness and financial literacy), 3313.6020 (Policy on career advising), 3313.643
(Eye protective devices), 3313.6411 (School report card provided to parent upon
enrollment of student); 3313.648 (Prohibiting incentives to enroll in district), 3313.66
(Suspension, expulsion or permanent exclusion- removal from curricular or extracurricular
3

activities), 3313.661 (Policy regarding suspension, removal, expulsion and permanent
exclusion), 3313.662 (Adjudication order permanently excluding pupil from public
schools), 3313.666 (District policy prohibiting harassment required), 3313.667 (District
bullying prevention initiatives), 3313.668 (Prohibition on suspension, expulsion, or
removal solely on basis of absences), 3313.67 (Immunization of pupils – immunization
records – annual summary), 3313.671 (Proof of required immunizations – exceptions),
3313.672 (Presenting school records, custody order if applicable and certification of birth
by new pupil), 3313.673 (Screening of beginning pupils for special learning needs),
3313.69 (Hearing and visual tests of school children – exemptions), 3313.71 (Examinations
and diagnoses by school physician), 3313.7112 (Diabetes), 3313.716 (Possession and use
metered dose inhaler or dry powder inhaler to alleviate asthmatic symptoms), 3313.718
(Possession and use of epinephrine auto-injector to treat anaphylaxis), 3313.719 (Food
allergy protection policy), 3313.721 (Health care for students), 3313.80 (Display of
national flag), 3313.814 (Standards governing types of food sold on school premises),
3313.816 (Sale of a la carte beverage items), 3313.817 (A la carte foods; determination of
nutritional value; software), 3313.86 (Health and safety review), 3313.89 (Online
education and career planning tool), 3313.96 (Informational programs relative to missing
children – fingerprinting program), 3319.073 (In-service training in child abuse prevention
programs), 3319.313 (Information concerning improper conduct by licensed employee),
3319.314 (Report of improper conduct of employee kept in personnel file), 3319.315 (RC
3319.313 and RC 3319.314 prevail over contractual provisions), 3319.321
(Confidentiality), 3319.39 (Criminal records check), 3319.391 (Applicants and new hires
subject to criminal records check provisions), 3319.41 (Corporal punishment policy),
3319.46 (Behavior supports, restraint, and seclusion), 3321.041 (Excused absences for
certain extracurricular activities), 3321.01 (Compulsory school age – requirements for
admission to kindergarten or first grade – pupil personnel services committee), 3321.13
(Duties of teacher or superintendent upon withdrawal or habitual absence of child from
school – forms), 3321.14 (Attendance officer – pupil-personnel workers), 3321.17
(Attendance officer and assistants – powers), 3321.18 (Enforcement proceedings), 3321.19
(Examination into cases of truancy – failure of parent, guardian or responsible person to
cause child’s attendance at school), 3321.191 (Board to adopt policy regarding habitual
truancy – intervention strategies), 3327.10 (Qualifications of drivers), 4111.17 (Prohibiting
discrimination in payment of wages), 4113.52 (Reporting violation of law by employer or
fellow employee) and 5705.391 (Board of education spending plan), Chapters 117.
(Auditor of State), 1347. (Personal Information Systems), 1702. (Non-Profit Corporation
Law), 2744. (Political Subdivision Tort Liability), 3365. (Post-Secondary Enrollment
Options Program), 3742. (Lead Abatement), 4112. (Civil Rights Commission), 4123.
(Workers’ Compensation), 4141. (Unemployment Compensation), and 4167. (Public
Employment Risk Reduction Program) of the Ohio Revised Code as if it were a school
district. The SCHOOL also shall comply with Section 3301.0714 [EMIS] of the Ohio
Revised Code in the manner specified in Section 3314.17 of the Ohio Revised Code.
G.

To the extent applicable, the SCHOOL shall comply with the Americans with Disabilities
Act, Section 504 of the Rehabilitation Act of 1973, the Individuals with Disabilities
Education Improvement Act (IDEIA) and Ohio Administrative Code Chapter 3301-51,
except that nothing contained herein is, or shall be construed to be, a waiver, of any
exceptions, exclusions or other rights that the SCHOOL may have or may avail itself of
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under the foregoing or any other applicable state or federal law. To the extent permitted
by law, the SCHOOL shall not be required to fundamentally alter its program or incur an
undue financial or other hardship in the operation of its program.
H.

The SCHOOL shall comply with Chapter 102 (Public Officers – Ethics), section 2921.42
(Having an unlawful interest in a public contract) and section 2921.43 (Soliciting or
accepting improper compensation) of the Ohio Revised Code.

I.

As required by Section 3314.03(A)(24) of the Ohio Revised Code, the SCHOOL shall
comply with Sections 3302.04 and 3302.041 of the Ohio Revised Code except that any
action required to be taken by a school district pursuant to those sections shall be taken by
the SPONSOR (except that the SPONSOR shall not be required to take any action
described in division (F) of Section 3302.04 of the Ohio Revised Code).

J.

The SCHOOL will comply with sections 3313.61, 3313.611, and 3313.614 of the Revised
Code, except that for students who enter ninth grade for the first time before July 1, 2010,
the requirement in sections 3313.61 and 3313.611 of the Revised Code that a person must
successfully complete the curriculum in any high school prior to receiving a high school
diploma may be met by completing the curriculum adopted by the SCHOOL rather than
the curriculum specified in Title XXXIII of the Revised Code or any rules of the state board
of education. Beginning with students who enter ninth grade for the first time on or after
July 1, 2010, the requirement in sections 3313.61 and 3313.611 of the Revised Code that
a person must successfully complete the curriculum of a high school prior to receiving a
high school diploma shall be met by completing the requirements prescribed in division
(C) of section 3313.603 of the Revised Code, unless the person qualifies under division
(D) or (F) of that section. The SCHOOL shall comply with the plan for awarding high
school credit based on demonstration of subject area competency, and beginning with the
2016-2017 school year, with the updated plan that permits students enrolled in seventh and
eighth grade to meet curriculum requirements based on subject area competency adopted
by the state board of education under divisions (J)(1) and (2) of section 3313.603 of the
Revised Code. Beginning with the 2018-2019 school year, the school shall comply with
the framework for granting units of high school credit to students who demonstrate subject
area competency through work-based learning experiences, internships, or cooperative
education developed by the department under division (J)(3) of section 3313.603 of the
Revised Code.

K.

The SCHOOL as an internet- or computer-based community is not required to comply with
Sections 3313.6021, 3313.6023, and 3313.801.

L.

Educational Program
1.
The SCHOOL shall operate in substantial compliance with Exhibit 3
("Educational Plan"), which exhibit is attached hereto and incorporated by
reference herein, including provisions concerning the SCHOOL's mission, the
characteristics of the students the SCHOOL is expected to attract, the ages and
grades of students, and the focus of the curriculum.
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2.
The SCHOOL shall provide "learning opportunities" to a minimum of
twenty-five (25) students for a minimum of nine hundred twenty (920) hours per
school year.
(a)
"Learning opportunities" are defined as including all of the
following: internet-based coursework delivered in the residences of the
students, the classrooms of the SCHOOL, or other locations; conventional
classroom-based coursework; tutoring; non-classroom based, noncomputer based learning delivered in the residences of the students, the
classrooms of the SCHOOL, or other locations; innovative non-classroombased learning experiences, which may include but will not be limited to
experiences related to community service and travel; work-based learning
experiences, internships, and cooperative evaluation; student-teacher or
student-“coach” interactions regarding coursework, student participation,
student motivation, counseling, and/or other miscellaneous interactions
intended to assist the student in graduating; independently-completed
SCHOOL assignments; and other curriculum and educational activities
approved by the SCHOOL to meet the needs of its students.
(b)
The learning opportunities provided to any given student may be
customized from among those offered by the SCHOOL in order to serve the
individual student's needs.
(c)
A student's participation shall be determined jointly by the student's
teachers and the SCHOOL's administrators based upon attendance,
participation logs, performance, work products submitted by the student,
and/or other criteria established by the SCHOOL.
(d)
The SCHOOL’s attendance and participation policies shall be
available for public inspection.
3.

Pursuant to 3314.21, as an internet school:
(a)
The SCHOOL shall use a filtering device or install filtering software
that protects against internet access to materials that are obscene or harmful
to juveniles on each computer provided to students for instructional use.
The SCHOOL shall provide such device or software at no cost to any
student who works primarily from the student's residence on a computer
obtained from a source other than the school.
(b)
The SCHOOL has a plan, described more fully in Exhibit 3, for
conducting visits with students, including the number of times teachers will
visit with students and the manner in which those visits will be conducted.
(c)
The SCHOOL shall maintain a central base of operation and the
SPONSOR will maintain a representative within fifty miles of that base of
operation to provide monitoring and assistance.
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4.
Student Roles and Responsibilities: The SCHOOL shall adopt a student
handbook which will state that a student will be dismissed from the Findlay Digital
Academy when he/she without legitimate excuse fails to participate in one hundred
five consecutive hours of learning opportunity offered to the student. The
handbook will also outline student behavioral expectations and the general
guidelines and operational procedures of the academy.
5.
The SCHOOL shall seek to achieve racial and ethnic balance reflective of
the community it serves by publicizing and marketing the SCHOOL in, and
recruiting students from, all segments of such community. The SCHOOL shall
provide notices to students, parents, staff and the general public that all educational
programs are available without regard to race, creed, color, handicapping condition
or sex. Further, the SCHOOL shall provide the non-discrimination notice in such
media as newsletters, annual reports, administrative reports, program information,
handbooks, application forms and promotional materials.
6.
Subject to a capacity limitation of two hundred fifty (250) students, and
consistent with O.R.C. §3314.03(A)(19)(c), the SCHOOL shall admit students who
reside in the SPONSOR school district. And reside in any other school district
identified in Exhibit 3. Consistent with the foregoing, the Board of Directors has or
shall adopt admission policies and procedures that comply with Sections 3314.06
and, 3314.061 of the Ohio Revised Code. With prior written approval from the
SPONSOR, which shall not be unreasonably denied, the SCHOOL may raise or
lower this cap based upon the SCHOOL's actual capacity.
7.
The SCHOOL shall not discriminate in the admission of students on the
basis of race, creed, color, handicapping condition, or sex. Upon the admission of
any handicapped student, the SCHOOL will comply with all federal and state laws
regarding the education of handicapped students
8.
The SCHOOL’s governing authority is not presently planning to seek
designation for the school as a STEM school equivalent under Section 3326.032 of
the Ohio Revised Code. However, nothing shall preclude the SCHOOL’s
governing authority from doing so in the future as permitted by law.
9.
If the SCHOOL operates a preschool program that is licensed by the
department of education under sections 3301.52 to 3301.59 of the Revised Code,
the SCHOOL shall comply with sections 3301.50 to 3301.59 of the Revised Code
and the minimum standards for preschool programs prescribed in rules adopted by
the state board under section 3301.53 of the Revised Code.
M.

Financial Plan
1.
Except as otherwise provided herein or as separately agreed by the parties,
the SCHOOL shall operate in compliance with Exhibit 4 ("Financial Plan"),
attached hereto and incorporated by reference herein, which establishes an
estimated SCHOOL budget for each year of the period of this Successor Contract
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a total estimated per pupil expenditure amount for each such year, and all policies
and procedures for internal financial control.
2.
The SCHOOL shall be audited by the Auditor of State. Financial records
of the SCHOOL shall be maintained in the same manner as are financial records of
school districts, pursuant to rules of the Auditor of State. Audits shall be conducted
in accordance with Section 117.10 of the Ohio Revised Code.
3.
The SCHOOL shall comply with all policies and procedures for internal
financial controls, as set forth in Exhibit 4, and shall comply with the requirements
and procedures for financial audits by the Auditor of the State.
4.
The SCHOOL governing authority will submit within four months after the
end of each school year a report of its activities and progress in meeting academic
goals and performance standards stated herein and its financial status to the
SPONSOR and the parents of all the students enrolled in the SCHOOL.
5.
If the SCHOOL engages an operator, all moneys said operator loans to the
SCHOOL, including facilities loans or cash flow assistance, must be accounted for,
documented, and bear interest at a fair market rate.
6.
The SCHOOL shall timely invite the SPONSOR to the SCHOOL’s closing
audit conference. The SPONSOR shall be permitted to attend said conferences.
N.

Management and Administration
1.
The SCHOOL shall, from time to time, remove and appoint members of the
Board of Directors in accordance with the SCHOOL’s governing documents and
consistent with the criteria established herein, or as otherwise agreed by the parties.
2.
The administration and management of the SCHOOL shall be substantially
as set forth in the Exhibit 5 ("Management and Administrative Plan"), attached
hereto and incorporated by reference herein, and in the Educational Plan.
3.
Classroom teachers shall be certified/licensed in accordance with Sections
3319.22 to 3319.31 of the Ohio Revised Code, except that non-certified/nonlicensed persons may be engaged to teach up to twelve hours per week pursuant to
Section 3319.301 of the Ohio Revised Code. The requirement of certification or
licensure may be fulfilled by either a teaching certificate/license or temporary or
interim teaching certificate/license as issued by the Ohio Department of Education.
4.
Except as otherwise agreed by the parties and not prohibited by a collective
bargaining agreement applicable to the employees, the SPONSOR Board of
Education shall perform all of the duties and responsibilities of employer with
respect to the employees of the SCHOOL except those duties that could be
delegated by the SPONSOR to the Executive Director and board of directors of the
School to the extent permitted by R.C. 3314.03(A)(17) and R.C. 3314.10]. Any
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costs associated with the SPONSOR Board of Education’s performance of the
foregoing duties and responsibilities shall be paid by the SCHOOL.
5.
If the SCHOOL is the recipient of moneys from a grant awarded under the
federal race to the top program, Division (A), Title XIV, Sections 14005 and 14006
of the "American Recovery and Reinvestment Act of 2009," Pub. L. No. 111-5, 123
Stat. 115, the SCHOOL will pay teachers based upon performance in accordance
with section 3317.141 and will comply with section 3319.111 of the Revised Code
as if it were a school district.
6.
If the SCHOOL’s Board of Directors contracts with an attorney, accountant,
or entity specializing in audits, the attorney, accountant, or entity shall be
independent from the operator with which the SCHOOL has contracted.
7.
The School shall not, except as otherwise permitted hereunder, contract
with an operator as defined in Section 3314.014 of the Ohio Revised Code without
the prior written consent of the SPONSOR. All money on operator loans to the
SCHOOL, including facility loans or cash flow assistance, must be accounted for,
documented, and bear interest at a fair market rate.
O.

Assessment and Accountability
1.
The SCHOOL shall assess student achievement, and the SCHOOL's
success shall be evaluated, according to academic goals established in, and using
the methods of measurement identified in, the Educational Plan and in Exhibit 6
("Assessment and Accountability Plan"), which exhibit is attached hereto and
incorporated by reference herein.
2.
The SCHOOL's Board of Directors shall submit a report of its activities and
progress in meeting academic goals and performance standards contained in the
Educational Plan and the Assessment and Accountability Plan, and of the
SCHOOL's financial status to the SPONSOR and to the parents of all students
enrolled in the School within four months after the end of each school year.

P.

The SCHOOL shall operate in conformance with all applicable laws, rules, and regulations,
including applicable rules promulgated by the Ohio Department of Education.
Article V. Responsibilities of the SPONSOR

A.

Throughout the Term, the SPONSOR shall support the SCHOOL's establishment and
operation by converting to the SCHOOL's use certain resources previously utilized by the
SPONSOR, including but not limited to portions of the SPONSOR's facilities, staff,
equipment, instructional materials, curriculum, and educational strategy, as determined to
be appropriate by the SPONSOR in the SPONSOR's sole discretion.

B.

Assessment and Accountability
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As required by section 3314.03(D) of the Ohio Revised Code, the SPONSOR’s duties shall
include all duties pursuant to the written agreement entered into with the Ohio Department
of Education under division (B) of section 3314.015 of the Revised Code and shall include
the following:
1.
Monitor the SCHOOL's compliance with all laws applicable to the
SCHOOL and with the terms of this Successor Contract;
2.
Monitor and evaluate the academic and fiscal performance and the
organization and operation of the SCHOOL on at least an annual basis;
3.
Report on an annual basis the results of the evaluation conducted under
subparagraph (2) immediately above to the department of education and to the
parents of students enrolled in the SCHOOL;
4.
Provide technical assistance to the SCHOOL in complying with laws
applicable to the SCHOOL and terms of this Successor Contract;
5.
Take steps to intervene in the SCHOOL's operation to correct problems in
the SCHOOL's overall performance, declare the SCHOOL to be on probationary
status pursuant to section 3314.073 of the Ohio Revised Code, suspend the
operation of the SCHOOL pursuant to section 3314.072 of the Ohio Revised Code,
or terminate this Successor Contract pursuant to section 3314.07 of the Ohio
Revised Code as determined necessary by the SPONSOR;
6.
Have in place a plan of action to be undertaken in the event the SCHOOL
experiences financial difficulties or closes prior to the end of a school year.
7.
Provide in writing the annual assurances for the SCHOOL no later than ten
(10) business days prior to the opening of the SCHOOL, as required by R.C. Section
3314.19.
C.

A representative of the SPONSOR shall meet with the Board of Directors or Treasurer of
the SCHOOL and shall review the financial and enrollment records of the SCHOOL at
least once every month at a mutually agreeable date and time, as required by Section
3314.023 of the Ohio Revised Code. Prior to or during that meeting, the SCHOOL shall
furnish copies of all relevant financial and enrollment records to the SPONSOR, Operator
(if applicable), Board of Directors, and the SCHOOL’s treasurer. Not later than ten (10)
calendar days after each review meeting, the SPONSOR shall provide the Board of
Directors and the SCHOOL’s treasurer with a written report regarding the review.

D.

The SCHOOL will comply with sections 3302.04 and 3302.041 of the Revised Code,
except that any action required to be taken by a school district pursuant to those sections
shall be taken by the SPONSOR. However, the SPONSOR shall not be required to take
any action described in division (F) of section 3302.04 of the Revised Code.
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Article VI. Sponsor Fee
The SCHOOL shall pay the SPONSOR for monitoring, oversight, and technical assistance,
three percent (3%) of all funds received by the SCHOOL from the State of Ohio, the
maximum amount permitted by law. The SPONSOR shall rely on data when making
decisions regarding resource allocation related to sponsoring.
Article VII. Renewal of Contract
A.

C.

Provided this Successor Contract has not been terminated or non-renewed by the
SPONSOR and provided that the SCHOOL desires renewal, the SCHOOL may apply for
successive three (3) year renewals by September 30th of the year preceding the expiration
of this Successor Contract or any renewal thereof.
1.

The SCHOOL shall complete and submit a renewal application.

2.

The SPONSOR shall conduct a high-stakes review of the SCHOOL as described in
the Exhibit 7.

3.

The SPONSOR shall provide a cumulative report summarizing the results of the
high-stakes review by October 31 of the year preceding the expiration of this
Successor Contract. The SCHOOL may respond to the report in writing within ten
(10) days of receiving it.

4.

By November 30 of the year preceding the expiration of this Successor Contract or
any renewal thereof, the SPONSOR shall provide written notice of its intent to
renew this Successor Contract or any renewal thereof.

5.

When considering renewal of this Successor Contract or any renewal thereof, the
SPONSOR shall review the application and High Stakes Review and may grant
renewal upon determination that the SCHOOL's compliance with applicable laws
and terms of this Successor Contract and the SCHOOL's progress in meeting the
academic goals prescribed in Exhibit 6 have been satisfactory. If the SPONSOR
non-renews this Successor Contract, it shall provide written notice which shall
include (1) reasons for the proposed action, (2) the effective date of the nonrenewal, and (3) a statement that the SCHOOL may, within fourteen (14) calendar
days of receipt of the notice, request in writing an informal hearing before the
SPONSOR. The informal hearing, if requested, shall be held within fourteen (14)
calendar days after the request for an informal hearing is received. Not later than
fourteen (14) calendar days after the informal hearing, the SPONSOR shall issue a
written decision either affirming or rescinding the decision to non-renew this
Successor Contract.

The Parties acknowledge and agree that this Successor Contract shall expire at the end of
its Term unless the SCHOOL initiates Renewal pursuant to this section.
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Article VIII. Quality Practices
A.

The SCHOOL shall report to SPONSOR any event or occurrence, of which the SCHOOL
is aware and has reason to believe may have a material adverse effect on the operations,
properties, assets, financial condition, enrollment, or reputation of the SCHOOL.

B.

The SPONSOR shall be allowed to observe the SCHOOL in operation at site visits and
shall have open access for such visits.
1.

When appropriate, the SPONSOR shall make reasonable efforts to provide prior
notice of such visits and not to disrupt testing or the educational process or
programming of the SCHOOL.

2.

The parties acknowledge that the site visits require input from stakeholders and
agree to make Board members, administrators, teachers, students, parents and/or
staff of the operator, if any, at mutually agreeable times.

3.

Following each site visit, the SPONSOR shall provide a written report that includes:
(a) information collected; (b) areas of strength, and (c) areas needing improvement.
The School shall provide updates for the SPONSOR’s review pertaining to any area
needing improvement.

C.

The SCHOOL agrees to meet with the SPONSOR at least annually to review terms and
requirements of this Successor Contract to ensure the Successor Contract is consistent with
changes in state and/or federal law.

D.

The SCHOOL agrees to meet with the SPONSOR at least annually discuss performance
on the academic performance measures. The meeting will be used to determine whether
the parties need to modify the performance measures.

E.

Upon Request, the SCHOOL shall provide feedback to the SPONSOR regarding the
quality and impact of all technical assistance provided by the SPONSOR.
Article IX. Miscellaneous Provisions

A.

The SPONSOR and the SCHOOL shall at all times collaborate in their performance of
their respective obligations hereunder and may periodically modify, by mutual agreement,
the allocation of responsibilities and funding as between them, as permitted by law. The
SPONSOR and the SCHOOL shall additionally collaborate to develop and modify, as
mutually agreed by them and permitted by law, the SCHOOL's educational program,
financial protocols, governance and administrative structures, assessment and
accountability criteria and procedures, and other aspects of the SCHOOL's operations.
Such changes are expressly contemplated by this Successor Contract, shall not require
written modification of this Successor Contract, and once agreed to by the parties may
thereafter be included in any description of the SCHOOL.
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B.

The parties agree that this Successor Contract incorporates, as of the date it is first adopted
by the parties, any additions or modifications subsequently requested by the Office of
Community Schools (or other authority of the State of Ohio) and agreed to by the parties
in writing.

C.

Pursuant to section 3314.03(A)(20) of the Ohio Revised Code, the parties recognize the
authority of the Ohio Department of Education to take over the sponsorship of the
SCHOOL in accordance with the provisions of division (C) of section 3314.015 of the
Ohio Revised Code.

D.

Pursuant to section 3314.03(A)(21) of the Ohio Revised Code, the parties recognize the
authority of the SPONSOR to assume the operation of the SCHOOL under the conditions
specified in division (B) of section 3314.073 of the Ohio Revised Code.

E.

The SCHOOL's attendance and participation records shall be made available to the
department of education, auditor of state, and the SPONSOR to the extent permitted under
and in accordance with the "Family Educational Rights and Privacy Act of 1974," 88 Stat.
571, 20 U.S.C. 1232g, as amended, and any regulations promulgated under that act, and
section 3319.321 of the Revised Code.

F.

The SCHOOL acknowledges and agrees that a determination by the SPONSOR, in its sole
discretion, that an act or failure to act of the SCHOOL is contrary to the best interests of
the students or potential students of the SCHOOL, inconsistent with the goals of the
SCHOOL as described herein, or contrary to the interests of the larger educational
community served by the SPONSOR, shall constitute "other good cause" as such phrase is
used in Section 3314.07(B)(1)(d) of the Ohio Revised Code.

G.

In the event that, as provided herein and as required or permitted by law, either party gives
notice of non-renewal, or the SCHOOL determines to discontinue operations for any
reason, or the SPONSOR determines to take steps to intervene in the SCHOOL's operation
to correct problems in the SCHOOL's overall performance, or to declare the SCHOOL to
be on probationary status pursuant to section 3314.073 of the Revised Code, or to suspend
the operation of the SCHOOL pursuant to section 3314.072 of the Revised Code, or to
terminate this Successor Contract pursuant to section 3314.07 of the Revised Code or as
otherwise permitted by this Successor Contract, or to assume the operation of the SCHOOL
pursuant to division (B) of section 3314.073 of the Ohio Revised Code, or if, pursuant to
any other authority and for any other reason, the SCHOOL's facilities must be closed or its
operations discontinued, then, immediately upon giving or receiving notice of nonrenewal, or determining to discontinue operations, or receiving notice from the SPONSOR
or any other authority that any of the foregoing actions are impending, or learning from
any source that circumstances exist that require the closure of the SCHOOL's facilities or
the discontinuation of its operations, the SCHOOL shall, divest of its assets in accordance
with Section 3314.074 of the Ohio Revised Code, and shall comply with the closing
procedures identified by the Ohio Department of Education, as specified in Exhibit 8,
which exhibit is attached hereto and incorporated by reference herein. Both parties further
acknowledge that they understand the procedures attached in Exhibit 8.
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H.

If the SCHOOL closes, the chief administrative officer shall collect and assemble in an
orderly manner the educational records of each student who has been enrolled in the
SCHOOL and transmit these records to each student’s district of residence within seven
(7) business days of the SCHOOL closing pursuant to R.C. 3314.44 (Collection and
transmittal of school records after closing; Compliance Penalty).

I.

Pursuant to section 3314.03(A)(22) of the Ohio Revised Code, the parties recognize (I) the
authority of public health and safety officials to inspect the facilities of the SCHOOL and
to order the facilities closed if those officials find that the facilities are not in compliance
with health and safety laws and regulations, and (ii) the authority of the department of
education as the community school oversight body to suspend the operation of the
SCHOOL under section 3314.072 of the Ohio Revised Code if the department has evidence
of conditions or violations of law at the SCHOOL that pose an imminent danger to the
health and safety of the SCHOOL's students and employees and the SPONSOR refuses to
take such action.

J.

This Successor Contract shall be governed and interpreted according to the laws of the
State of Ohio.

K.

This Successor Contract creates no third-party beneficiaries.

L.

Neither this Successor Contract nor any rights, duties or obligations described herein shall
be assigned by either party without prior written consent of the other party, except that the
parties may, by agreement, reallocate between them such rights, duties and obligations.
Except as otherwise provided hereunder with respect to the SCHOOL's acquisition of
services from an operator, the parties may subcontract any of their respective duties or
obligations hereunder.

M.

The SCHOOL provides authority of public health and safety official to inspect the facilities
of the school and to order the facilities closed if those officials find that the facilities are
not in compliance with health and safety laws and regulations.

N.

The authority of the department of education as the community school oversight body to
suspend the operation of the under sections of the R.C. 3314.072 if the department has
evidence of violations of law at the school that pose an imminent danger to the health and
safety of the SCHOOL’s students and employees and the sponsor refuses to take such
action.

O.

This Successor Contract constitutes the entire agreement among the parties and may be
modified or amended, provided that any such modifications of this Successor Contract shall
be made and agreed to in writing.
Article X: Adult (22+) High School Diploma Program
A.

Notwithstanding any provision of this Contract to the contrary, consistent with R.C.
§3314.38, and subject to continued Ohio Department of Education approval, the
SCHOOL may enroll and educate eligible individuals as defined in R.C. §3317.23
who are at least twenty-two (22) years of age for up to two (2) consecutive school
14

years to earn a high school diploma. An enrolled eligible individual may satisfy
the requirements to earn a high school diploma by successfully completing a
competency-based educational program. The SCHOOL’S program shall operate
consistent with the requirements stated in Exhibit 9, attached hereto.
B.

The SCHOOL shall comply with all requirements set forth in R.C. §§3317.23,
3317.231, 3314.38, and Chapter 3301-45 of the Administrative Code as applicable
to community schools operating dropout prevention and recovery programs.

C.

The SCHOOL shall meet the minimum performance standards established by
O.A.C. 3301-45-06(D) or its successor rule.

D.

The SPONSOR shall be responsible for monitoring compliance and performance
of the SCHOOL. The SPONSOR shall review the Ohio Department of Education’s
annual report to ensure the SCHOOL is meeting goals as set forth by the Ohio
Department of Education to remain an eligible provider. The SCHOOL shall make
available to the SPONSOR, upon request, all annual and monthly reports that are
provided to the Ohio Department of Education.

SPONSOR

COMMUNITY SCHOOL

ON BEHALF OF THE FINDLAY
CITY SCHOOL DISTRICT
BOARD OF EDUCATION

ON BEHALF OF THE FINDLAY
DIGITAL ACADEMY

By:

By:

Print Name:

Print Name:

Title: FCS Board President

Title: FDA Board President

Date:

Date:
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EXHIBIT 1:
Board of Directors
for the

FINDLAY DIGITAL ACADEMY
A CONVERSION COMMUNITY SCHOOL

The Current Board of Directors includes:
Kimberly Bash, President
Dr. Edie Wannemacher, Vice President
Pastor Alfred DeLaCruz
Melissa LaRocco
Jeffrey Martin
Bill O. Miller
Rev. Will Miller
The Board Members may change from time to time by the SCHOOL pursuant to the SCHOOL’s
Code of Regulations.
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EXHIBIT 2:
Facilities
for the

FINDLAY DIGITAL ACADEMY
A CONVERSION COMMUNITY SCHOOL

Findlay Digital Academy is located at 1219 West Main Cross, Suite 101, Findlay, Ohio 45840
The Findlay Digital Academy’s site includes offices for Instructional Coaches, Superintendent,
Principal, Special Education Coordinator, Counselor and technology; reception area; orientation
room; restrooms; storage; and areas for tutoring of students.
The Facility’s annual cost is: $50,796.00.
The Facility’s landlord is: TLB Corporate Center.
The Facility’s landlord has no relation to the SCHOOL’s operator.
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EXHIBIT 3:
Educational Plan
for the
FINDLAY DIGITAL ACADEMY
A CONVERSION COMMUNITY SCHOOL

Overview of the School’s Educational Program
The SCHOOL is an innovative alternative for students who do not fit, or are at risk of not fitting,
into or succeeding in a conventional school environment. The program is not directed at one group
of students but is an attempt to reach a variety of students for whom success seems elusive. The
SCHOOL, which is a cooperative effort between the SCHOOL and the SPONSOR, uses
technology and other innovative tools to reach students who have a desire for, and whose education
can be optimized by, an educational program that is assembled from among the varied learning
opportunities offered by the SCHOOL, based upon the individual student's needs and preferences.
The SCHOOL expects to offer flexible scheduling and a team approach that includes collaboration
with parents. Multiple assessments will be used to determine student needs and measure progress.
The SCHOOL expects to accommodate students who may be currently functioning outside the
regular public school setting, including those whose families previously have preferred a home
schooling environment.
Students are required to work on their school assignments and other learning opportunities for a
minimum of 26 hours a week. Findlay Digital Academy gives every student a laptop computer to
use and provides connectivity when the family does not have internet service. The curriculum is
available to students 24/7 and each course is taught by an online teacher that is HQT. The academy
provides students the opportunity for one-on-one tutoring by Instructional Coaches four days a
week. The tutoring is optional as the curriculum is available online to students 24/7. Students are
strongly encouraged to come to the lab at least weekly. Each student is assigned to an Instructional
Coach that makes contact with the student every week to discuss academic progress. Students are
contacted via telephone conversation, text, email, home visit or postcard/letter.

Mission
The mission of Findlay Digital Academy is to meet the needs of each student by providing
state approved education through on-line instruction and individualized mentoring.

Goals
1.

Provide an exemplary digital academy that addresses the needs of the students for
whom the traditional model of school does not work.

2.

Will strive for a combined graduation rate of 40% while promoting self-confidence
and self-esteem in every student.
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3.

Create an open, accepting environment for Findlay Digital Academy students.

4.

Implement an effective marketing plan.

5.

Create a broad based community support system for Findlay Digital Academy
students and their parents.

The SCHOOL is an at-risk school that primarily enrolls students between sixteen and twenty-two
years of age who have dropped out of high school or are at risk of dropping out of high school due
to poor attendance; disciplinary problems; suspensions; expulsions; medical, social or emotional
issues; are behind in credits; want to accelerate their progress toward achieving a diploma or are
gifted and the traditional model of school does not work for them. Findlay Digital Academy has
the designation of being a Dropout Prevention and Recovery School.
The SCHOOL seeks to enhance and facilitate student learning among non-traditional
student populations, utilizing a variety of innovative resources and educational strategies,
which are customized to meet the needs of individual students and developed by the
SCHOOL on an ongoing basis, all aimed at preparing students to become lifelong learners
and productive citizens.

Educational Philosophy and Beliefs
The SCHOOL operates on the belief that the target student population can best be served through
educational offerings that are home-based or that include a blend of traditional and non-traditional
experiences that are selected on the basis of each particular student’s educational needs and
interests and the student’s past experiences and levels of academic achievement. Thus, the
SCHOOL strives to take students at their current academic levels, build upon that foundation, and
increase achievement at developmentally appropriate rates and levels. The SCHOOL does this
with the assistance of technology and other educational innovations, both within and outside the
student's residence. The educational offerings of the SCHOOL are refined and augmented on an
ongoing basis. The SCHOOL also believes that effective education is a cooperative venture
between students, teachers, support staff, primary caregivers, and the larger community. The
SPONSOR and other community organizations are important components of the educational
experience provided by the SCHOOL. A teaming process facilitates the success of this program.

Ages and Grades of Students
The SCHOOL is to be an at-risk school serving students who are at-risk for any reason and for
whom the traditional model is not addressing their needs and serving students aged 14-22 in grades
9 – 12.
The SCHOOL is primarily designed for and seeks to enroll students between sixteen and twentytwo years of age who have dropped out of high school or who are at risk of dropping out of high
school due to poor attendance; disciplinary problems; suspensions; expulsions; medical, social or
emotional issues; are behind in credits; want to accelerate their progress toward achieving a
diploma or are gifted and the traditional model of school does not work for them.
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Because the SCHOOL does not displace in its entirety any existing program of the SPONSOR, no
alternative arrangements are required for current public school students who choose not to attend
the SCHOOL or for current teachers in the SPONSOR district.

Characteristics of Students the School is Expected to Attract
The SCHOOL is an at-risk school that limits enrollment to students who meet the following
definition of “at risk”: have dropped out of school or are at risk of dropping out of school; are
behind in credits; have medical, social or emotional issues; have experienced discipline issues,
want to accelerate their progress toward achieving a diploma or are gifted and the traditional model
of school does not work for them.
The SCHOOL is designed for students who have a desire for, and whose education can be
optimized by, a program of instruction in a focused environment that is self-paced and begins at
the level at which the student tests. The SCHOOL's population may include, but is not limited to,
former home schoolers, children with special physical and mental needs, students removed from
the regular classroom for discipline concerns, students who need an alternative to the traditional
classroom for various reasons (including religious reasons), transient students, and students within
the SPONSOR school district who desire coursework not currently offered by the district but
available through the SCHOOL (for example, certain AP courses). Students who have been
expelled for truancy or who have encountered difficulties (e.g., family dysfunction, insufficient
credits, low self esteem, pregnancy, etc.) that prevent them from being successful in a regular
school district program are among those served by the SCHOOL. The supportive environment
and personalized attention from teachers and other staff will provide the foundation for the success
of these students. Instruction may be individual or whole group depending on the needs of the
students.
NOTE: This Exhibit describes the student population currently targeted by the SCHOOL.
However, the SCHOOL, with the approval of the SPONSOR, may from time to time modify the
characteristics of the target population in response to the evolving educational program of the
SCHOOL, the perceived needs and interests of the students who reside within the enrollment area,
or other factors. Such modifications are expressly within the contemplation of the parties, will be
developed by the SCHOOL and the SPONSOR in collaboration, and, while subject to the
SPONSOR's approval, will not require revision of the Successor Contract.
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Grade 9
Grade 10
Grade 11
Grade 12
Total Yearly ADM

2018-2019
20
35
47
50
152

2019-2020
20
35
35
55
145

2020-2021
20
18
40
60
138

Non-discrimination: As required, the admission policies of the SCHOOL do not discriminate on
the basis of race, creed, color, handicapping condition, sex, intellectual abilities, achievement or
aptitude, or athletic ability
Racial and Ethnic Balance: The SCHOOL publicizes and markets the SCHOOL to all segments
of the community in an effort to achieve a racial and ethnic balance that is reflective of the
SPONSOR's schools, taken as a whole.

Focus of the Curriculum; Educational Program
The SCHOOL's educational program is tied to state standards. The SCHOOL's goal is to identify
current individual levels of academic achievement and move students forward from this point,
recognizing individual learning styles. The curriculum develops basic and applied skills
appropriate to the particular discipline. Since students participate in the State’s program of
achievement and diagnostic testing, the curriculum core follows the goals and objectives of the
state approved academic content standards (or such future content standards as mandated by the
state). The learning opportunities provided to any given student are customized from among those
offered by the SCHOOL in order to serve the individual student's needs. The curriculum
development process and the training of teachers in the delivery of instruction through innovative
means are ongoing.
The educational program of the SCHOOL may utilize a modified blended approach that includes
both internet-based and non-internet-based coursework delivered in the students' homes,
tutoring/coaching, at the SCHOOL’s site and elsewhere. The SCHOOL uses comprehensive
instructional methods with a primary focus on technology.
NOTE: This Exhibit describes the current focus of the curriculum and the nature of the learning
opportunities that are currently provided by the SCHOOL. However, both the SPONSOR and the
SCHOOL intend that the learning opportunities evolve on an ongoing basis in response to the
perceived needs of the SCHOOL's students (and potential students), interest within the community
served by the SCHOOL, educational research, and for other appropriate reasons. Such evolution
is expressly within the contemplation of the parties, will be developed by the SCHOOL and the
SPONSOR in collaboration, and, while subject to the SPONSOR's approval, will not require
revision of the Successor Contract.
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Visits with Students
Each enrolled student has the opportunity to meet with teachers, in person, at least twice yearly.
Such meetings will be conducted at a facility of the SPONSOR, TRECA, within the student's
home, or in other appropriate settings as arranged by the SCHOOL.
Students also have the opportunity to meet with teachers at parent-teacher conferences, at an
annual open house, during the development of their Individual Career Plans (Student Success
Plan), and state-mandated testing.

Calendar and Schedule
The SCHOOL provides a minimum of 920 hours of instruction for the academic year in
compliance with section 3314.03(A)(11)(a) of the Ohio Revised Code.
The classroom-based portion of the SCHOOL's program follows the calendar of the SPONSOR,
unless otherwise agreed by the SCHOOL and SPONSOR.
Academic Year
The Academic Year begins July 1 of each year and ends on June 30 of the following year. Each
Academic Year commences with a period of training, orientation, and similar preparatory activities
appropriate to the educational program of each particular student. The SCHOOL shall determine
the date on which students commence curricular activities each year.
The SCHOOL will open for operation not later than the thirtieth day of September each school
year, unless the mission of the SCHOOL is solely to serve dropouts.
School Dismissal Procedures
The SCHOOL follows the holiday dismissal schedule of the SPONSOR.
For fire drills or other emergencies, the SCHOOL has adopted or will adopt and implement the
dismissal procedures of the SPONSOR applicable to the SPONSOR facilities used by the
SCHOOL.

Admission
Application/Enrollment Process: Admission to the SCHOOL is in accordance with the
procedures delineated in Ohio Revised Code section 3314.06. The number of students accepted
for enrollment by the SCHOOL shall not exceed the capacity of the SCHOOL's programs, classes,
grade levels, or facilities.
The SCHOOL may enroll students who reside in the SPONSOR school district and who reside in
any of the following school districts:
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•
•
•
•
•
•
•
•
•
•
•
•
•
•

Ada Local School District,
Arcadia Local School District,
Arlington Local School District,
Bluffton Local School District,
Cory-Rawson Local School District,
Elmwood Local School District,
Fostoria City School District
Hardin-Northern Local School District,
Liberty Benton Local School District,
McComb Local School District,
North Baltimore Local School District,
Riverdale Local School District,
Van Buren Local School District, and
Vanlue Local School District.

The deadline for receipt of applications shall annually be established by the SCHOOL and may be
publicized through such media as the SCHOOL's web site, mass mailings, informational meetings,
newspaper articles, and other generally accepted practices. For any academic year, if the number
of applications received by the deadline exceeds the capacity of the SCHOOL, qualified students
shall be admitted by lot, except that preference shall be given to qualified applicants who attended
the SCHOOL in the preceding year, and may be given to qualified applicants who have siblings
that attended the SCHOOL in the preceding year. Qualified applicants whose applications are
received after the deadline, including midterm applicants, may be admitted so long as their
admission does not cause the SCHOOL to exceed the capacity of its programs, classes, grade
levels, or facilities.
Records Transfer: Once a child is accepted as a student of the SCHOOL, the parent is asked to
notify the home school district of the transfer and a formal notification is sent to the student's
previous school informing it of the enrollment and requesting the student's records.

Student Roles and Responsibilities
Students are expected to adhere to behaviors and policies appropriate to a well-functioning
democratic society. A Student Handbook has been developed that outlines and defines the rules
and regulations for student behavior, as well as the rights and responsibilities of the students, the
parents, the staff, and the SCHOOL.
Student Withdrawal Procedures
The SCHOOL's Board of Directors shall adopt an attendance policy that includes a procedure for
automatically withdrawing a student from the SCHOOL if the student without a legitimate excuse
fails to participate in one hundred five consecutive hours of the learning opportunities offered to
the student.
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Suspension, Expulsion, Removal, or Permanent Exclusion of Students
The SCHOOL will comply with Ohio Revised Code 3313.66, 3313.661, and 3313.662 concerning
suspension, expulsion, removal, or permanent exclusion of students. The SCHOOL'S policies and
procedures concerning such actions respect applicable rights of due process and are delineated in
a Student Handbook that has been developed or will be developed.
Fees: There is no tuition charged for enrollment. However, as permitted by law, reasonable fees
may be assessed by the SCHOOL for specific courses, for such items as books, supplies, and
equipment, and for special curricular, co-curricular, or extra-curricular activities. The SCHOOL
may also assess fees for a student's failure to return equipment or supplies as required by the
SCHOOL, or for the loss or destruction of, or damage to, the SCHOOL's equipment or supplies.
The payment of fees may be enforced by the withholding of a student's grades and credits.
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EXHIBIT 4:
Financial Plan
for the
FINDLAY DIGITAL ACADEMY
A CONVERSION COMMUNITY SCHOOL

School Budget
Below is a three-year annual budget detailing sources of revenues and expenditures following the
Uniform School Accounting System (USAS) methods of coding and account number structures.
Funding: The SCHOOL's operational budget is primarily funded through ADM funding and
related funding provided by the state pursuant to section 3314.08 of the Ohio Revised Code. The
SCHOOL's base formula amount shall for each year be the maximum formula amount as defined
under Section 3317.02 of the Ohio Revised Code, with no percentage or other reduction in any
subsidy or other funding the SCHOOL is eligible to receive.
Audits, Financial Records: The SCHOOL follows operating procedures recommended by the
State Auditor, including those related to the presentation, review, discussion, and approval or
rejection of a line item budget and regular reports of current and encumbered expenses. Regular
audits will occur by the State Auditor.

Estimated Budget / Per-Pupil Expenditures / Base Formula Amount*
Fiscal Year
Fiscal Year
Revenues
Fiscal Year
Expenditures
Fiscal Year Balance
Interest Earned
Cash Balance End
of Fiscal Year
Per-Pupil
Expenditures

2018
$917,880.00

2019
$894,120.00

2020
$867,715.00

$1,348,243.00

$1,348,243.00

$1,284,000.00

$-430,363.00
$18,000.00

$-454,123.00
$12,000.00

$-416,285.00
$3,000.00

$10,961.32

$11,185.02

$10,869.38
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The Following is an index of the SCHOOL’s policies for internal financial control.
All relevant policies are attached
____________________________________________________________________________
DA
DB
DC
DD
DE
DF
DG
DH
DI
DI Procedure
DJ
DJ Form-1
DJ Form-2
DK
DM
DN
DO
DP

Fiscal Management Goals
Budget Planning
Funding Proposals and Applications
Revenues from Investments
Bonded Employees and Officers
Fiscal Accounting and Reporting
Inventories (Fixed Assets)
Audits
Purchasing
Purchasing Procedures
Expense Reimbursements
Professional Meeting Form
Monthly Transportation Statement
Credit Card
Education Management Information System (EMIS)
School Properties Disposal
Absence of Treasurer
Student Fees, Fines, Charges
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FISCAL MANAGEMENT GOALS
The quantity and quality of learning programs are related to the funding provided and the
effective, efficient management of those funds. It follows that the Findlay Digital Academy’s
purposes can best be achieved through prudent fiscal management.
Due to resource limitations, there is sometimes a temptation to operate so that fiscal concerns
overshadow the educational program. Recognizing this, it is essential that the Board take
specific action to make certain that education remains central and that fiscal management
contributes to the educational program. This concept is incorporated into Board operations and
into all aspects of Findlay Digital Academy management and operation.
As trustees of the community’s investment in the facilities, materials and operational funds, the
Board has a fiduciary responsibility to ensure that the investment is protected and used wisely.
Competent personnel and efficient procedures are essential for sound management of fiscal
affairs. The Board expects that the Executive Director/Superintendent/Superintendent and the
Treasurer keep it informed through reports, both oral and written, of the fiscal management of
the Findlay Digital Academy.
With the assistance of the Treasurer and other designated personnel, the Executive
Director/Superintendent is expected to develop an efficient and effective procedure for fiscal
accounting, purchasing and the protection of plant, grounds, materials and equipment through
prudent and economical operation, maintenance and insurance.
The Board seeks to achieve the following goals:
• to engage in thorough advance planning, with staff and community involvement, in order
to develop budgets and to guide expenditures to achieve the greatest educational returns
for the dollars expended;
• to establish levels of funding, which provide high quality education for the Findlay Digital
Academy’s students;
• to use the best available techniques for budget development and management;
• to provide timely and appropriate information to all staff with fiscal management
responsibilities and
• to establish effective procedures for accounting, reporting, business, purchasing and
delivery, payroll, payment of vendors and contractors and all other areas of fiscal
management.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]
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BUDGET PLANNING
Budget planning is an integral part of program planning so that the annual operating budget may
effectively express and implement all programs and activities of the Findlay Digital Academy.
Budget planning is a year-round process involving broad participation by administrators and
other personnel throughout the Findlay Digital Academy.
The Executive Director/Superintendent and Treasurer are responsible for preparing financial
forecasts for at least four years beyond the current fiscal year.
The budget reflects the Findlay Digital Academy’s goals, objectives and programs. Any changes
or alterations in programs are approved by vote of the Board.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REFS.: ORC 5705.01; 5705.28-5705.32; 5705.35; 5705.36; 5705.37; 5705.39; 5705.391
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FUNDING PROPOSALS AND APPLICATIONS
The Board considers whether to apply for any private, State or Federal grants for which it is
eligible. The Executive Director/Superintendent/designee evaluates federally funded programs,
State grants, and private grants including their possible benefits to the students in the Findlay
Digital Academy and apprises the Board of the worth of each and makes recommendations
accordingly.
The Findlay Digital Academy participates to its limit of eligibility in the use of funds provided
by the state for the educational benefit of its students.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REF.:

ORC 3313.20
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REVENUES FROM INVESTMENTS
All monies are under the control of the Board, which extends to the Treasurer the responsibility
of overseeing these funds. In addition to the objectives detailed below, all relevant sections of
the Ohio Revised Code are adhered to at all times.
Objectives
The following objectives apply to the management of Findlay Digital Academy funds.
• Investments are made in order to seek preservation of capital in the overall portfolio. To
attain this objective, diversification is required in order that potential losses on individual
securities, whether by default or erosion of market value, do not exceed the income
generated from the remainder of the portfolio.
• The Findlay Digital Academy’s portfolio remains sufficiently liquid to enable the Findlay
Digital Academy to meet reasonably anticipated operational requirements.
• The portfolio is managed in such a way as to exceed or at least equal the market average
rate of return over the course of budgetary and economic cycles, taking into account Ohio
law (which restricts the type of investments), safety considerations and cash flow
requirements.
• Bank account relationships are managed in order to secure adequate services while
minimizing costs.
• All deposits are concentrated in one account except where audit control considerations
dictate otherwise.
Public Trust
All participants in the investment process act responsibly as custodians of public trust.
Investment officials avoid any transactions that might impair confidence in the government of
the School. The Board recognizes that in a diversified portfolio occasional measured losses are
inevitable and must be considered within the context of the overall portfolio’s investment return.
Investing Authority
The investing authority resides with the Treasurer. Such authority allows for the explicit
delegation of authority to persons responsible for investment transactions.
The Treasurer signs and files the investment policies with the Auditor of State.
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Authorized Financial Institutions and Dealers
U.S. Treasury and Agency securities and instrumentalities purchased outright are purchased
through financial institutions located within the State of Ohio or through “primary securities
dealers” located in the State of Ohio, as designated by the Federal Reserve Board, whenever
possible. Changing portfolio needs may dictate the use of “primary securities dealers” outside of
the State of Ohio. First considerations are given to State institutions.
Repurchase Agreements are transacted only through bank branches and/or through “primary
securities dealers” located within the State of Ohio with which the Findlay Digital Academy has
a signed Master Repurchase Agreement as required in ORC Chapter 135.
Certificates of Deposit are transacted through commercial banks or savings and loans with either
FDIC or FSLIC coverage that have branches within the Findlay Digital Academy.
A list of these authorized institutions and dealers is maintained with the investing authority.
Additions and deletions to this list are made when deemed in the best interest of the Findlay
Digital Academy.
Authorized Investments
The investing authority may invest on behalf of and in the name of the Findlay Digital Academy
in those instruments and other relevant sections of Chapter 135 ORC, at a price not exceeding
their fair market value.
Maturity
Market conditions and cash flow requirements are considered in determining the term of an
investment. Provided cash flow requirements have been satisfied, maturity length is determined
by market conditions and interest rate forecasts, with the goal being to buy where relative value
exists along the maturity spectrum.
Diversification
Investments of the Findlay Digital Academy are diversified to eliminate the risk of loss resulting
from over concentration of assets in a specific maturity, a specific issue or a specific class of
securities. Strategies to achieve this are determined and revised periodically.
Collateral
All investments and deposits are collateralized pursuant to the Ohio Revised Code.
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Competitive Bids
All sales and purchases of securities are bid competitively and to the extent practical are placed
with the institution yielding the highest return. The right is reserved to reject the bid yielding the
highest return on any investment if inconsistent with the investment strategy, i.e., maturity, risk,
liquidity, etc.
Internal Controls
The investing authority establishes a system of internal controls, which are documented in
writing. An independent auditor reviews the internal controls periodically. The controls are
designed to prevent loss of public funds due to fraud, employee error and imprudent actions by
employees and officers of the Findlay Digital Academy.
Reporting
The investing authority submits monthly an investment report that summarizes recent market
conditions, economic developments and anticipated investment conditions. The report describes
the portfolio in terms of security type, maturity and other features. The report contains all
transactions executed that month. The report also explains the month’s total investment return.
Performance Evaluation
The monthly investment report contains sufficient information to permit an independent
organization to evaluate the performance of the investment program.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REFS.: Intergovernmental Cooperation Act
ORC 135.01-135.21
3313.51
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At the time of appointment or re-appointment of the Treasurer, the Board authorizes the
Treasurer to execute a bond in an amount determined and approved by the Board.
The Executive Director/Superintendent, Board President and employees who handle school
funds are included, at Board expense, in a Position Schedule Bond. Position Schedule Bonds
pertain to a specific position, not to an individual.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REFS.: ORC 3.06
131.18
3313.25; 3313.83
3319.05
5705.412
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FISCAL ACCOUNTING AND REPORTING
The Findlay Digital Academy’s accounting system is in conformance with the Uniform School
Accounting System as prescribed by the Auditor of State for the use of school districts. The
Treasurer is responsible for receiving and properly accounting for all funds of the Findlay Digital
Academy.
The financial records must be adequate to:
• guide the making or deferring of purchases, the expansion or curtailing of programs and
the controlling of expenses;
• ensure that current data are immediately available and in such form that routine summaries
can be readily made;
• serve as a guide to budget estimates for future years and to hold expenditures to the
amounts appropriated and
• show that those in charge have handled funds within limitations established by law and in
accordance with Board policy.
The Board receives financial statements from the Treasurer, which show receipts, disbursements,
appropriations, encumbrances, balances, assets and liabilities. The Treasurer makes all other
financial reports required by law or by State agencies and submits them to the proper authorities.
The Treasurer provides the Board with any other financial management reports that the Board
determines necessary.
Financial records are permanent. The supporting documents may be destroyed only in
compliance with the provisions of Ohio law and in compliance with specifications of the Findlay
Digital Academy’s records commission, the Auditor of State and the Ohio Historical Society.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REFS.: ORC 117.101; 117.38; 117.43
3301.07
3313.29; 3313.32; 3313.94
3315.04; 3315.13
Chapter 1347
Chapter 5705
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INVENTORIES
(Fixed Assets)
The Board, as steward of this Findlay Digital Academy’s property, recognizes that efficient
management and full replacement upon loss requires accurate inventory and properly maintained
property records.
The Findlay Digital Academy shall conduct a complete inventory every five years, by physical
count, of all Findlay Digital Academy-owned equipment and supplies. For purposes of this
policy, “equipment” means a unit of furniture or furnishings, an instrument, a machine, an
apparatus or articles which retain shape and appearance with use, is nonexpendable and does not
lose its identity when incorporated into a more complex unit.
This Findlay Digital Academy shall maintain a fixed asset accounting system. The fixed asset
system shall maintain sufficient information to permit:
• preparation of year-end financial statements in accordance with generally accepted
accounting principles;
• adequate insurance coverage and
• control and accountability.
Leased equipment that the Findlay Digital Academy will eventually own must be inventoried.
Any item that has a model number or serial number has that number noted in the description for
full identification. All items assigned to a building are the building administrator’s
responsibility.
All equipment purchased, after the initial inventory, as capital outlay or replacement with a cost
of $1000.00 or more and with an estimated useful life of five years or more are tagged and made
part of the equipment inventory.
Title I Asset Policy
Assets that are purchased with Title I funds and/or are provided by a federal agency are subject
to additional statutes and regulations. These special rules and guidelines apply in addition to the
rules and guidelines stated above. If there is a conflict, the specific provisions of this Policy shall
prevail.
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Management and Disposal of Equipment Provided by a Federal Agency
All assets that are provided by a federal agency shall be titled in the name of the Federal
Government and shall be maintained and disposed of according to standards set or approved by
the federal agency.
Management and Disposal of Title I Real Property.
All real property acquired with Title I funds shall be managed and disposed of according to the
following rules and guidelines:
•
•
•
•

the property shall be titled in the name of the School;
the property shall only be used for such purposes that are permitted according to
the terms of the grant;
the School shall not sell, give, trade, or take any other action affecting the legal
status of the title; and
when the property is no longer being used for a permitted purpose, then it shall be
disposed of in a manner indicated or otherwise approved by the agency who
originally granted the funds.

Management and Disposal of Title I Equipment.
All equipment acquired with Title I funds shall be managed and disposed of according to the
following rules and guidelines:
•
•

•
•
•

the equipment shall be used in the program or project or which it was acquired so
long as needed, whether or not the project or program continues to be supported
by Federal funds;
when the equipment is no longer needed for the original program or project, the
equipment may be used in other activities currently or previously supported by a
Federal agency, with priority being given to any programs or projects currently or
previously supported by the same Federal agency;
the School shall not use the equipment to provide services for a fee;
when acquiring replacement equipment, the School must gain the approval of the
Federal agency before either using the equipment as a trade-in or selling the
equipment and putting the proceeds towards the cost of replacement equipment;
when the original or replacement equipment is no longer needed, it may be
retained, sold or otherwise disposed of, subject to the requirement that if the fair
market value of the equipment exceeds $5,000, the Federal agency may have a
right to a portion of the fair market value of the equipment, as determined in
accordance with 34 C.F.R. 80.31. State statutes may impose additional obligations
upon the sale of such property.
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File: DG
--A computer generated listing of all equipment is updated annually by the close of the Findlay
Digital Academy year, or not later than the second Friday in June of each year. This updated
listing is then submitted to the Treasurer’s office for computer update.
The Treasurer is assisted by the staff in the performance of this function.
[Adoption date: May 10, 2005]
[Revision date: October 9, 2014]
LEGAL REF.: ORC 117.38; 117.09
OAC 117-2-02; 117-2-05
Federal: 34 C.F.R. 80.31, 34 C.F.R. 80.32
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AUDITS
In accordance with State statutes, all Findlay Digital Academy financial records are subject to
audit by the Bureau of Inspection and Supervision of Public Offices of the State Auditor’s office.
The Board has the right to request an independent audit with the approval of the State Auditor’s
office.
A copy of the Auditor’s report is placed on file in the State Auditor’s office; another copy is
submitted to the Board. The Board makes the audit report available for public inspection.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REFS.: ORC 117.10; 117.11; 117.12; 117.26; 117.27; 117.28
3313.29
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PURCHASING
The function of purchasing is to serve the educational program by providing the necessary
supplies, equipment and services. The Board’s authority for the purchase of materials,
equipment, supplies and services is extended to the Findlay Digital Academy administration
through its adoption of the annual appropriations resolution.
The Board declares its intention to purchase competitively without prejudice and to seek
maximum educational value for every dollar expended. The purchase of items and services
found on lists from the appropriations resolution requires no further Board approval, except in
those instances in which, by law or Board policy, the purchases or services must be put to bid.
The Board assigns the Treasurer the responsibility for the quality and quantity of purchases
made. The Treasurer is charged with the responsibility to ensure that all purchases do not exceed
appropriations and that they are consistent with the approved educational goals and programs of
the Digital Academy Board.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REFS.: ORC 3313.171; 3313.172; 3313.18; 3313.29; 3313.31; 3313.33; 3313.37;
3313.46
3319.04
3327.08
5705.38; 5705.40; 5705.41; 5705.412
Ohio Const. VIII, § 2e
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PURCHASING PROCEDURES
Monies under the jurisdiction of the Board may not be expended except upon a warrant drawn
against a specific appropriation and against a specific fund. Therefore, no contract or purchase
order for the expenditure of money will be made unless there is attached to it a certificate of the
Treasurer certifying that the amount required to meet the contract or purchase order has been
appropriated and is in the treasury, or is in the process of collection, and is free from previous
encumbrance.
Any contract or purchase order issued without such a certificate attached is void, except as the
law allows later issuance within 30 days of the certificate and except that, if the amount involved
is less than $1,000, the Treasurer may authorize it to be paid without the ratification or
affirmation of the Board. Under certain conditions, the law also allows the Treasurer to issue
blanket certification, subject to limitations of time and amount as set by law.
Purchasing procedures are designed to ensure the best possible price for the desired products and
services. Procedures for purchasing are developed to require that all purchases are made on
properly approved purchase orders and that, for items not put up for bid, price quotations are
solicited.
In compliance with the State Use Law, the Board directs the administration to determine if
products and services needed by the Findlay Digital Academy may be purchased from the Ohio
Industries for the Handicapped. If applicable and convenient, the Findlay Digital Academy will
purchase products and/or services from the OIH.
Special arrangements may be made for ordering perishable and emergency supplies.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REFS.: ORC 3313.46
3327.08
5705.41; 5705.412; 5705.44
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EXPENSE REIMBURSEMENTS
Attendance at professional meetings by Findlay Digital Academy shall be governed by the
following:
•

•
•

The Professional Meeting form, provided by the administration office, shall be submitted
to the supervisor at least two (2) weeks prior to the date of the meeting. A written
approval or rejection will be returned to the applicant from the Executive
Director/Superintendent’s office.
Automobile mileage will be reimbursed at the rate of $0.45 per mile, for staff use of
private automobiles. The mileage reimbursement form must be submitted before
payment will be made.
Actual personal expenses incurred as a result of attendance at professional meetings shall
be reimbursed up to the following maximums:
o Lodging – total actual cost is reimbursable. (Receipts must be submitted.)
o Meals
• Breakfast - $4.00 }
• Lunch -$7.00 }
or $25.00 total per day
• Dinner - $14.00 }
• (Receipts must be submitted.)

•
•
•
•

•

Total costs of public transportation shall be reimbursable, including taxi fares to and from
airports, etc., and/or care rental when necessary.
Registration fee shall be a legitimate expense and totally reimbursable. When the cost of
meals in included as a registration expense or if the meeting includes a banquet as a part
of the program, the total cost of such is reimbursable.
Actual costs of tolls and parking fees are legitimate expenses.
Professional meeting within a radius of 500 miles of Findlay shall be considered an
appropriate request. Those requesting permission to attend meeting outside that
limitation may expect to bear additional costs of transportation, except as approved by the
Executive Director/Superintendent.
Attendance at professional meeting shall be authorized in accordance with the need of the
Findlay Digital Academy and within the limitations of funds appropriated for this
purpose. To accomplish this, the Executive Director/Superintendent may approve a total
maximum expenditure to a given professional meeting by a staff member. Such notice
shall be provided at the time the request is approved.

[Adoption date: May 10, 2005]
[Revision date: October 9, 2014]
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Board of Directors
Findlay Digital Academy

FORM DJ-1
FINDLAY DIGITAL ACADEMY
1. Professional Meeting Form

Name

Purchase Order #

Title of Meeting/Conference

Date(s) of Meeting

Purpose of Meeting

Location of Meeting

2.

Estimated Cost of Trip

Actual Cost of Trip

Miles
@ $0.45/mile
$
Receipts are required for all expenses listed
below:
Transportation/Air Fare/Taxi
$

Miles
@ $0.45/mile
$
Receipts are required for all expenses listed
below:
Transportation/Air Fare/Taxi
$

Lodging
Meals (Max $25.00 per day)
Registration/Meeting Fees
Parking/Tolls
Other (explain)

Lodging
Meals (Max $25.00 per day)
Registration/Meeting Fees
Parking/Tolls
Other (explain)

3.

TOTAL CLAIM

$
$
$
$
$
$

4.

TOTAL CLAIM

$
$
$
$
$
$

Signature of Employee

Date

Signature of Employee

Date

Signature of Supervisor
Approved

Date
Disapproved

Signature of Supervisor

Date

Signature of Executive Director/Superintendent
Date
Signature of Executive Director/Superintendent
Approved
Disapproved
NOTE:
•
•
•
•
•

Attach a copy of Purchase Order
Attach receipts for all expenses
Return claims within two (2) weeks after returning to work
Claims shall not include tips, gratuities, telephone charges, telegrams, or postage
Total claims shall not exceed the conference allocation for each individual or
reimbursement policy of the Findlay Digital Academy.

[Approved May 5, 2005]
[Revision date: October 9, 2014]
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Date

FORM DJ-2
FINDLAY DIGITAL ACADEMY
Findlay, Ohio
5. Monthly Transportation Statement
Date

Give Origin and Destination

Miles

I certify that this is a true statement of mileage on school business during the period
to
Employee:
Supervisor:
[Approved May 5, 2005]
[Reviewed: October 9, 2014]
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[1756]

CREDIT CARD
The Board realizes that as credit card use becomes increasingly common, clear rules must be
established regarding their use. Accordingly, the following Policy is establishing what
constitutes an acceptable use and states the procedures for using a credit card.
“Credit card” is defined to include credit cards, business check cards, and debit cards.
Credit Card Agreements must be approved by the Executive Director/Superintendent and the
Treasurer.
Acceptable Purposes
Credit Card purchases must be limited to those purchases made for the School’s benefit and for
an acceptable purpose. Acceptable purposes are those that are approved by the Board and include
the following:
•
•
•
•
•
•
•

transportation related expenses including: taxi fares, mileage, fuel, parking and other
transportation expenses;
accommodation expenses;
conference/course registration fees;
meal purchases including gratuity up to 20%;
vendor purchases, where the vendor refuses to accept other forms of payment;
student trip expenses, provided the use is necessary, preapproved by the Executive
Director/Superintendent, and properly budgeted; and
any other use that is deemed appropriate and acceptable by the Executive
Director/Superintendent.

Unacceptable Purposes
Individuals are prohibited from making unacceptable purchases.
Unacceptable purchases include, but are not limited to the following:
•
•
•
•

cash advancements/disbursements, unless approved;
the purchase of alcoholic beverages, tobacco products, and any related gratuity;
personal expenses not otherwise permitted under this Policy;
and any purchases that are not approved and/or are consistent with this policy.

If any individual uses a credit card in an unacceptable purchase, the employee will be held
financially responsible for paying the expenses and any interest incurred. Furthermore, any
employee or other representative that makes unacceptable purchases may be subject to
disciplinary action and may have his/her credit card privileges revoked.
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Tax Exempt Forms
As a tax-exempt entity, the School does not pay State or local taxes regarding any purchase made
pursuant a School purpose. All purchases on behalf of the School shall inform the merchant that
the purchase is for “Official School Business” and that the purchase is tax exempt. If the
merchant refuses to waive the State and local taxes, the purchaser is required to present a tax
exempt form to the merchant. If the merchant still refuses to waive the State and local taxes after
presenting the form, the purchase may still be made.
All authorized persons are required to carry a suffcient number of tax exempt forms so that such
a form can be presented to any merchant who refuses to waive State and local taxes regarding the
sale. Tax exempt forms may be obtained from the Treasurer or Principal.
Credit Card Use Procedures
All School employees and other representatives shall strictly adhere to the following rules and
guidelines.
•
•

•
•
•

•

The credit card will be used primarily by the Treasurer, Executive
Director/Superintendent, Principal and in emergency situations by other Findlay Digital
Academy personnel provided that prior written consent is given by the Treasurer.
The employee shall be responsible for the credit card’s safe storage while the credit card
is in his/her possession to avoid loss of the card and to avoid any unauthorized charges. If
the card is lost or stolen, the employee shall immediately inform his/her immediate
supervisor and the Executive Director/Superintendent.
The employee shall make every attempt to have the State and local taxes waived
regarding a purchase, including notifying the merchant that the purchase is for “Official
School Business” and presenting a tax exempt form.
The employee shall return the credit card to the Executive Director/Superintendent as
soon as reasonably practicable following the credit card purchases.
The employee shall request and maintain all receipts and appropriate documentation
regarding all purchases made with the credit card. All receipts and documentation shall
be presented to the Executive Director/Superintendent as soon as reasonably practicable,
but not later than five (5) days after the purchase. If the receipt is not presented within
this time, the employee may be held responsible for payment of the purchase, the
associated interest and expenses.
All credit card payments shall be made through the office of the Treaurer. The Treasurer
shall monitor and reconcile all credit card activity each month.
[Adoption date: October 9, 2014]
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EDUCATION MANAGEMENT INFORMATION SYSTEM
(EMIS)
The Findlay Digital Academy will comply with all reporting required by the state’s Education
Management Information System.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]

LEGAL REFS: ORC 3301.0714
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SCHOOL PROPERTIES DISPOSAL
The Board directs the Executive Director/Superintendent to review the property of the Findlay
Digital Academy periodically and to dispose of that material and equipment which is obsolete in
accordance with the terms of this property.
Instructional Material
The Findlay Digital Academy reviews instructional materials (i.e. textbooks, library
books, manuals, support materials, etc.) periodically to determine the relevance of such
materials to the present world and instruction programs. Should the instructional
materials be deemed no longer unusable, the following criteria are used to determine
possible disposal:
▪
▪
▪
▪

copyright date 10 or more years old;
concepts or content do not support the current goals of the curriculum;
information not current or
worn beyond salvage.

Equipment
The Findlay Digital Academy inspects the equipment used in the instructional program
periodically to determine the condition and usability of such equipment in the current
educational program. Should the equipment be deemed no longer serviceable or
usable, the following criteria are used to determine possible disposal:
▪
▪
▪
▪
▪

repair parts no longer readily available;
repair records indicate no usable life remaining;
obsolete and/or no longer contributing to the educational program;
some potential for sale or
creates a safety or environmental hazard.

Disposition
The Executive Director/Superintendent is authorized to dispose of obsolete
instructional and other property by selling it to the highest bidder, by donation to
appropriate parties or by proper waste removal. Disposal of surplus property purchased
with federal funds shall be disposed of in accordance with federal guidelines.
[Adoption date: May 10, 2005]
[Reviewed: October 9, 2014]
LEGAL REF.:

ORC 3313.40; 3313.41
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ABSENCE OF THE TREASURER
Pursuant to ORC Section 3313.23, if the Board determines the Treasurer is incapacitated such
that he/she is unable to perform the duties of his/her job, the Board may, by majority vote of its
members, appoint a person to serve in his/her place pro tempore. During any such period of
incapacitation, the Treasurer may be placed on a leave of absence. The Treasurer pro tempore
shall perform all the duties and functions of the Treasurer and shall serve until the Board, by
majority vote of its members, determines the Treasurer's incapacity is removed or until the
expiration of the Treasurer's contract of employment, whichever occurs sooner. The treasurer pro
tempore may be removed at any time for cause by a two-thirds vote of the members of the
Board. The compensation of the Treasurer pro tempore shall be fixed by the Board. The
Treasurer pro tempore shall execute a bond immediately after his/her appointment in accordance
with ORC Section 3313.25.
The Board shall determine whether the Treasurer is incapacitated based on any medical report or
statement received from (A) his/her physician, or (B) the District's school physician. If the
Treasurer is absent or sick more than ten (10) consecutive scheduled work days or establishes an
ongoing pattern of intermittent absenteeism, the Board may require medical verification of
his/her capacity to serve. In the event of a dispute over such capacity between the Treasurer's
physician and the District's school physician, a third opinion from a qualified physician will be
sought, at Board expense, which third opinion shall be deemed determinative. The failure or
refusal of the Treasurer to cooperate in obtaining medical verification of his/her capacity may be
taken into account by the Board in making a decision on the question of his/her capacity under
this Policy. The Treasurer may request a hearing before the Board on any action taken under this
Policy with respect to his/her capacity, and shall have the same rights at any such hearing as are
granted to a teacher in a Board hearing under ORC Section 3319.16.

[Adoption date: October 9, 2014]
LEGAL REF: ORC 3313.24; 3313.25; 331916
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File: DP
STUDENT FEES, FINES AND CHARGES
The Board may levy certain charges to students to facilitate the utilization of adequate,
appropriate learning materials used in the course of instruction. Fees for these materials and
supplies will be established at the beginning of every school year and may vary as the cost of
materials and supplies fluctuates. A charge shall not exceed the combined cost of the materials
used, freight and/or handling charges, and normal add-on for loss. Money received from resale of
such materials shall be deposited as required by statute and accurate accounting of all
transactions returned to the treasurer.
The Board directs the superintendent, treasurer and/or designee to prepare a schedule of fees for
materials to be used in courses of instruction and also a schedule of charges that may be imposed
for damage to school property (which could include books and other school property).
The district does not charge students eligible for free and reduced lunch under the national
school lunch act or child nutrition act, a fee for any materials needed to participate fully in a
course of instruction. Any fees charged to students eligible for free and reduced lunch under the
national school lunch act or child nutrition act will be charged in compliance with state and
federal law. This exception only applies to recipients of free lunch and not for students who
receive reduced lunch. However, if the district determines that a student is in serious financial
need, it may choose to provide any and all such materials at reduced rates or free of charge. This
provision does not apply to extra-curricular activities, student enrichment programs or career and
technical education, tools, equipment, materials necessary for work-force readiness training in
our Millstream program.
Fines
When school property, equipment or supplies are damaged, lost or taken by individuals, a fine is
assessed. The fine is reasonable, seeking only to compensate the school for the expense or loss
incurred. Free lunch eligibility does not exempt a student from paying fines or damage to school
property.
The late return of books, borrowed books, or materials from the school libraries is subject to
appropriate fines. All fines collected are sent to the treasurer for deposit into the general fund of
the Board of Education.
Collection of Student Fines and Fees
The administration may establish procedures for collection of student fees and fines.
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In accordance with RC 3313.642, failure to pay fees and fines may result in the withholding of
grades and credits and will not be made available to any student, graduate or anyone requesting
the same on his or her behalf until all fees and fines for that student have been paid in full, except
where required by law. In the event that the above course of action does not result in the fees
being collected, the Board authorizes the superintendent and/or treasurer to take action with the
student and/or parents even to the recourse of small claims court for collection.
Nothing in this policy restricts the right of access of a parent or student to school records or to
receive copies of such records as required by federal and state laws. The principal will advise
parents of fees due at the beginning of the school year.
[Adoption date: October 9, 2014]

LEGAL REF; ORC 3313.642
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EXHIBIT 5:
Management and Administrative Plan
for the
FINDLAY DIGITAL ACADEMY
A CONVERSION COMMUNITY SCHOOL

Governing Authority
The governing authority of the SCHOOL is the Findlay Digital Academy Board of Directors
("Board of Directors"). The Board of Directors is responsible for:
➢ helping create, approve, and monitor the SCHOOL's annual budget
➢ developing policies to guide the operation of the SCHOOL
➢ securing funding for the SCHOOL
➢ maintaining a commitment to the vision, mission, and belief statements of the
SCHOOL and the children it serves.
➢ carrying out the provisions of the Successor Contract.

School Management and Administration: The SCHOOL's Executive Director, who is the chief
operating officer of the SCHOOL, has primary responsibility for day-to-day operations of the
SCHOOL. The Executive Director oversees and coordinates the daily operation and management
of the SCHOOL. The Executive Director also serves as a liaison between the SCHOOL and the
SPONSOR, as well as between the SCHOOL and its contractors, including TRECA.

Employees
As a conversion community school, all employees, if any, of the SCHOOL who were previously
members of a recognized bargaining unit of the SPONSOR remain members of that unit and are
entitled to all the rights, compensation, and benefits thereunder. New employees of the
SCHOOL who were not previously members of a recognized bargaining unit of the SPONSOR
shall likewise become members of the appropriate bargaining unit of the SPONSOR and shall
be entitled to all rights, compensation, and benefits thereunder.
Personnel employed by the SCHOOL who do not qualify for membership in a bargaining unit
shall be governed by the personnel policies adopted by the Board of Directors for non-bargaining
unit personnel.
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Employee Health and Other Benefits
Employees who are members of a SPONSOR
bargaining unit shall receive the applicable benefit package. Unless otherwise approved by the
SPONSOR, the SCHOOL endeavors to offer other employees the same benefit package as
comparable employees of the SPONSOR, participating in the benefit programs of the SPONSOR
to the extent reasonably possible.
Sick leave accrued as a SPONSOR employee may be utilized by that employee in the SCHOOL
in accordance with Section 3314.10 of the Ohio Revised Code.
Disposition of Employees If Successor Contract Not Renewed In the event that this
Successor Contract is terminated or not renewed pursuant to Section 3314.07, the SCHOOL shall
have no further contractual obligation to employees, except as may otherwise be provided in the
individual contract of employment. The SPONSOR shall reemploy its former employees who
are within the three-year leave of absence period prescribed by Section 3314.10 of the Ohio
Revised Code in accordance with the SPONSOR’s policy concerning the same. Otherwise,
reasonable efforts will be made to out-place the SCHOOL's employees. However, nothing in
this paragraph shall be construed as creating an expectancy of continued employment by the
SCHOOL or the SPONSOR.
Teacher Qualifications
All teachers are certified/licensed as required by law. In instances
where temporarily certified/licensed teachers are used, those individuals must work toward
appropriate certification in order to continue teaching at the SCHOOL. Teachers are sought who
have an interest in, and have the skills needed to, serve the particular needs of the target student
population. Teachers must also have, or be willing to acquire, skills related to the educational
program of the SCHOOL, including those related to specialized technologies employed in the
educational program.

In the Event of Financial Difficulty or School Closure
In the event that the SCHOOL experiences financial difficulties that threaten the continued
operation of the SCHOOL, the SCHOOL and SPONSOR shall seek collaborative strategies for
remedying such difficulties. If the parties are unable to agree on such strategies or if the strategies
fail to alleviate the problems within a ninety day period, the SPONSOR may intervene in the
operations of the SCHOOL and may require the SCHOOL to reduce expenses and/or increase
revenues through actions which may include but need not be limited to the following: joint
operation and staffing of the SCHOOL by the SCHOOL and SPONSOR on a temporary or longterm basis, limitation or expansion of enrollment, modification of the SCHOOL’s mission, changes
in the ages or grade levels served by the SCHOOL, changes in the focus of the curriculum or range
of educational offerings, and assignment of students for a portion or all of the school day to classes
operated by the SPONSOR, among other actions. At its discretion and as permitted by law, the
SPONSOR may grant or loan funds and other resources to the SCHOOL. Other resources within
the community and elsewhere shall also be sought and an educational foundation may be
established. If the financial difficulties are not resolved to the satisfaction of both parties through
collaborative efforts or otherwise, or if the SCHOOL anticipates closure or actually closes prior to
the end of a school year for any reason, the SPONSOR shall assist in the transition of employees
as provided herein; and the professional staff of SPONSOR shall assist the students of the
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SCHOOL in transitioning to the schools of the SPONSOR or, alternatively, in identifying and
transitioning to other schools. The parties shall cooperate to ease the transition of, and minimize
any adverse effects upon, the students and employees of the SCHOOL.

Resolution of Disputes Between the SCHOOL and the SPONSOR
If, through the informal processes of discussion and negotiation, the Board of Directors and the
SPONSOR are unable to resolve differences arising from the operation of the SCHOOL or the
interpretation of this Successor Contract, either party may request the services of a mediator
appointed by the Federal Mediation and Conciliation Service (FMCS) in accordance with the
regular procedures of that Service. If, sixty (60) days after the mediation process is commenced,
the parties are still unable to reach agreement, the parties may, by mutual consent, proceed to
binding arbitration of the dispute. Such arbitration shall be conducted by an arbitrator selected by
mutual agreement of the parties or, if the parties are unable to agree on such selection, by an
arbitrator appointed by the FMCS in accordance with its regular procedures. Any fees required by
the FMCS or the arbitrator shall be borne by the parties equally; otherwise, each party shall bear
its own costs. If the parties, after the failure of the mediation process described above, do not
mutually agree to proceed to binding arbitration, each shall then be left to whatever legal remedies
may exist under law.
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EXHIBIT 6:
Assessment and Accountability Plan
for the
FINDLAY DIGITAL ACADEMY
A CONVERSION COMMUNITY SCHOOL

The SCHOOL shall assess student achievement, and the success of the SCHOOL's performance
shall be evaluated, according to the academic and other goals and methods of measurement
described below, among others, giving due consideration to the academic achievement of students
at the time they enter the SCHOOL and circumstances extrinsic to the SCHOOL that may affect
the performance of the students while enrolled. These goals and methods of measurement may be
augmented or modified from time to time by the SCHOOL subject to the approval of the
SPONSOR.

Academic Assessment and Accountability
Assessment System
The SCHOOL shall use traditional assessment tools to determine achievement levels of individual
students, independent of conventional grade-level designations. The goal is to advance each
individual student to higher levels of performance in each subject area. State achievement and
diagnostic tests are administered, and off-year assessment may be conducted through use of other
standardized tests. Other assessment tools are utilized in order to facilitate interventions, and
modifications of instruction that will enhance the success of the students. The administrative team
will monitor the instructional process so that appropriate modifications occur.
Participation in Testing and Assessments
Statewide mandated achievement tests, diagnostic assessments, or other tests or assessments
(including any required to determine value-added progress) will be administered as required by
law. Unless exempted by law, students will be required to participate in tests and assessments
applicable to them. Students who do not participate in the tests for two consecutive years can be
removed from the academy.
Academic Goals and Accountability
The SCHOOL and the SPONSOR recognize that state law requires this SUCCESSOR
CONTRACT to include performance standards, including but not limited to all applicable report
card measures and the academic goals to be achieved and the method of measurement that will be
used to determine progress toward these goals, which shall include the statewide achievement
assessments. Accordingly, the PARTIES agree to the following Primary Measures and Secondary
Measures.
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For purposes of renewal, the SCHOOL will meet minimum academic expectations for renewal if
it Achieves Standards in Primary Measures. The SCHOOL Achieves Standards in Primary
Measures if:
(1) for each Primary Indicator, the SCHOOL “meets standards” or “exceeds standards” for
all academic years in the Term, or
(2) for each Primary Indicator, SCHOOL “meets standards” or “exceeds standards” for
each Indicator for the two most recent academic years in the Term.
The Parties recognize and agree that the SCHOOL’s inability to Achieve Standards in a Primary
Measure does not prohibit renewal. If the SCHOOL does not Achieve Standards, the SPONSOR
may grant renewal provided the SCHOOL implements a Corrective Action Plan agreed to by the
PARTIES.
Secondary Measures are considered for renewal. If the SCHOOL does not “meet” or “exceed”
standards for each Secondary indicator for a majority of the years in the Term, the SPONSOR may
condition Renewal on the SCHOOL implementing a Corrective Action Plan.

55

Primary
Indicator
Graduation
Rate
(Combined).

Primary Measures
Exceeds
Meets
Does Not Meet
Standards
Standards
Standards
40% and above. 12-39.9%.
2.5-11.9%.

Falls Far Below
Standards
2.49% and
below.

Graduation
Rate (4 year).

36% and above.

8.0-35.9%.

2.5-7.9%.

2.49% and
below.

Graduation
Rate (5 year).

40% and above.

12-39.9%.

2.5-11.9%.

2.49% and
below.

Graduation
Rate (6 year).

40% and above.

12-39.9%.

2.5-11.9%.

2.49% and
below.

Graduation
Rate (7 year).

40% and above.

12-39.9%.

2.5-11.9%.

2.49% and
below.

Graduation
Rate (8 year).

40% and above.

12-39.9%.

2.5-11.9%.

2.49% and
below.

Graduation
Rate
(Combined) vs.
Similar
Schools1.

Ranked in the
top 40th
percentile in
graduation rate.

Ranked in the
top 40.1th - 60th
percentile in
graduation rate.

Ranked in the
top 60.1th –
80th percentile
in graduation
rate.

Ranked in the
bottom 20th
percentile
(80th- 100th
percentile).

Graduation
Rate
(Combined) vs.
All Ohio
Dropout
Recovery
Schools.

Ranked in the
top 40th
percentile in
graduation rate.

Ranked in the
top 40.1th - 60th
percentile in
graduation rate.

Ranked in the
top 60.1th –
80th percentile
in graduation
rate.

Ranked in the
bottom 20th
percentile
(80th- 100th
percentile).

1

Similar Schools include: Accelerated Academy, Eagle Academy, Polly Fox Academy, Townsend Community
School, TRECA Digital Academy.

56

Secondary
Indicator
Achievement
(High School
Test Passage
Rate).
Gap Closing
(Annual
Measurable
Objectives).
Progress.

Overall School
Rating.
Graduation Rate
(4 year) vs.
Similar Schools.
Graduation Rate
(5 year) vs.
Similar Schools.
Graduation Rate
(6 year) vs.
Similar Schools.
Graduation Rate
(7 year) vs.
Similar Schools.

Exceeds
Standards
50% and
higher.
Exceeds
standards on
state report
card.
Exceeds
standards on
state report
card.
Exceeds
standards on
state report
card.
Ranked in the
top 40%.

Ranked in the
top 40th
percentile in
graduation
rate.
Ranked in the
top 40th
percentile in
graduation
rate.
Ranked in the
top 40th
percentile in
graduation
rate.

Secondary Measures
Meets
Does Not Meet
Standards
Standards
32-49.9%.
25-31.9%.

Meets
standards on
state report
card.
Meets
standards on
state report
card.
Meets
standards on
state report
card.
Ranked in the
top 40.1th 60th percentile
in graduation
rate.
Ranked in the
top 40.1th 60th percentile
in graduation
rate.
Ranked in the
top 40.1th 60th percentile
in graduation
rate.
Ranked in the
top 40.1th 60th percentile
in graduation
rate.
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Falls Far Below
Standards
24.9% and
below.

Does not meet
standards on
state report
card.
Does not meet
standards on
state report
card.
Does not meet
standards on
state report
card.
Ranked in the
top 59.9-80%.

N/A

Ranked in the
top 60.1 - 80%
percentile in
graduation
rate.
Ranked in the
top 60.1 - 80%
percentile in
graduation
rate.
Ranked in the
top 60.1 - 80%
percentile in
graduation
rate.

Ranked in the
bottom 20th
percentile
(80th- 100th
percentile).
Ranked in the
bottom 20th
percentile
(80th- 100th
percentile).
Ranked in the
bottom 20th
percentile
(80th- 100th
percentile).

N/A

N/A/

Ranked 80.1%
- 100%.

Graduation Rate
(8 year) vs.
Similar Schools.
Student
Attendance.
Student
Attendance –
(Economically
Disadvantaged).
Student
Attendance –
Students
(Male).
Student
Attendance –
Students
(Female).

Ranked in the
top 40th
percentile in
graduation
rate.
70%
attendance
rate.
70%
attendance
rate.

Ranked in the
top 40.1th 60th percentile
in graduation
rate.
60-69.9%
attendance
rate.
60-69.9%
attendance
rate.

Ranked in the
top 60.1 - 80%
percentile in
graduation
rate.
50-59.9%
attendance
rate.
50-59.9%
attendance
rate.

Ranked in the
bottom 20th
percentile
(80th- 100th
percentile).
49.9% or lower
Attendance
rate.
49.9%
attendance rate
or lower.

70%
attendance
rate.

60-69.9%
attendance
rate.

50-59.9%
attendance
rate.

49.9%
attendance rate
or lower.

70%
attendance
rate.

60-69.9%
attendance
rate.

50-59.9%
attendance
rate.

49.9%
attendance rate
or lower.
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Secondary Measures – Mission Specific
The following student measures are additional academic and nonacademic indicators of
student performance based on the SCHOOL’s mission.
The School will administer an annual survey to students that ask the following questions.
In responding to the questions, the student should have the options: strongly agree, agree,
neither agree nor disagree, disagree, strongly disagree, and not applicable.
Secondary
Indicator
Mission Specific:
Students develop
good work
habits such as
being
responsible, on
time, &
disciplined.
Mission Specific:
Students develop
values of hard
work, honesty,
and tolerance of
others.

Exceeds
Standards
More than
50% of
students
“agree” or
“strongly
agree” with
this statement.

Meets
Standards
45-50% of
students
“agree” or
“strongly agree”
with this
statement.

Does Not Meet
Standards
40-44.9% of
students
“agree” or
“strongly agree”
with this
statement.

Falls Far Below
Standards
Less than 40%
of students
“agree” or
“strongly
agree” with this
statement.

More than
50% of
students
“agree” or
“strongly
agree” with
this statement.

45-50% of
students
“agree” or
“strongly agree”
with this
statement.

40-44.9% of
students
“agree” or
“strongly agree”
with this
statement.

Less than 40%
of students
“agree” or
“strongly
agree” with this
statement.

Mission Specific:
Students use
technology to
find, organize,
and present
information.

More than
50% of
students
“agree” or
“strongly
agree” with
this statement.
More than
50% of
students
“agree” or
“strongly
agree” with
this statement.
More than
70% of
students mark
“yes.”

45-50% of
students
“agree” or
“strongly agree”
with this
statement.

40-44.9% of
students
“agree” or
“strongly agree”
with this
statement.

Less than 40%
of students
“agree” or
“strongly
agree” with this
statement.

45-50% of
students
“agree” or
“strongly agree”
with this
statement.

40-44.9% of
students
“agree” or
“strongly agree”
with this
statement.

Less than 40%
of students
“agree” or
“strongly
agree” with this
statement.

50-69.9% of
students mark
“yes.”

40-49.9% of
students mark
“yes.”

Less than 40%
of students
mark “yes.”

Mission Specific:
Students
establish both
personal and
career goals.
Satisfaction:
“Would you
recommend
Findlay Digital
Academy.”
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Exit Goals
The SCHOOL expects its students to be competent in basic skills, to be able to apply them to real
life situations, to be intelligent decision makers, and ultimately, to be contributing members of
society.
To enhance students’ readiness for the working world and for contributing to a democratic society,
the SCHOOL has established the following Exit Goals for SCHOOL graduates:
Graduates should:
➢ Have the requisite academic skills;
➢ Understand and be able to use extensive teaming and problem-solving skills both
in the workforce and in life;
➢ Be trained in skills necessary to become lifelong learners;
➢ Have a thorough knowledge of computer skills and the processes that allow for
their real-life application;
➢ Have demonstrated high ethical standards in the submission of work;
➢ Have demonstrated work-readiness skills including a strong work ethic, punctuality
and timeliness, excellent attendance, and reliability.
In order to graduate, students must have completed a minimum of 20 units of instruction and have
passed all parts of the Ohio Graduation Test, or earned the necessary points on the End of Course
Exams (AIR tests) unless excused from passing the Mandatory State Tests through an IEP.
Students are also required to take the ACT and participate in MAP testing. Students will be
required to successful pass any tests required by ORC.
Graduation Requirements. In order to graduate, students must have completed a minimum of 20
units of instruction and have passed all parts of the Ohio Graduation Test unless excused from
passing the Ohio Graduation Test through an IEP.
The following course work must also be completed for students in Classes of 2014 and beyond:
English
4 units
Math
4 units
Science
3 units
Social Studies 3 units with ½ unit of U.S. History and ½ unit of U.S Government
Physical Ed 1/2 unit
Health
1/2 unit
Fine Arts/Technology 1 unit
Electives
4 units (which includes ½ unit of Financial Literacy)
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Subject to the approval of the SPONSOR, the SCHOOL may from time to time augment the
requirements for graduation.

Fiscal Performance
Auditor reports, cash flow statements, enrollment and other relevant reports shall be made
available for review.
Indicator

Exceeds
Standards

Meets
Standards

Does Not Meet
Standards

Falls Far Below
Standards

Cash Flow.

Cash flow is
positive for the
two most recent
years.

Cash flow is
positive for at
least one of the
two most recent
years.

Cash flow is not
positive for at
least one of the
two most recent
years.

Cash flow is
negative for the
last three
consecutive
years.

Ratio of Assets
to Liabilities.

Ratio is greater
than or equal to
1.1 for at least
the two most
recent years.

Ratio is
between 1.0
and 1.1 for at
least the most
recent year.

Ratio is below
1.0 for either
(A) the most
recent year or
(B) the two
most recent
years out of
three years.

Ratio is .9 or
less (A) for the
most recent
year or (B) 2 of
the 3 most
recent years.

Enrollment:
Predicted vs.
Actual
Enrollment.

Enrollment is
within 90% of
budgeted
enrollment.
No findings for
recovery,
noncompliance
citations,
questioned
costs, or
material
weaknesses.

Enrollment is
within 7579.9% of
budgeted
enrollment.
Audit contains
multiple
findings for
recovery,
noncompliance
citations,
questioned
costs, or
material
weaknesses.

Enrollment is
less than 75%
of budgeted
enrollment.

Results of
Audits by the
Auditor of
State.

Enrollment is
within 8089.9% of
budgeted
enrollment.
Audit contains a
finding for
recovery,
noncompliance
citations,
questioned
costs, or
material
weaknesses,
but the School
resolved the
issue timely.
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Audit contains
multiple
findings for
recovery,
noncompliance
citations,
questioned
costs, or
material
weaknesses for
consecutive
years.

Operational Performance
Operational Performance
Meets Standards Does Not Meet
Standards

Indicator

Exceeds
Standards

During the
Contract’s term,
has the School
materially
complied with
the educational
program
described in the
Contract?

The School has
complied with
the material
terms in the
educational
program.

The School has
not complied
with all material
terms in the
educational
program, but has
remedied
deficiencies in a
timely manner.

The School has not
complied with all
material terms in
the educational
program, has made
efforts to remedy
deficiencies, but
remedies are not
timely.

The School has
failed to
implement the
educational
program
described in the
Contract and has
not made efforts
to remedy
deficiencies.

Number of meetings
held, where quorum
is met.

6 meetings.

5 meetings.

4 meetings.

3 meetings.

Did the School
protect students
pursuant to Ohio
law?

The School
materially
complies with all
applicable laws
and the Sponsor
Contract
regarding:
- Policies and
practices related
to admissions,
lottery, and
orientation
- Policies and
practices related
to discipline of
students
-Accommodations
for students
requiring special
education
- Conferences with
parents /
students.

The School
materially
complies with all
applicable laws
and the Sponsor
Contract
regarding:
- Policies and
practices related to
admissions,
lottery, and
orientation
- Policies and
practices related to
discipline of
students
-Accommodations
for students
requiring special
education
- Conferences with
parents / students,
but has remedied
deficiencies in a
timely manner.

The School
materially complies
with all applicable
laws and the
Sponsor Contract
regarding:
- Policies and
practices related to
admissions, lottery,
and orientation
- Policies and
practices related to
discipline of
students
-Accommodations
for students
requiring special
education
- Conferences with
parents / students
and the School has
made efforts to
remedy deficiencies,
but remedies are not
timely and/or
effective.

The School
materially
complies with all
applicable laws
and the Sponsor
Contract
regarding:
- Policies and
practices related
to admissions,
lottery, and
orientation
- Policies and
practices related
to discipline of
students
-Accommodations
for students
requiring special
education
- Conferences with
parents / students
and the School has
not made efforts
to remedy
deficiencies.
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Falls Far Below
Standards

EXHIBIT 7:
High Stakes Review
for the

FINDLAY DIGITAL ACADEMY
A CONVERSION COMMUNITY SCHOOL

This High Stakes Review is part of the Contract Renewal process and is to take place prior to
contract renewal. The High Stakes Review is a rigorous evaluation of the School’s performance
over the entire term in five areas: Academic Performance, Finance, School Operations, and
Governance.
The High Stakes Review contains five parts. Parts I- Parts IV correspond with measures and
standards identified in the Exhibit 6, Assessments and Accountability. Part V contains additional
questions regarding the SCHOOL’s Governance. As these questions are not included as
Assessments, measures and standards are included.
For Part I, the High Stakes Review asks “Did the School Achieve Standards”? This is based on
how the term “Achieve Standards” is defined in Exhibit 6.
For Part II, the High Stakes Review asks the Reviewer to identify Overall Performance. Overall
Performance is met if the SCHOOL “meets standards” or “exceeds standards” for a majority of
the academic years in the Term, or if the SCHOOL “meets standards” or “exceeds standards” for
specific Indicator for the two most recent academic years in the Term.
For Parts III, IV, and V, the High Stakes Review asks the Reviewer to identify Overall
Performance. Overall Performance is met if the SCHOOL “meets standards” or “exceeds
standards” for all academic years in the Term, or if the SCHOOL “meets standards” or “exceeds
standards” for the specific Indicator for the two most recent academic years in the Term.
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Part I: Primary Student Performance
1. Annual Graduation Rate
4 Year
5 Year
6 Year
7 Year
8 year
Rate Standard Rate Standard Rate Standard Rate Standard Rate Standard
2018-19
2019-20
2020-21
Term –Did
the School
Achieve
Standards?

2. Graduation Rate - Comparison
Combined Graduation Rate
Findlay Digital Academy
Similar Schools
Rate

Performance
Standard

Percentile

2018-2019
2019-2020
2020-2021
Term –Did
the School
Achieve
Standards?
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Performance
Standard

All Dropout Recovery
Schools
PerPerformance
centile
Standard

Part II: Secondary Student Performance Measures
1.

Achievement (High School Test Passage Rate)
Rate

Performance
Standard

2018-2019
2019-2020
2020-2021
Overall Performance.

2.

Gap Closing (Annual Measurable Objectives)
Rate

Performance
Standard

Rate

Performance
Standard

Rating

Performance
Standard

2018-2019
2019-2020
2020-2021
Overall Performance.

3.

Progress

2018-2019
2019-2020
2020-2021
Overall Performance.

4.

Overall School Performance

2018-2019
2019-2020
2020-2021
Overall Performance.

5.

Graduation Rate vs. Similar Schools
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4 Year
Percentile

5 Year

Perf.
Standard

Percentile

Perf.
Standard

6 Year
Percentile

7 Year

Perf.
Standard

Percentile

Perf.
Standard

8 year
Percentile

Perf.
Standard

Overall Performance.

1819
1920
2021

6.

Attendance Rate
Overall

Economically
Disadvantaged
Rate Performance Rate Performance
Standard
Standard

Overall
Performance.

20182019
20192020
20202021
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Male
Rate Performance Rate
Standard

Female
Performance
Standard

7.

Mission Specific – Student Survey Feedback
Students develop
good work habits
such as being
responsible, on
time, & disciplined
Percent

Performance
Standard

Students develop
values of hard
work, honesty,
and tolerance of
others
Percent

Performance
Standard

Students use
technology to find,
organize, and
present
information
Percent

Performance
Standard

Students establish
both personal and
career goals

Percent

Performance
Standard

2018-2019
2019-2020
2020-2021
Overall
Performance.
8.

Satisfaction: Student Survey Feedback - “Would you recommend Findlay Digital
Academy”

Year
Percent
2018-2019
2019-2020
2020-2021
Overall Performance.

Performance Standard
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Part III: Fiscal Performance / Financial Viability
1.

Cash Flow

Year
Perf. Standard
2018-2019
2019-2020
2020-2021
Overall performance.

2.

Ratio of Assets to Liabilities

Year
Perf. Standard
2018-2019
2019-2020
2020-2021
Overall performance.

3.

Description / Notes

Enrollment Predicted vs. Actual Enrollment

Year
Perf. Standard
2018-2019
2019-2020
2020-2021
Overall performance.

4.

Description / Notes

Description / Notes

Result of Audits by Auditor of State

Year
Perf. Standard
2018-2019
2019-2020
2020-2021
Overall performance.

Description / Notes
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Part IV: Operational Performance
1.

Material Compliance

Year
Perf. Standard
2018-2019
2019-2020
2020-2021
Overall performance.

2.

Meetings Held / Quorum

Year
Perf. Standard
2018-2019
2019-2020
2020-2021
Overall performance

3.

Description / Notes

Description / Notes

Did the School Protect Student Pursuant to Ohio Law

Year
Perf. Standard
2018-2019
2019-2020
2020-2021
Overall performance.

Description / Notes

69

Part V: Governance
1.

Governing Authority Duties

Measure
During the
Contract’s
Term, did the
Governing
Authority
understand and
complete its
duties?

Term
Overall
performance.

Exceeds
Standard
N/A

Meets
Standards
Governing
Authority
meetings
complied with
Open Meeting
requirements,
observed rules
of order, and
demonstrated
appropriate
levels of
oversight.

Perf. Standard

Notes
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Does Not Meet
Standards
Governing
Authority
meetings met
two of the
three: complied
with Open
Meeting
requirements,
observed rules
of order, and
provided
appropriate
levels of
oversight.

Falls Far Below
Standards
Governing
Authority
meetings met
one or met
none of the
following:
complied with
Open Meeting
requirements,
observed rules
of order, and
demonstrated
appropriate
levels of
oversight.

2.

Governing Authority Trainings.

Pursuant to O.R.C. §3314.037 and effective February 1, 2017, the members of the governing
authority of a community school are required to complete training on an annual basis on the public
records and open meetings laws.
Indicator

Exceeds
Standards

Meets
Standards

Does Not Meet
Standards

Falls Far Below
Standards

Did the
Governing
Authority
participate in
trainings
required by law
and/or
Contract?

The School’s
Governing
Authority
participated in
training
required by law
and in
additional
professional
development
and/or other
training
sessions.

The School’s
Governing
Authority
participated in
training
required by
law.

The School’s
Governing
Authority did
not participate
in training
required by law
for the most
recent year, but
did participate
in training in
the prior year.

The School’s
Governing
Authority did
not participate
in training
required by law
for the two
most recent
years.

Year
Perf. Standard
2018-2019
2019-2020
2020-2021
Overall performance.

Description / Notes
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EXHIBIT 8:
Closing Procedures
for the

FINDLAY DIGITAL ACADEMY
A CONVERSION COMMUNITY SCHOOL

Proper legal procedure and due process is essential to avoid controversy, or the
continuation of a SCHOOL that has been suspended or terminated. Due process is
necessary for transparency to the public and legal compliance of the SPONSOR.
Notice of Probation
The SPONSOR shall provide the SCHOOL with a Notice of Probation, and a Corrective
Action Plan will be developed. The SCHOOL will be given adequate time to compile with
the Correction Action Plan.
Notice of Suspension
If the SCHOOL does not fulfill the Corrective Action Plan, then the SPONSOR will send
the SCHOOL the Notice of Suspension. The SCHOOL will have five (5) business days to
submit to the SPONSOR a proposal to remedy the foregoing conditions cited as reasons
for the suspension, or the SCHOOL will face potential closure and/or contract termination.
Notice of Termination
If it becomes necessary to do so, the SPONSOR will send the SCHOOL the Notice of
Termination of Community SCHOOL Contract.
The SCHOOL may, within fourteen (14) days of receipt of the notice, request an informal
hearing before the SPONSOR. This request must be in writing. Upon receipt of the proper
written notice, the SPONSOR will hold an informal hearing within fourteen (14) days
thereafter. Not later than fourteen (14) days after the hearing, the SPONSOR will issue a
written decision either affirming or rescinding the decision to terminate the contract.
Community SCHOOL Closing Procedures and Assurance Form
Upon termination of the contract, by law or by contract provision all equipment, supplies,
real property, books, furniture or other assets of the SCHOOL shall be distributed in
accordance with Ohio Revised Code 3314.074. The SCHOOL will follow the ODE
Closing Procedures guidelines and the Treasurer, Governing Authority and Administrators
will remain active throughout the closure process.
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Community Schools Guidance Letter #2010-4
Effective Date: July 1, 2010
Updated: July, 2015
Community School Suspension and Closing Procedures
Objective
To provide procedures for use by a community school's governing authority , as
overseen by its sponsor/authorizer, to ensure the orderly and complete wind-up of a
community school's operations when the school suspends operations and/or closes.
Statutory Requirement for Closure
Ohio Revised Code Section 3314.015 Oversight of authorizers.
Division (E) The department shall adopt procedures for use by a community school
governing authority or authorizer when the school permanently closes and ceases
operation, which shall include at least procedures for data reporting to the department,
handling of student records , distribution of assets in accordance with section 3314.074
of the Ohio Revised Code (ORC), and other matters related to ceasing operation of the
school. A suspended school has ceased operations. To facil itate an orderly close-out,
should a suspended school fail to remedy the conditions that caused its suspension , the
guidance and checklist have been expanded to include suspended schools.
Statutory Requirement for Suspension
Ohio Revised Code Section 3314.072 Suspending operation of noncomplying
school. Suspension procedures are in place to protect the health, safety and welfare of
students when a school is non-compliant with their contract terms and state and federal
law. The conditions under which a school may be suspended, as well as the school's
procedural rights are described in ORC Section 3314.072. As soon as the sponsor
notifies the school that it is suspended , the school 's governing authority is required to
immediately notify school employees and students' parents of the suspension and
reasons for the suspension. The suspension becomes fully effective if the school 's
governing authority fails to provide the sponsor with an approvable remedy within 5
days of the suspension notice. To prevent a school from remaining in suspended status
indefinitely, without any realistic expectation of reopening, in 2013, the law was
amended to impose a date by which the contract becomes void if no approvable remedy
has been found. A school that is suspended must provide a remedy for the conditions
leading to the suspension by 9/30 of the following school year . At that point , the contract
becomes void.
Unless otherwise indicated, all steps apply during a suspension.

Expiration date : Ongoing
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Policy
Authorizers must provide and execute a plan for an orderly winding-up of a community
school's affairs when a community school is closing its doors, including when a school
suspends its operations. A school is suspended when the authorizer notifies the
department that the school is ceasing operations for the time being. A suspended
school has until September 30 th of the school year immediately following the school
year in which the operation of school was suspended to provide the authorizer with an
acceptable remedy to resume operations. Otherwise, the school's contract becomes
void on that date and it is considered closed. A school is officially closed when
instruction is no longer taking place and the governing authority or authorizer issues an
official notice which states the reason for and date of the school's closure. The
authorizer and a representative of the governing board are required to complete and
sign the Suspension & Closing Assurance Form attached to this guidance letter. The
role of the authorizer in this process is to assure that the community school's governing
authority has taken all reasonable and required actions to fully address suspension or
closing issues and/or to take those actions itself if the governing authority is no longer
able or functioning. Inasmuch as a plan for school closure is a required part of the
school's contract with the authorizer, final preparations as part of that plan should be in
place prior to the last day students are in attendance.
Guidance
This guidance provides a Suspension & Closing Assurance Form required to be
submitted by the authorizer of each closed community school. By completing this
assurance, authorizers attest that proper notifications have occurred, required data
have been submitted (or a plan is in place if data must be submitted after the close of
the school), records have been properly distributed, assets have been properly
disposed with dates recorded as indicated, a final student enrollment (FTE) review has
been conducted, and the state audit will be scheduled within 30 days of the closure.
Preferably, the FTE review will be completed within 7 business days of the school's
ceasing operations, if possible, or within 7 business days of the Area Coordinator's
notification of the school's suspension or closing by the department. Completing the
FTE review before the original student records have been sent to the district(s) of
residence is desirable. The authorizer should be aware of the school's actions to
accomplish both the FTE review and scheduling of the audit, so that if the school has
not made these arrangements in a timely fashion, the authorizer make these contacts
so that this timeline can be met.
There are five sections that comprise the community school authorizer Suspension &
Closing Assurance Form. Four sections, Initial Notifications, Student Records and
School Records; Disposition of Assets; Payments to Creditors; and Preparation of
Itemized Financials, are to be completed as soon as practicable after the closure of the
school. In the event that refunds are generated at a later date, the Authorizer shall
follow the instructions in the Preparation of Itemized Financials section and complete
the fifth section, Final Payments and Adjustments.

Expiration date: Ongoing
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If conditions delay timely submission of a completed Suspension & Closing Assurance
Form, the authorizer shall submit the Closing Assurance, noting any item which is
incomplete, and make arrangements with the Office of Quality School Choice to send in
an updated Closing Assurances at a later, expected date.

Records
Authorizers are required to see that all school records that are needed by the Ohio
Department of Education, Ohio Auditor of State, U.S. Department of Education, and
other interested entities are secured and available for completing the school's closing.
Records generally describe an account in permanent form, preserving knowledge or
information about facts, transactions, or events maintained and kept for the proper
administration of the school, and include student, staff, and administrative/financial
information. Please note the following categories and types of records should not be
considered as the entire list of documents which might be examined during a closing
procedure. Other records may be requested during an FTE review or final audit.
Student records include but are not limited to: documents normally found in permanent
record folders that are necessary for these reviews and audits, include attendance
records that detail enrollment and attendance history; grades and grade levels
achieved; transcripts, particularly for students enrolled in grades 9-12 and for graduates
of the school; proof of residency documents that identify a student's home district; two
(2) SOES reports, one with names and SSID numbers, and one with SSID numbers
only; special education folders; and other such information that may be maintained and
kept in a student permanent record folder.
Staff records include but are not limited to: employment agreement or contract; salary
and benefits information; attendance and leave information; employee licenses; LPDC
status and record of continuing education; and other such information that may be
maintained in an employee record folder.
Administrative/financial records include but are not limited to: lease or rental agreement;
deed if property is owned; inventories of furniture and equipment, including purchase
price, source of funds for payment, date purchased, and property tag number; bank and
financial reports, including all financial statements created by the fiscal officer; bank
statements and checks; schedule of unpaid debt detailing amount, vendor and date of
obligation; invoices, receipts, vouchers, and purchase orders that detail expenditures,
grant records, including detail of federal and state grant awards and final expenditure
reports, contracts; and other such information that may be maintained to serve as the
administrative/financial records for the school.
Record Retention for all school records (student, personnel, fiscal, etc.) shall be
secured by the authorizer prior to closing and shall be maintained until such time as
detailed under records retention requirements. In the case of student records, see in
particular the procedures detailed .in Initial Notifications, Student Records and School
Records on the Assurance Form. All records should be retained based on the following
federal and state requirements:

Expiration date: Ongoing
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Record retention is governed by the record retention requirements of the governing
entity's record retention requirements. The DAS site for records retention schedules can
be found here. The federal records retention schedules can be found here.
All such records are to be secured by the authorizer prior to closing and shall be
maintained until such time as detailed under records retention requirements. In the
case of student records, see in particular the procedures detailed in Initial Notifications,
Student Records and School Records on the Closing Assurance Form.

Additional Resource
The National Association of Charter School Authorizers has a helpful document
describing closure assurances which can be found here.
Add something about uploading the guidance if the school is suspended
Submit the Closing Assurance Form by uploading it into your named authorizer
folder in the document exchange, accessed through your SAFE account,
Collaboration Center
Office of Quality School Choice
Ohio Department of Education
25 South Front St., Mail Stop 307
Columbus, Ohio 43215-4183
(614) 466-7058 (Fax) (614) 466-8506

Expiration date: Ongoing
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Suspension & Closing Assurance Form
School Name:
Authorizer Name:
Suspension or Closing: _____________________

------------------------------------------------

Ohiol

Department
Education

ot

_

To the extent that the school governing authority and/or the school's fiscal officer is
unable or unwilling to execute its responsibilities in effecting an orderly suspension or
closure of the school, the authorizer shall assume part or all of such tasks to the full
extent possible.

Completion
Date

Action

1. Notify the Office of Quality School Choice that the school is
suspending or closing; within 24 hours of the action, send in the
community school's board resolution or official authorizer notice,
including the date of closing. A school is suspended or closed for
instruction when instruction is no longer taking place. A school may
have a later official closing date if closing actions such as filing final
expenditure reports or submitting EMIS data necessitate the school
maintaining a status of Inactive in OEDSR so that it can complete
these or similar actions. If a school's closing occurs as a result of
continued poor academic performance (ORC Section 3314.35 or
3314.351) often referred to as "closed by operation of law", there is
no expectation that the authorizer will send in a notice, unless the
school is closing prior to the end of the school year. In that instance,
it is expected that the authorizer will notify the Office of Quality
School Choice within 24 hours of the decision to close sooner than
the end of the academic year.
2. Provide a clear written timeline of the suspension/closing process.
3. Notify parents that the school is suspending/closing through a
formal letter from the school Governing Authority and the authorizer
superintendent or CEO within 24 hours of the action. The letter to
include but not limited to: the reason for the suspension/closing of
the school, options for enrolling in another community school,
traditional schools or nonpublic schools and contact information.

Ohio Department of Education, Office of Community Schools
education.ohio.gov
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4. Provide each parent with the location that their child's records are
being delivered.
5. Provide authorizer contact information to all parents.

6. Provide each parent with the location that their child's records are
being delivered.
7. Notify the teachers and staff that the school is closing.

8. Ensure that STRS and SERS contributions are current.
9. Clarify COBRA benefits and when medical benefits ends. In the
case in which the staff and faculty are employees of a management
company, ensure that all employees have a contact person at the
management company who will assist them through the transition.
10. Remind the faculty of their obligation to teach up to the date of
closing or otherwise determine that the school is properly staffed up
to the day of closing.
11. Ensure that each faculty member's LPDC information is current and
available to the teachers.
12. Provide authorizer contact information to all staff.
13. Notify the Ohio State Teachers Retirement System and School
Employees Retirement System.
14. Notify the Area Coordinator's office to schedule the student
enrollment/FTE review. Preferably, the FTE review should be
completed within 7 business days of the closing, if possible, or
within 7 business days of the Area Coordinator's notification of the
school's closing by the department.
15.Take control of and secure all school records, property and
assets immediately when the school suspends or closes, to the
extent possible. In the case in which the building's landlord seizes
the facility and its contents, or when a governing authority reneges
on its obligations or other unforeseen circumstances, legal action

Ohio Department of Education, Office of Quality School Choice: Community Schools
education.ohio.gov
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may be necessary. The authorizer should share any such
circumstances with the Office of Quality School Choice as quickly as
possible.
Note: The DAS site for records retention schedules can be found here.
The federal records retention schedules can be found here.
16. Put student records in order and produce transcript materials
immediately. The expectation is that records would be organized by
grade level and district of residence, with the student's name and
SSID clearly displayed.
17. If the school has graduated students, compile a list of the names
and dates of all graduates and retain that list.
18. Have copies of each list ready for the resident district receiving the
records and the authorizer.
19. Have all available IEP, enrollment and attendance records available
for the completion of the FTE closure review.
20. Prepare a list of all students (name and SSID), and the resident
district to which the student's records are to be delivered.
21. Have copies of each list ready for the resident district receiving the
records and the authorizer.
22. Make copies of all students' records and retain the copies for use by
the Auditor of State.
23. Deliver the original student records to each student's district of
residence within seven business days of the school's closure.[ORC
Section 3314.44]
24. Upon delivery, provide a list of the records given to the district
representative, and obtain the name and signature of the individual
receiving the records and the date.
Note: Special education records shall be provided directly to each
receiving school or school district's special education administrators for
all students with disabilities.

Ohio Department of Education, Office of Quality School Choice: Community Schools
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25. Provide the authorizer with an updated list indicating delivery
information.
26. Notify the Auditor of State of the school's closing/suspension and
schedule a final audit.

Please note: The numbering does not indicate a specific sequence of steps; it is
intended for ease of reference.

If the governing authority does not retain a treasurer to oversee the remaining financial
activity, the authorizer may act as or appoint a receiver to oversee the closing of the
financial records in the absence of a fiscal officer.
Keep assets separated by source of funding, state or federal, for purposes of
disposition.
Federal dollars cannot be used to pay state liabilities. Account for all school
property throughout the closing process by distinguishing state from federal
dollars.
For Federal Title and other consolidated and competitive funds, follow EDGAR
liquidation procedures in 34 CFR 80.32 including disposition for items valued at
$5,000 or greater.
For assets purchased with Federal funds that have a value of less than $5,000
and all assets purchased with state funds, follow the school's disposition plan
and track the disposition for each asset.
Note: Technology equipment received as part of the Erate program is federal property
and cannot be sold as part of the school's assets. Specific guidance on donating the
equipment can be found here.
Note: If a community school closes and ceases to operate as a community school
and the school has received computer hardware or software from the former Ohio
SchoolNet commission or the former eTech Ohio commission, such hardware or
software shall be turned over to the department of education, which shall redistribute
the hardware and software, to the extent such redistribution is possible, to school
districts in conformance with the provisions of the programs as they were operated
and administered by the former eTech Ohio commission.

Ohio Department of Education, Office of Quality School Choice: Community Schools
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27. Review the financial records of the school.
28. Establish check off list of assets including all inventory with proper
USAS codes, state codes, and the price of each item and identify the
source of funds; in the case of donated items follow the accounting
guidance.
Closure only 29. Establish the fair market (initial and amortized) value following
generally accepted business rules and in a transparent manner. The
Uniform Commercial Code offers guidelines for liquidating assets in
a commercially reasonable manner for all state purchased assets
and federally purchased assets that have a value of less than $5,000
(ORC 1309.627).
Note: Essentially, the price should be at the current price in any
recognized market at the time of disposition or otherwise consistent with
reasonable practices among dealers in the type of property subject to
disposition. The school's governing authority's capital assets policy
should also be followed.
If an asset has $0 market value and the school is planning to dispose of
the asset at a public auction, the school should still place a minimal
value on the item.
30. Identify staff that will have legal authority for payment processes
(e.g. checks, cash, credit cards, etc.).
Closure only 31. Establish disposition plan for any remaining items.
Closure only 32. Notify Office of Quality School Choice, then public media (print
media, radio) of the date, time and location of any property
disposition auction.
Closure only 33. Provide board resolutions and minutes of any assets transferred at
no cost to another school.
Closure only 34. Identify any State Facilities Commission guarantees, if applicable.

Ohio Department of Education, Office of Quality School Choice: Community Schools
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Closure only 35. Prepare documentation for disposition of the school's fixed assets.

Completion
Date

In Addition, for Assets purchased with Federal funds

Closure only 36. For all federa l program purchases that have a value of $5,000 or
greater , follow steps number 26 through 30 and 32 and EDGAR
liquidation procedures in 34 CFR 80.32.
Note: Unless otherwise described below for the Public Charter School
Program and the National School Lunch Program, all items purchased
with federal funds may be sold at auction. However, for any item with a
value of $5,000 or higher, the item must be labelled on the disposition of
assets record as having been purchased with federal dollars along with
the purchaser information (name of school or organization and contact).
Closure only 37. Public Charter School Program, if agglicable.
a. PCSP assets must first be offered to other community schools
with requisite board resolutio ns consistent with the purpose of
the PCSP.
b. If there are no takers, then an auction sale must be held to
dispose of the assets along with the state funded assets .
C. After the above steps have been taken , any remaining assets
may be offered to any public school district with documented
board resolutions by the community school and the accepting
district.
d. Provide OCS with a written report of the property, and if
available, a bill of sale.
Closure only 38. National School Lunch Program.
Cafeteria equipment purchased with funds from the National School
Lunch Program can only be liquidated through written guidance issued
by the Office for Child Nutrition (OCN). Contact OCN prior to proceeding
with any liquidation of Equipment.

In Addition, for Assets purchased with State funds

Ohio Department of Education , Office of Quality School Choice : Commun ity Schools
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Closure only 39. In addition to establishing a fair market value, track sale of items and
have supporting board resolutions for donation of items to another
community or other public school or non-profit entity.
Closure only 40 . Consistent with ORC Section 3314.051, offer real property acquired
from a public school district to that school district's board first at fair
market value. If the district board does not accept the offer within 60
days , dispose of the property in another lawful manner.

Ill. Payments to Creditors

For suspended schools, ensure that employees' salaries, STRS/SERS and IRS
obligations are current. For closing schools, the authorizer should consult with its
legal counsel prior to implementing this section to determine if there are any
outstanding federal or state claims that may need to be paid first including but not
limited to federal and state taxes, Medicare, Workers Compensation , and city wage
taxes. If applicable, provide documentation of any Workers Compensation claims.
Note: The authorizer is obligated to retain the school's financial records and should
follow the relevant state and federal records retention schedules. The DAS site for
records retention schedules can be found here. The federal records retention
schedules can be found here.
With two exceptions , noted below , utilize only state dollars, auction proceeds,
foundation dollars and any other non-federal dollars to pay creditors in the following
order:
Completion
Date

Action

41. Retirement funds of employees of the school, such as 401 (K)'s.
42. STRS/SERS/retirement systems and other adjustments - see ORC
3314.074.
NOTE: Teachers , administrators and other staff working for a
conversion community school through a contract with the sponsoring
district should be treated as employees under ORC Section 3314.074.
43. Teachers and staff

Ohio Department of Education , Office of Quality School Choice : Community Schools
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Exception: Federal dollars can be used to pay the teacher costs and
STRS/SERS/retirement costs for any employees who were paid from
federal funds when the school was open.
44. Private creditors or those entities that have secured a judgment
against the school, including audit preparation and audit costs
(prepared financials) ;
Exception: Audit preparation costs can be paid from federal funds
under certain conditions. Contact the Office of Grants Management for
specific guidance before applying any costs against federal funds to
support audit costs. Please refer to Auditor of State Bulletin 2009-011.
45. Any remaining funds shall be paid to the department of education
for redistribution to the school districts in which the students who
were enrolled in the school at the time it ceased operation were
entitled to attend school under ORC section 3313.64 or 3313.65.
The amount distributed to each school district shall be proportional
to the district's share of the total enrollment in the community
school.
If the assets of the school are insufficient to pay all persons or entities
to which compensation is owed, the prioritization of the distribution of
the assets to individual persons or entities within each class of payees
may be determined by decree of a court in accordance section
3314 .074 and Chagter 1702 of the ORC.

IV. Preparation of Itemized Financials & Documents for FTE Review
Completion
Date

Action

Review and prepare the following itemized financials:
46. Year-end financial statements, notes to the financial statements and
if applicable schedule of federal awards.
47.A cash analysis (taking the previous month's recap and reconciliation
of bank accounts to books) for determination of the cash balance as
of the closing date) .
,

Ohio Department of Education , Office of Quality School Choice: Commu nity Schools
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48. List of investments in paper hard copy format.
49 . List of all payables and indicate when a check to pay the liability
clears the bank.
50. List of all unused checks (collect and void all unused checks).
51 . List of any petty cash .
52. List of bank accounts, closing the accounts once all transactions are
cleared.
53. List of all payroll reports including taxes, retirement or adjustments
on employee contract.
54 . List of all accounts receivable.
55. List of assets and thei r disposition.
56. FTE review complete.

V. Final Payments and Adjustments
Completion
Date

Action
The authorizer shall continually monitor the condition of the closed
school and be prepared to receive or transmit funds on behalf of the
school as directed by an appropriate agency. Receipt of funds can
happen more than a year after a school 's closure, and the authorizer is
obliged to serve as the recipient of such funds and adjustments .
If the assets of the schoo l are insufficient to pay all persons or entities to
which compensation is owed, the prioritization of the distribution of the
assets to individual persons or entities within each class of payees may
be determined by decree of a court in accordance with Section 3313.074
and Chapter 1702 of the ORC.
57. Receive any funds or adjustments credited to the account of the
closed school.
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58. Determine if any portion of any funds or adjustments can be applied
to satisfy any remaining debt; payables (any money owed to
another).
59. Send all or the remaining portion to the Ohio Department of
Education, Office of Budget and School Funding, for final disposition.

The authorizer and school governing authority representative identified below certify
that all steps listed above were completed, unless otherwise noted.
School:

-----------

Governing Authority Representative ____________

Authorizer:

Date: __

-----------

Authorizer Representative: __________

Date: __

The School's governing authority and the authorizer execute the Suspension or
Closing Assurance Form and maintain it with copies sent to the Office of Quality
School Choice. Submit the Suspension & Closing Assurance Form by uploading
it into your named authorizer folder in the document exchange, accessed through
your SAFE account, Collaboration Center.
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