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Certification of Occupational Competencies (COC) - Master List

Veterinary Assistant 120Course: Year: 0910

Certificate Course-Title

Veterinary Assistant

Course Description

Prepare for employment as a beginning Veterinary Assistant in settings such as veterinary clinics, kennels, 

laboratories, shelters, and pet stores.   Instruction includes basic veterinary and medical terminology, animal behavior, 

handling and restraint techniques, nursing techniques, laboratory procedures, nutrition, safety, sanitation, and client 

service.  Worksite learning is a component of this course.  Additional costs may be required for uniforms.  Textbook 

purchase may be required.  Prerequisites:  ACE classes (FastForward & Employability Skills and Introduction to 

Computers and Medical Math) for adult students only.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance, punctuality, responsibility, and accountability practices for the classroom and 

worksite if applicable.       

Zero unexcused absences, all assignments turned in

Personal and Occupational Safety6

A Identify safety hazards commonly found in a veterinary office and/or animal health care industry.       

Students correctly list a minimum of five (5) major safety hazards to include animal handling, radiation, sharps, 

and wet floors.

B Describe initial first aid procedures for responding to bites and scratches.       

100% accuracy

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Veterinary Paraprofessional Laws and Ethics8

A Differentiate between licensed and unlicensed positions in the veterinary field, and the role and responsibilities of the 

veterinary assistant.       

100% accuracy - Written test

Veterinary Medical Terminology9

A Identify the basic word building system used in veterinary medical terminology.       

100% accuracy - Define suffix, prefix, root word, and combining vowel

B Define veterinary medical terms by breaking them into their component parts.       

Minimum 90% accuracy - Written test
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Certification of Occupational Competencies (COC) - Master List

Veterinary Assistant 120Course: Year: 0910

Occupational Competencies          (continued)

9

C Use veterinary medical abbreviations and terms both in the classroom and professional setting.       

Minimum 90% accuracy -  Test and observation checklist

Human/Animal Psychology and Grief10

A Define euthanasia and describe the basic procedures for euthanizing pets.       

100% accuracy

Restraint, Handling and Observation Skills11

A Define species commonly treated in a small veterinary practice.       

100% accuracy - Define avian, reptilian, equine, canine, and feline

B Identify the behaviors to observe for safely handling and restraining canines and felines.       

100% accuracy

C Demonstrate specific physical restraint methods for both canine and feline patients.       

100% - Teacher observation

D Demonstrate restraint for different routes of administering medication.       

100% accuracy - Minimum of five (5) restraint methods

E Identify equipment used to restrain canines and felines.       

100% accuracy - Minimum of five (5) restraint products

Sanitation and Disease Control12

A Demonstrate the proper cleaning of animal cages and other surfaces to eliminate/reduce disease transmission.       

100% accuracy - Teacher observation

Disease Transmission and Vaccinations13

A Describe the symptoms of the diseases for which canines and felines are routinely vaccinated.       

100% accuracy - Describe canines: rabies, distemper, parvo

100% accuracy - Describe felines: rabies, leukemia, panleukopenia, URIs

B Identify the sites of administration in canines and felines for administration of vaccines.       

100% accuracy

C Identify procedures for proper storage and handling of vaccination medications.       

100% accuracy

Office Procedures and Medical Records14

A Enter correct and complete client and patient information in the medical record.       

100% accuracy - Owner name, address, phone number, patient name, age, breed, sex, color, alerts

B Implement proper patient identification procedures.       

100% accuracy - Cage cards, ID bands

Physical Examination15

A Demonstrate proper technique for obtaining vital signs of an animal and compare results to normal values.       

100% accuracy - Teacher observation

B Correctly record detailed history and physical exam findings in a medical record using the SOAP format.       

100% accuracy

Basic Nutrition16
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Certification of Occupational Competencies (COC) - Master List

Veterinary Assistant 120Course: Year: 0910

Occupational Competencies          (continued)

A List the six essential nutrients.       

100% accuracy - List carbohydrates, protein, fat, vitamins, minerals, and water

B Compare and contrast nutrient content among prescription, premium, brand name and generic foods in relation to dietary 

needs.       

All elements included in project.

Introduction to Basic Animal Anatomy and Physiology17

A Correctly use anatomical terminology to identify specific location and positions of body parts.       

100% accuracy - Label an anatomical diagram with anatomical directions and internal organs

B Identify the skeletal anatomy of companion animals.       

100% accuracy - Label a diagram

Radiology18

A Demonstrate common restraint and positioning techniques.       

100% accuracy - Minimum of three (3) different positions

Laboratory Procedures19

A Obtain samples; perform diagnostic procedures; analyze findings.       

Parasitology20

A Identify and differentiate between common endoparasites and ectoparasites in dogs and cats.       

100% accuracy

Veterinary Nursing Procedures21

A Explain the administration of medications using the "Five Rights."       

100% accuracy

B Conduct basic nursing care skills including toenail trimming, ear cleaning, clipping fur for therapeutic reasons, cleansing 

and bandaging.       

Correctly perform each at least one (1) time.

Surgical Nursing and Anesthesia Procedures22

A Identify common anesthetic agents that are implemented in surgical veterinary procedures.       

Minimum 75% accuracy - Test, a minimum of two (2) common injectable and two (2) common gas agents.

B Identify the four stages of anesthesia.       

100% accuracy

C Identify and differentiate between various common surgical instruments.       

Minimum 80% accuracy - Identify and differentiate hemostats, scalpels, scissors, retractors, forceps, 

needleholders, and spay hook.

D Demonstrate the proper use of an autoclave.       

100% accuracy

Emergency Procedures23

A Identify the four stages of triage.       

100% accuracy

B Define the steps to evaluate a patient in an emergency situation using "A CRASH PLAN."       

100% accuracy
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Certification of Occupational Competencies (COC) - Master List

Veterinary Assistant 120Course: Year: 0910

Canine and Feline Dental Protocol24

A Describe basic dental anatomy and age determination.       

80% accuracy - Test

Introduction to Veterinary Pharmacology25

A Identify and classify controlled drugs and explain logging and storage procedures.       

100% accuracy

B Demonstrate knowledge of basic pharmacology, abbreviations, and the ability to interpret a written prescription.       

80% accuracy - Match abbreviations to definitions for administration and dosages 

100% accuracy - Interpret a written prescription

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 40

 28

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 28

(Does not include: Optional Skills for Advanced Learners)

*
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Certification of Occupational Competencies (COC) - Master List

Florist (Commercial) 1100Course: Year: 0910

Certificate Course-Title

Florist (Commercial)

Course Description

Artistry in flowers is presented in this course while you learn the principles of floral design and uses of floral materials 

and tools.  You will learn how to prepare simple floral arrangements and decorative items, basic sales techniques, 

customer relations, and basic business practices that are necessary for entry-level jobs in the floral industry.  

Additional supplies may be needed.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Tools, Equipment, and Hard-Goods6

A Identify commercial floral cutting and stripping hand-tools by name and explain their functions, features and safe usage.

      

100% accuracy - Test

B List the basic steps for sanitizing, cleaning, and maintaining a floral cooler, cutting and stripping hand-tools.       

100% accuracy

C Identify, classify, and select the proper hard-goods for traditional mass designs including wires, tapes, foams, containers, 

baskets, ribbons, pins and embellishments.       

100% accuracy

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Ribbons and Bow Making8

A Demonstrate techniques for making professional quality traditional bows in a timely fashion.       

Student will produce one (1) quality bow with five (5) loops on each side using #3 ribbon in less than one (1) 

minute.

Commercial Fresh Flowers and Greenery9

A Identify the botanical and/or common names for fresh flowers and greenery commonly found in a floral shop.       

Identification test - 80% accuracy

B Describe the steps in processing, care, and handling of common fresh flowers and greenery.       

Written steps - 80% accuracy
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Certification of Occupational Competencies (COC) - Master List

Florist (Commercial) 1100Course: Year: 0910

Personal Floral Designs10

A Describe the characteristics of a corsage, a boutonniere, a wristlet, a halo, and flowers for the hair.       

100% accuracy - Written compare/contrast test

B Identify the tools, hard-goods, greenery and fresh flowers for construction of personal flower designs.       

100% accuracy - Quiz/test

C Demonstrate the professional techniques of wiring, taping, bow making, embellishment, and packaging of personal floral 

designs and how to make a final presentation to the client.       

Rubric, all elements met at highest level.

Sales, Marketing & Operations11

A Describe the job duties, roles, and responsibilities of the following: owner, manager, office personnel, sales, design, 

delivery, and maintenance staff.       

100% accuracy

B Differentiate between wholesale and retail vendors and market pricing.       

80% accuracy

C Describe the term "bunch" and its significance in buying wholesale and selling retail.       

80% accuracy - Test with word problems

D Identify the parts of a standard flower shop invoice.       

100% accuracy

E Correctly complete an invoice legibly.       

100% accuracy

F Read and interpret standard abbreviations found on floral invoices for designs and card messages.       

100% accuracy

G Demonstrate in-person and telephone communication skills.       

80% accuracy

H Demonstrate proper sales techniques.       

80% accuracy

I Demonstrate cash handling techniques.       

80% accuracy

J Demonstrate map-reading skills and make a logical, efficient delivery route.       

100% accuracy

K Identify proper delivery procedures.       

100% accuracy - List procedures

L Identify methods to reduce and control waste.       

List at least five (5) methods

M Describe the basic elements of display design for the purpose of merchandising.       

80% accuracy - Five (5) elements described

Floral Arrangements (Fresh and Artificial)12

A Describe the characteristics and functions of a bud vase, a round arrangement, a centerpiece, a one-sided, and vase 

arrangement.       

80% accuracy

B Identify the tools, hard-goods, greenery, and flowers for the construction of basic floral arrangements.       

80% accuracy

C Demonstrate professional techniques for preparing containers used in fresh floral arrangements.       
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Certification of Occupational Competencies (COC) - Master List

Florist (Commercial) 1100Course: Year: 0910

Occupational Competencies          (continued)

12

100% accuracy

D Construct basic floral arrangements using professional techniques for greening and placing primary flowers, secondary 

flowers, filler, and bows/embellishments.       

Rubric, all elements met at highest level.

E Follow procedures for post-production clean-up and maintenance of workstations.       

100% accuracy - Consistent participation in clean-up

Indoor Green and Blooming Plants13

A Prioritize the steps for receiving a shipment of indoor green and blooming plants.       

80% accuracy

B Demonstrate safe lifting techniques.       

100% accuracy

C Identify the most common indoor green and blooming plants using botanical and/or common names.       

100% accuracy - Identify a minimum of ten (10)

D Demonstrate professional techniques of bow placement, application of leaf shine and embellishments.       

Rubric, all elements met at highest level.

Weddings14

A Identify and discuss the different elements of wedding design in relationship to customer needs, cultural, religious, 

military, budget or other influencing factors.       

B Identify common practices and rules for delivery and set up at various wedding locations.       

80% accuracy - List

C Describe basic wedding designs including personal, ceremonial, and reception flowers.       

80% accuracy

D Identify the tools, hard-goods, greenery and flowers for the construction of basic wedding designs.       

80% accuracy

E Construct a traditional bridesmaid's bouquet using proper tools, techniques and mechanics.       

Rubric, all elements met at highest level.

Gift Baskets and Designs15

A Identify the elements of basket design including gourmet, fruit, personal, and holiday in relationship to customer needs.

      

80% accuracy

B Describe materials and embellishments used in construction of basket designs.       

80% accuracy - List

Funerals16

A Identify the different elements of funeral design in relationship to customer needs, cultural, religious, military, economic 

or other influencing factors.       

Quiz - 80% accuracy

B Describe basic funeral designs including a sympathy arrangement, standing spray, and casket piece.       

80% accuracy

C Identify the tools, hard-goods, greenery, flowers and embellishments used in funeral designs.       

80% accuracy
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Certification of Occupational Competencies (COC) - Master List

Florist (Commercial) 1100Course: Year: 0910

Occupational Competencies          (continued)

16

D Construct a sympathy arrangement using proper tools and techniques.       

Rubric, all elements met at highest level.

Balloon Design17

A Identify the parts of an industrial helium tank and balloon-filling regulator.       

100% accuracy - Quiz

B List safety protocol for working with helium, including securing a tank, tank storage, and filling balloons.       

100% accuracy - Quiz

C Properly fill and integrate balloons into bouquet designs.       

Rubric, all elements met at highest level.

Optional Skills for Advanced Learners18

*

A Dissect, examine and classify the internal structures of a carnation and illustrate the findings.       

80% accuracy - Label a diagram

B Describe basic color theory principles and apply to design analysis.       

100% accuracy - Matching design to color theory

C Describe the physical layout of a standard full-service retail floral shop.       

80% accuracy - Based upon research, indentify a minimum of ten (10) key elements needed in the floor plan

D Outline the requirements necessary for opening a small business by researching various local, state, and federal agencies.

      

List where to obtain resale license and business license.

E Identify inventory control methods and procedures for rotating inventory in a floral cooler.       

100% accuracy

F Track the physical flow of an invoice in a floral shop setting.       

100% accuracy - Make a flow chart

G List steps needed to maintain the integrity of merchandise displays on the sales floor.       

80% accuracy

H Develop a plan for a seasonal window display and estimate the related costs.       

Rubric, make a plan.

I Demonstrate suggestive selling/marketing techniques.       

80% accuracy - Role play, observation checklist

J Select appropriate style of personal flowers considering the client's clothing, type of event, culture, age, gender and 

budget.       

80% accuracy - Matching characteristics and circumstance

K Practice wedding consultation skills.       

Role play, accurately complete wedding planning form.

L Prepare a cost estimate for a basic wedding.       

80% accuracy

M Differentiate between varieties of fresh flowers and their basic vase life.       

80% accuracy - Test

N Describe the steps for the healthy maintenance of the root, stem and leaf systems of indoor green and blooming plants.

      

100% accuracy - List steps
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Certification of Occupational Competencies (COC) - Master List

Florist (Commercial) 1100Course: Year: 0910

Occupational Competencies          (continued)

18

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 47

 33

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 33

(Does not include: Optional Skills for Advanced Learners)

*
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Fashion Merchandising 1200Course: Year: 0910

Certificate Course-Title

Fashion Merchandising

Course Description

From design to sales, the fashion business is growing.  You may prepare for employment in fashion sales and 

coordination, cosmetic merchandising and visual display through this course.  Marketing fundamentals, customer 

relations, buying, the sales process, color and current fashion trends are included in the curriculum.  Worksite training 

is an optional component of this course.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Identify procedures to be followed in the case of emergencies.       

List eight (8) procedures to follow in case of fire or earthquake.

B Identify ways to report a potential safety hazard to a supervisor.       

80% accuracy - Identify when, how and to whom to report safety hazards at the worksite.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Leadership Skills Development8

A Demonstate leadership skills in the classroom and/or workplace with diverse personnel.       

Demonstrate five (5) of the seven (7) core leadership principles (helping, listening, participating, persuading, 

questioning, respecting, and sharing).

Marketing Math9

A Demonstrate basics Marketing Math computations.       

80% accuracy - Calculate basic math problems.

Loss Prevention10

A Describe loss prevention strategies for reducing/eliminating internal and external theft.       

80% accuracy - Test

Professional Selling11

A Differentiate between ethical and unethical selling practices.       
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Certification of Occupational Competencies (COC) - Master List

Fashion Merchandising 1200Course: Year: 0910

Occupational Competencies          (continued)

100% accuracy - Identify ethical practice.

B Demonstrate effective customer service skills.       

Independently demonstrate core customer service skills: greeting, asking/answering questions, determine needs, 

and closing.

Promotion, Advertising and Display12

A Coordinate merchandise placement.       

Independently coordinate merchandise placement using basic guidelines (fixtures, lighting, background, and 

balance).

B Describe color theories as related to visual merchandising.       

80% accuracy - Describe the color theories of Analogous, Triadic and Complementary as it affects visual display.

Fundamentals of Fashion13

A Identify the principles of design: line, shape, and balance.       

80% accuracy - Identify the principles of design: line, shape, and balance.

B Analyze figure types.       

100% accuracy - Distinguish between the four (4) figure types.

C Identify customer fashion styles.       

Differentiate between the five (5) fashion styles independently (Romantic, Dramatic, Sporty/Natural, and Classic).

Fashion Trends14

A Identify current trends in men's and women's fashions.       

Independently recognize current fashion trends.

Fashion Show - An Industry-Based Project15

A Evaluate the fashion show process and results.       

Independently analyze a fashion show to draw conclusions based on the following criteria: planning, promotion, 

and implementation.

Optional Skills for Advanced Learners16

*

A Choose appropriate colors to enhance customer's personal appearance and self-esteem.       

Independently identify the four-color seasons and determine customer color season profile by utilizing draping 

techniques.

B Apply the principles of design: line, shape, and balance to assisting customers' selections in a workplace environment.

      

Independently choose appropriate garments based on the principles of design to assist customer.

C Demonstrate advanced selling techniques and customer service skills in the workplace environment.       

Independently handle customer objections and suggestive selling.

D Participate in the presentation of a fashion show.       

Demonstrate three (3) of the eight (8) criteria: promote, recruit, budget, determine theme, select clothing for 

models, choreograph, and select music.

Special Certificates

Special Certificates1

C Perfect Attendance       
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Fashion Merchandising 1200Course: Year: 0910

Job Attitudes          (continued)

1

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 16

 11

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 11

(Does not include: Optional Skills for Advanced Learners)

*
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Retail Merchandising 1400Course: Year: 0910

Certificate Course-Title

Retail Merchandising

Course Description

Be successful in the fast-paced retail industry.  Learn cash handling, customer relations, inventory control, stocking, 

risk management, and loss prevention. You will produce visual displays, conduct sales promotions, and generate 

successful advertising strategies by identifying product features and benefits. Students may receive hands-on training 

through managing and operating a student store.  Worksite training is an optional component of this course.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Identify procedures to be followed in case of emergencies.       

Identify procedures to be followed in case of emergencies for fire, earthquake, and lockdown.

B Identify when, how, and to whom to report safety hazards at the worksite.       

80% accuracy

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Cash Handling Procedures8

A Demonstrate cash register operation procedures by completing ten (10) transactions.       

100% accuracy

Loss Prevention9

A Identify loss prevention and strategies to reduce loss and the salesperon's role in reducing loss.       

B Identify operational controls for reducing/eliminating internal/external theft.       

Inventory Procedures10

A Identify incoming merchandise and invoices for display, accuracy, and completeness.       

Professional Selling11

A Identify and describe the difference between ethical and unethical selling practices.       

80% accuracy - Test

B Demonstrate effective customer service skills.       
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Retail Merchandising 1400Course: Year: 0910

Occupational Competencies          (continued)

11

Role play

Promotion, Advertising and Display12

A Coordinate merchandise placement.       

Independently coordinate merchandise placement using basic guidelines (fixtures, lighting, background, balance 

type of merchandise).

Introduction to Management Skills13

A Identify appropriate procedures for sexual harassment allegations.       

B List zero tolerance policies.       

Create an employee handbook with policies to include: discrimination, substance abuse, and fraud.

Operations/Risk Management14

A List housekeeping/maintenance items.       

B Breakdown boxes, organize stock, and clean spills.       

Marketing Math15

A Demonstrate math skills in a retail environment.       

80% accuracy - Quiz, test (standarderized test, addition, subtraction, multiplication, division, percentage, and 

decimals).

Optional Skills for Advanced Learners16

*

A Register; post voids, paid outs, refunds, inventory control, etc.       

B Completes Inventory reports.       

C Demonstrate techniques for dealing with customer difficulties.       

Group role play or as demonstrated by working in the student store.

D Develop a staff schedule.       

Addressing productivity and payroll limitations.

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 16

 11

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 11

(Does not include: Optional Skills for Advanced Learners)

*
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Customer Service Occupations 1450Course: Year: 0910

Certificate Course-Title

Customer Service Occupations

Course Description

This course provides students with the skills and knowledge needed to enter the world of work in the field of customer 

relations.  Emphasis is placed on effective communication, team building, customer service and problem solving skills.  

Students, focusing on this competitive career path develop an understanding of the sales process, organizational 

management, and marketing as they learn about human relation strategies.

General Employment Skills

Demonstrates a willingness to learn.1

Participate actively as a team member.2

Communicate professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrate the ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Recognize good housekeeping as a safety issue       

B Identify safety hazards commonly found in the workplace.       

C Describe the procedures for reporting a work-related injury.       

D Demonstrate procedures to be followed in case of emergencies.       

E Recognize the importance of using proper body mechanics for lifting and moving in the work setting.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Hospitality Services8

A Practice customer service by greeting customers in a courteous, professional manner.       

Professional Selling9

A Identify and describe the difference between ethical and unethical selling practices.       

B Demonstrate effective customer service skills.       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 11

 8

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 8

(Does not include: Optional Skills for Advanced Learners)

*
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Student Store Operations 1499Course: Year: 0910

Certificate Course-Title

1499-506 Missing Certificate Title

Course Description

1499-506 Missing Course Description

      

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

In order to receive a certificate, student needs to achieve at least of the occupational competencies.

(Does not include: Optional Skills for Advanced Learners)

*
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Small Bus. Ownership & Mgmt. 1500Course: Year: 0910

Certificate Course-Title

Small Business Ownership & Management

Course Description

Thinking about starting a business?  Learn the marketing and management functions and tasks associated with owning 

and operating a successful small business.  You will develop a business plan, learn appropriate customer service and 

human relations skills, and demonstrate positive work habits.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Identify procedures to be followed in case of emergencies.       

B Identify when and how to report a potential safety hazard to a supervisor.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Career Opportunities8

A Describe entrepreneurial opportunities.       

Determining Potential as an Entrepreneur9

A Describe and analyze the characteristics of a successful entrepreneur.       

B List the advantages and disadvantages of starting your own business.       

Economics Related to a Small Business10

A Discuss the impact of a global economy on small business.       

Developing a Business Plan11

A Research and develop a business plan.       

Choosing the Type of Ownership12

A Compare and contrast the different types of ownership and advantages and disadvantages of each.       

Marketing Fundamentals13

A Design and evaluate market research.       
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Small Bus. Ownership & Mgmt. 1500Course: Year: 0910

Occupational Competencies          (continued)

B Develop a marketing strategy and identify target markets.       

Business Ethics14

A Develop a code of ethical conduct and compare and contrast ethical and unethical business practices.       

Choosing Business Location15

A Evaluate factors to be considered in choosing the business location.       

B Create a preliminary floor and location plan as part of a business plan.       

Financing the Business16

A List examples of start-up costs, operating costs, and personal expenses in business plan.       

B Identify the basic methods of financing a new business.       

C Prepare a projected profit and loss statement.       

D Prepare a projected cash flow statement.       

Managing the Finances17

A Compute employee wages.       

B Prepare a profit and loss statement, balance sheet, and cash flow statement.       

Managing the Business18

A Explain the major functions of management, including advantages and disadvantages of different management styles.

      

Human Resources19

A Explain the steps involved in hiring employees.       

Promoting the Business20

A Develop a promotional plan.       

Professional Selling21

A Demonstrate effective customer service skills.       

Dealing with Legal Issues22

A Describe why a basic understanding of legal issues is important to small business.       

Risk Management23

A Recognize methods of operation regarding internal and external theft and create a policy and procedures manual for the 

business as part of the business plan.       

Optional Skills for Advanced Learners24

*

A Process managerial functions on a cash register: voids, paid outs, refunds, inventory control, etc.       

B Develop a strategy for the planning and problem solving process and explain its use in formulating a policy.       

C Demonstrate techniques for dealing with difficult customers.       

Special Certificates

Special Certificates1
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A Articulation Certificate       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 27

 19

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 19

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Virtual Enterprise

Course Description

Students learn the principles of micro and macro economics and apply those principles by seeing-up and operating a 

simulated business in preparation for working a real business environment.  Students study supply and demand, the 

Federal Reserve System, taxation by federal, state and local entities, the stock market and international transactions.  

Students determine the nature of the business, its products and services, the organizational structure, and practice the 

daily operations of a business.  They use current business software and the Internet for business transactions.  The 

focus is on business operations, basic economic principles, communication, computation and employability skills.

General Employment Skills

Demonstrates a willingness to learn.1

Particpates actively as a member of a team.2

Communicates professionally wiht others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Identify procedures to be followed in case of emergencies.       

B Identify when and how to report a potential safety hazard to a supervisor.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Fundamental Economic Concepts8

A Demonstrate knowledge of the basic concepts used by economics, particularly scarcity, allocation of resources, 

economic decisions, economic goods, trade-offs, efficiency, price stability, and goals of all economic systems.       

B Compare and contrast the features of the different types of economic systems that exist in the world today.       

C Define economic goals of efficiency, price stability, full employment, growth, and socio-economic goals.       

Economic Systems9

A Describe types of economic systems (market, directed, traditional).       

B Describe the characteristics of the American economy.       

Free Enterprise Systems10

A Describe the laws of supply and demand and how they interact to produce prices, which "clear the market."       

B Describe aspects of international trade: Absolute and comparative advantage; Barriers to trade; International agreements 

and organizations.       

Government11

maria sterger
Line



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 2 of 2COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

Virtual Enterprise 1550Course: Year: 0910

Occupational Competencies          (continued)

A Describe how governments regulate businesses to preserve competition and protect consumers.       

Business Structure and Management12

A Compare and contrast the different types of ownership and advantages and disadvantages of each.       

B Outline the major steps required to start a business.       

Business/Strategic Plan13

A Identify legal requirements that coincide with the start-up of a business including: Copyrights, license agreements, 

patents, etc.; Business name; Logos; Website.       

Finance and Banking14

A Explain the responsibility for maintaining personal finances: budgeting, bank accounts, consumer credit, stock market, 

and investments.       

B Compare and contrast the different capital resources available to businesses.       

Word Processing & Desktop Publishing15

A Create and format a variety of business documents incorporating tables and graphics using a variety of menu options.

      

B Design and create a business newsletter and brochure using desktop publishing software.       

Spreadsheets16

A Identify how businesses use spreadsheets.       

B Create, edit, save, retrieve and print a document that includes a simple worksheet and graphic chart.       

C Create a worksheet that uses several formulas to add, subtract, multiply and divide using functions such as sum, average, 

maximum and minimum.       

Accounting Department Procedures17

A Produce and evaluate financial statements.       

Human Resource Responsibilities18

A Describe how human resource development affects the productivity of an organization.       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 25

 18

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 18

(Does not include: Optional Skills for Advanced Learners)

*
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Bookkeeping/Accounting Clerk 2020Course: Year: 0910

Certificate Course-Title

Bookkeeping/Accounting Clerk (Computerized)

Course Description

This two-part course is designed for the beginning accounting clerk.  The first part of the course focuses on generally 

accepted accounting principles, and the second part of this course applies these fundamentals in a computerized 

accounting system such as Peachtree.  Students are prepared for entry-level employment as accounting clerks, 

bookkeepers, A/P and A/R clerks, or data entry clerks. Textbook purchase may be required.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Introduction to Accounting Procedures8

A Define accounting periods and their significance.       

B Analyze the components of the accounting cycle.       

C Create a Chart of Accounts.       

D Identify the uses of Cash vs. Accrual accounting.       

Basic Records9

A Prepare and evaluate a petty cash fund.       

B Prepare and post entries to a journal in a manual and computer environment.       

C Prepare and post to a ledger in a manual and computer environment.       

D Analyze debit and credit entries.       

E Identify accounts by their Normal Balance.       

F Apply accounting principles and concepts of the fundamental accounting equation; classify items as assets, liabilities, 

equity, revenue and expenses.       

Financial Statements10

A Prepare and analyze account and bank reconciliation.       

B Prepare an Income Statement (profit/loss statement).       
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Bookkeeping/Accounting Clerk 2020Course: Year: 0910

Occupational Competencies          (continued)

10

C Prepare a Balance Sheet.       

D Troubleshoot manual and computerized financial statements.       

Computer Operations11

A Demonstrate the proper methods of viewing and printing invoices, statements, financials, journals, ledgers, payroll 

records and checks.       

B Appropriately utilize the menus and toolbars to navigate throughout the software.       

C Demonstrate procedures for saving and storing files, creating backup files and restoring data.       

D Properly format and prepare business letters and memos.       

E Create and format a spreadsheet including formulas and links.       

F Demonstrate appropriate information research via Internet.       

G Demonstrate use of internal communication, send and receive e-mail and attachments.       

Accounts Receivables12

A Demonstrate recording and aging, discounting, and accounting for bad debts of receivables.       

B Demonstrate interest calculations.       

C Demonstrate use of software to maintain customer accounts.       

General Ledger and Inventory13

A Maintain Chart of Accounts and appropriately identify and select account type.       

Taxes14

A Demonstrate steps to record and pay applicable taxes.       

Payroll15

A Set up and maintain employee/employer records for payroll.       

B Analyze and calculate Hours of Work.       

C Demonstrate basic skills in calculating payment of wages.       

D Troubleshoot, identify errors, and correct payroll problems.       

E Journalize and post payroll journal entries, print paychecks, print payroll journal.       

Job Cost16

A Determine profitability of a job by using job-costing method.       

Advanced Skills17

*

A Create and customize forms appropriate for the business.       

B Properly import/export data to various software applications and spreadsheets.       

C Independently set up and maintain model company using manual and computerized accounting skills.       

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       
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Job Attitudes          (continued)

1

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 35

 25

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 25

(Does not include: Optional Skills for Advanced Learners)

*
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Instructional Aide 2200Course: Year: 0910

Certificate Course-Title

Instructional Aide

Course Description

This course is for those who are interested in becoming aides to teachers who work with special education students and 

assisting them with classroom, social and playground activities.  You will have an optional opportunity to work with 

kindergarten through 12th grade special education students, individually and in small groups, with special emphasis 

placed on assisting kindergartners through ninth graders.  Students 18 years of age or older must be fingerprinted and 

receive Department of Justice clearance, and are responsible for the costs associated with fingerprinting.  A negative 

TB test is required prior to laboratory participation.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

70% accuracy - List all procedures to be followed in case of emergencies on a safety test.

Introduction to Special Education7

A Explain California's Master Plan for Special Education.       

Define Special Education and explain mainstreaming and inclusion.

Child Guidance and Discipline8

A Identify the differences between discipline and punishment.       

Explain the goal of discipline is to change behavior and not punishment.

B Identify behavior management techniques.       

Psychology of Learning9

A Use appropriate reading/writing systems for learners.       

Demonstrate reading comprehension, measureable skills through grammar, punctuation, and sentence/paragraph 

structure.

Child Development10

A Identify stages and theories of child growth and development.       

B Define physical, emotional, social and cognitive growth in children.       

C Define learning disabilities.       
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Occupational Competencies          (continued)

10

D Identify characteristics of developmentally disabled or delayed individuals and determine strategies in working with 

diverse levels of abilities.       

E Explain emotional disturbances.       

F Recognize and develop appropriate modifications, accommodations and strategies for working with students with a 

variety of disabilities, handicapping conditions and/or chronic illnesses.       

G Define speech and language disorders.       

Assessment Process11

A Recognize and understand characteristics of individuals with exceptional needs.       

Child Health and Safety12

A Explain safety procedures and demonstrate lifting techniques.       

B Explain sanitation/clean-up procedures.       

C Identify signs/symptoms of child abuse.       

70% accuracy - Identify four (4)types of child abuse on a quiz.

D Explain procedures and professional obligation reporting cases of child abuse and neglect.       

Curriculum and Lesson Planning13

A Present a lesson specific to a developmental level.       

Identify the five (5) steps to prepare a lesson plan and present.

Creative Activities14

A Read a children's book aloud, specific to a developmental level.       

B Compose a creative activity lesson plan reinforcing English/Language Arts or mathematical problem solving skills.

      

C Perform computations and solve word problems using decimals or percentages.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 22

 15

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 15

(Does not include: Optional Skills for Advanced Learners)

*
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Intro To Computers 2310Course: Year: 0910

Certificate Course-Title

Introduction to Computers

Course Description

You have your new computer.  Now what?   Beginning computer users learn the fundamentals of operating a computer 

and become familiar with how a computer processes information.  Learn to set up and care for a computer and printer.  

Gain an introduction to software applications and develop keyboarding skills.  This course is part of a recommended 

course sequence.  Textbook purchase may be required.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in the case of emergencies.       

Computer Use Ethics and Security7

A Differentiate between ethical and unethical use of the computer at the worksite.       

General Procedures-Windows Operating Systems8

A Demonstrate the functions of the Windows operating system, including menus, toolbars, icons, and windows.       

B Create and manage files and folders with Windows Explorer.       

Word Processing9

A Create a variety of standard business documents and correspondence.       

B Use dictionary, grammar checker, and Thesaurus to properly edit documents.       

C Develop and integrate graphic designs to enhance the appearance of documents.       

Spreadsheets10

A Develop a basic spreadsheet.       

B Create basic formulas.       

Data Base Management11

A Print reports.       

Presentation Graphics12

A Develop presentation graphics.       
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Occupational Competencies          (continued)

B Run a slide show.       

Internet13

A Demonstrates basic use of Internet including, e-mail, search engines, and virus protection.       

Advanced Skills14

A Create simple tables, reports, forms, and queries.       

B Add, edit and delete records using tables or forms.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 14

 10

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 10

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Keyboarding

Course Description

Learn and improve keyboarding skills including finger positioning, typing speed and accuracy.  You will apply word 

processing skills and learn how to create, save and retrieve documents.  Keyboarding is essential for all occupational 

areas and job advancement.  This course is part of a recommended course sequence.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Exhibit procedures to be followed in the case of emergencies.       

100% accuracy - Safety test

Computer Use Ethics and Security7

A Differentiate between ethical and unethical uses of the computer at the worksite/classroom.       

80% accuracy - List two (2) ethical and two (2) unethical uses.

Keyboarding Fundamentals8

A Type alpha key positions by touch.       

95% accuracy

B Type symbols and numbers by touch.       

90% accuracy

C Demonstrate 10-key skills.       

Minimum of 100 keystrokes per minute.

Basic Document Formatting9

A Independently format business documents.       

100% accuracy - Block letter with open and/or mixed punctuation, modified block letter with open and/or mixed 

punctuation, standard interoffice memos with and without template.

B Correct business documents containing proofread marks.       

95% accuracy - Minimum of two (2) business documents.

C Use spacing rules for punctuation marks in business documents.       

100% accuracy
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Typing Skills Achieved - Speed10

*

A 20 - 24 GWPM       

Type a minimum of two (2) 3-minute timings.

B 25 - 29 GWPM       

Type a minimum of two (2) 3-minute timings.

C 30 - 34 GWPM       

Type a minimum of two (2) 3-minute timings.

D 35 - 39 GWPM       

Type a minimum of two (2) 3-minute timings.

E 40 - 45 GWPM       

Type a minimum of two (2) 3-minute timings.

F 46 - 50 GWPM       

Type a minimum of two (2) 3-minute timings.

G 51 - 55 GWPM       

Type a minimum of two (2) 3-minute timings.

H 56 - 60 GWPM       

Type a minimum of two (2) 3-minute timings.

I 61+ GWPM       

Type a minimum of two (2) 3-minute timings.

Typing Skills Achieved - Accuracy11

*

A 20 - 24 GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

B 25 - 29 GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

C 30 - 34 GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

D 35 - 39 GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

E 40 - 45 GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

F 46 - 50 GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

G 51 - 55 GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

H 56 - 60 GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

I 61+ GWPM       

Type a minimum of two (2) 3-minute timings with no more than two (2) errors per minute.

Advanced Skills12

*

A Accurately spell common business words.       

90% accuracy

B Edit business documents by inserting appropriate proofreading marks.       

100% accuracy - Two (2) business documents.
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Occupational Competencies          (continued)

12

C Set-up an e-mail account and e-mail the instructor using attachments.       

E-mail instructor at least two (2) separate e-mail messages with attachments.

D Apply the following formatting functions to enhance business documents: setting tabs, inserting graphics, using 

WordArt, bullets and numbering, page numbering, and headers and footers.       

100% accuracy

E Prepare the following documents: single and/or multi-page reports, and tables.       

80% accuracy

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 9

 6

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 6

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Microsoft Office

Course Description

Be prepared for a career with training in the Microsoft Office software package, which includes a limited overview of 

Word (word processing), Excel (spreadsheets), Access (database management), Outlook (email and calendar), and 

PowerPoint  (multimedia presentations).  Textbook purchase may be required.  Prerequisite:  Keyboarding, 

Introduction to Computers, or computer skills.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Identify all safety procedures to be followed in case of an emergency.       

100% accuracy

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Computer Use Ethics and Security8

A Identify three (3) ethical and three (3) unethical uses of computers at a worksite.       

Windows Operating Systems9

A Demonstrate the use of menus, toolbars, icons, and dialog boxes.       

100% accuracy

B Create a new folder and demonstrate saving, deleting, editing files with that folder.       

100% accuracy

Word Processing10

A Independently create assigned business letters and correspondence.       

100% accuracy

Spreadsheets11

A Independently create assigned spreadsheets.       

100% accuracy
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Database Management12

A Independently create assigned database projects.       

100% accuracy

Desktop Publishing13

A Independently create a business flier, brochure and newsletter using wizard.       

Graphic Presentation14

A Independently create assigned slide presentations.       

100% accuracy

Email and Contact Management15

A Create and format, send, reply, forward, delete e-mail messages, view and insert file attachments, create a personal 

folder and create a contact list.       

100% accuracy

B Given appointment/meeting/event data, create, delete, and edit an appointment/meeting/event.       

Optional Skills for Advanced Learners16

*

A Word Processing:  Independently create a word processing document.       

100% accuracy

B Word Processing:  Independently create form letters, mailing labels, and directories.       

100% accuracy

C Spreadsheets:  Independently create a spreadsheet.       

100% accuracy

D Database:  Given a completed database, complete the given tasks.       

100% accuracy

E Graphic Presenation:  Independently create a slide presentation.       

100% accuracy

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 13

 9

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 9

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Microsoft Word

Course Description

Once you have mastered the keyboard, this course will give you a foundation in basic word processing techniques, 

such as creating, editing and printing documents; using tables; merging; and desktop publishing features.  Textbook 

purchase may be required.  Prerequisite:  Keyboarding, Introduction to Computers, or computer skills.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

Computer Use Ethics and Security7

A Differentiate between ethical and unethical uses of the computer at the worksite.       

Formatting and Editing a Word Processing Document8

A Create and proofread professional quality documents using generally accepted documentation styles.       

Create and Edit Tables9

A Create and edit a table by inserting, deleting, merging and splitting columns, rows and cells and apply formatting using 

auto and manual techniques.       

Special Features10

A Create, sort and filter merge form letters, envelopes and labels.       

Graphics and Drawing Features11

A Insert and edit artistic text and graphics to enhance documents.       

Optional Skills for Advanced Learners12

*

A Create bookmarks, TOC, glossaries, index and table of authorities to organize large documents.       

B Use track changes to edit a document.       

C Create templates and macros.       

D Create and edit outlines.       

E Apply formula and sort functions to a table.       
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12

F Create and use macros, hyperlinks, templates-advanced hyperlinks and wizards.       

G Use size, layout, grouping and order options to format graphics and artistic text.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 7

 5

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 5

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Microsoft Excel

Course Description

Learn the basic and advanced concepts of making spreadsheets using Microsoft Excel.  Create and format spreadsheets 

and use charts, templates, data tables, and macro design.  Textbook purchase may be required.  Prerequisite:  

Keyboarding, Introduction to Computers, or computer skills.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in the case of emergencies.       

Computer Use Ethics and Security7

A Differentiate between ethical and unethical use of the computer at the worksite.       

Mathematical Functions in a Spreadsheet8

A Create simple formulas using basic spreadsheet functions (SUM, AVERAGE, MIN, MAX, IF) and math operators 

according to the order of operations (PEMDAS).       

Formatting and Editing9

A Demonstrate the ability to copy, cut, and paste data between various locations using various methods (menus, tools, fill 

handle).       

Charts and Graphs10

A Use the Chart Wizard to convert worksheet data into a graphical visual representation.       

Optional Skills for Advanced Learners11

*

A Import and export data.       

B Create templates.       

C Use Data Validation.       

D Apply advanced functions and formulas.       

E Utilize database functions (i.e. AutoFilter).       

Special Certificates
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Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 6

 4

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 4

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Microsoft Access

Course Description

Learn the basic and advanced concepts and operations of Microsoft Access, a popular database management system 

for personal computers.  You will learn to create database tables, enter and edit data, query the data and generate 

reports.  Textbook purchase may be required.  Prerequisite:  Keyboarding, Introduction to Computers, or computer 

skills.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in the case of emergencies.       

Computer Use Ethics and Security7

A Differentiate between ethical and unethical use of the computer at the worksite.       

Introduction to Database8

A Demonstrate ability to navigate through database.       

Database Design and Table Creation9

A Create a table using appropriate data types and properties.       

B Add, edit, and delete records and fields.       

C Add multiple tables to database and create relationships.       

Create Queries10

A Design a query using logical operators, criteria and sorting.       

B Use parameter queries.       

Forms11

A Create a form-using wizard.       

B Edit form and change properties.       

C Use Toolbox to add custom controls.       

D Insert graphics and subforms.       
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Reports12

A Create a report using wizard.       

B Add grouping and calculated fields.       

Optional Skills for Advanced Learners13

*

A Import, Export and Link Data.       

B Use command buttons for automation.       

C Create simple macros.       

D Create a Switchboard.       

E Apply referential integrity and change join types.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 15

 11

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 11

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Microsoft PowerPoint

Course Description

Learn how to create interesting slide show presentations using Microsoft PowerPoint.  You will learn how to make 

balanced presentations through the use of pictures, graphics, WordArt, sound, timings, transitions, and animations.  

Prerequisite:  Keyboarding, Introduction to Computers, or computer skills.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Create, Edit, and Run a Slide Presentation6

A Incorporate text and graphics that keeps the attention of the audience.       

Independently plan, create, save, open, edit and run at least two (2) presentations with a minimum of eight (8) 

slides.

B Attractively displays graphics/pictures, WordArt, sound, and backgrounds.       

Independently plan, create, save, open, edit and run at least two (2) presentations with a minimum of eight (8) 

slides.

C Utilizes timings, transitions, and animations in the presentation.       

Independently plan, create, save, open, edit and run at least two (2) presentations with a minimum of eight (8) 

slides.

D Shows the ability to extract and present a "custom show" from the main presentation.       

Independently plan, create, save, open, edit and run at least two (2) presentations with a minimum of eight (8) 

slides.

E Uses limited graphics, text, and action to convey the message and display a visually balanced presentation.       

Independently plan, create, save, open, edit and run at least two (2) presentations with a minimum of eight (8) 

slides.

Optional Skills for Advanced Learners7

*

A Use action buttons and hyperlinks.       

Independently use the following features in one (1) or more slides of a presentation with a minimum of four (4) 

slides.

B Convert a slide show to HTML.       

Independently use the following features in one (1) or more slides of a presentation with a minimum of four (4) 

slides.

C Import data from other programs.       
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Occupational Competencies          (continued)

7

Independently use the following features in one (1) or more slides of a presentation with a minimum of four (4) 

slides.

D Export data to other programs.       

Independently use the following features in one (1) or more slides of a presentation with a minimum of four (4) 

slides.

E Use supplemental equipment (i.e.: digital camera, sound equipment) to enhance presentations.       

Independently use the following features in one (1) or more slides of a presentation with a minimum of four (4) 

slides.

F Insert slides of one presentation into another presentation.       

Independently use the following features in one (1) or more slides of a presentation with a minimum of four (4) 

slides.

G Insert tables, organization charts and graphs.       

Independently use the following features in one (1) or more slides of a presentation with a minimum of four (4) 

slides.

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 6

 4

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 4

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Fundamentals of Web Page Design

Course Description

Learn the basic concepts of creating web sites for personal and business applications.  The course covers the do's and 

don'ts of web site design as well as several different methods to create and enhance web pages, including the use of 

Java script and Dynamic HTML.  Textbook purchase may be required.  Prerequisite:  Keyboarding, Introduction to 

Computers, or computer skills.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in the case of emergencies.       

B Discuss ways to report a potential safety hazard to a supervisor.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Web Page Introductory Skills8

A Create a basic web page.       

Web Page - Intermediate Skills9

A Use Cascading Style Sheets to format the appearance and layout of multiple web pages within a web site.       

B Consider special needs for senior citizens, and hearing and visually impaired.       

C Utilize named anchors, relative addresses, and mailto linking techniques.       

D Create multiple page sites that include linking among the pages.       

E Create original images to be used as web page background.       

F Create original images to be used as banners or buttons.       

G Create frames and control the appearance and placement of frames and the behavior of hyperlinks on pages with frames.

      

H Work with external and embedded multimedia files and provide tags for browsers that do not support multimedia.

      

I Publish a web site to the Internet.       

Web page - Advanced Skills10

maria sterger
Line



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 2 of 2COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

Web Page Design 2390Course: Year: 0910

Occupational Competencies          (continued)

A Utilize Web page design skills to independently plan and create a functional web site.       

B Create a functional form using multiple elements.       

Web Page Images - Introductory Skills11

A Create, edit and change image layer order; apply various color techniques to images and type; copy information from 

one image to another.       

B Optimize images for web use.       

C Create a Web page background, banner, or button.       

Web Page Images - Intermediate Skills12

A Add an adjustment layer.       

B Create and apply a layer mask.       

C Create, save and load a channel.       

D Divide an image into sections; edit image section to use as a rollover.       

E Create a simple animation.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 24

 17

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 17

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Internetworking - Level 1

Course Description

This program uses industry based curriculum developed by the CISCO Corporation and is designed to prepare students 

for employment as computer network designers, installers, and network maintenance and technology support 

technicians.  Students exiting the program may take certification tests through the CISCO Certified Internetworking 

Association.

In Level 1, students learn the basic fundamentals of networks, network devices, Internet protocol (IP) addressing, 

address resolution protocol (ARP/RARP), media & design, topology, structured cabling, and electronics.  Students 

will complete lab activities that reinforce basic networking fundamentals.  

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

100% accuracy - List safety procedures

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Connecting to the Internet 1.18

A Install and troubleshoot network interface cards and/or modems.       

100% accuracy - Install and troubleshoot successfully three (3) or more network interface cards and/or modems.

B Use basic testing procedures to test the Internet connection.       

70% accuracy - List basic testing procedures to test internet connection

C Demonstrate correct procedures for use of web browsers and plug-ins as a resource for information and 

trouble-shooting.       

Student produces appropiate internet resource information 70% of the time.

D Describe how applications and protocols work to interrupt and display information and to send and receive data across 

the Internet.       

100% accuracy - List the purpose of applications and protocols

Network Math Overview 1.29
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Occupational Competencies          (continued)

A Describe binary and decimal representation of IP addresses and network masks.       

100% accuracy - Convert 10 or more decimal values to binary values

100% accuracy - Convert 10 or more binary values to decimal values

Bandwidth 2.210

A Describe the importance of bandwidth.       

70% accuracy - List the meaning and application of the term bandwidth when used in networking.

B Explain the difference between bandwidth and throughput.       

70% accuracy - List the difference between bandwidth and throughput

C Describe the limitations of bandwidth and throughput.       

70% accuracy  - List the limitations of bandwidth and throughput

D Identify bps, kbps, Mbps, and Gbps as units of bandwidth.       

70% accuracy - List how each unit of bandwidth is measured

E Calculate data transfer rates.       

70% accuracy - List how the transfer rates are calculated

F Describe digital versus analog.       

70% accuracy - List the differences between digital and analog

Networking Models 2.311

A Describe the development of the OSI model.       

70% accuracy - List the benefits of the OSI model. List who developed the OSI model

B Explain why layered models are used to describe data communication.       

70% accuracy - List how layered models are used to describe data communication and who uses them

C Identify the seven layers of the OSI model.       

100% accuracy - List in order each layer of the OSI model

D Identify the four layers of the TCP/IP model.       

100% accuracy - List in order each layer of the TCP/IP model

E Describe the data encapsulation process.       

70% accuracy - List each step of the encapsulation process in the order that it occurs

Copper Media 3.112

A Construct straight-through, crossover, and rollover cables and state where each is used.       

100% accuracy - Construct 3 or more cables of each kind successfully, and list each cables function

Cabling the LAN 5.113

A Describe the function, advantages, and disadvantages of repeaters, hubs, bridges, switches, and wireless network 

components.       

70% accuracy - List the functions, advantages/disadvantages of each network device

Ethernet Fundamentals 6.114

A Describe Ethernet technology.       

70% accuracy - List why Ethernet technology was developed, when and by whom was it developed, and its 

function.

Ethernet Switching 8.115

A Define and describe bridging and switching.       
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Occupational Competencies          (continued)

70% accuracy - List what bridging is and what switching is, and how they are different.

Collision Domains and Broadcast Domains 8.216

A Describe network segmentation and list the devices used to create segments.       

70% accuracy - List what the purpose of segmentation is and what devices are used to create segments.

Internet Addresses 9.217

A Describe the function and structure of IP addresses.       

70% accuracy - What is the function of IP Addresses and how is an IP Address structured.

B Describe why subnetting is necessary.       

70% accuracy - List when subnetting is necessary and what should be considered.

C Define Class A, B, C, D, and E IP addresses.       

70% accuracy - List each class of IP addresses, and how each class is assigned.

D Describe the differences between public and private addressing.       

70% accuracy - List how public IP addresses are used, and how private IP addresses are used.

E Describe the function of reserved IP addresses.       

70% accuracy - List why reserved IP address are used.

The Mechanics of Subnetting 10.318

A Describe several uses for subnetting.       

70% accuracy - List the circumstances under which subnetting can or should be used.

B Determine the subnet mask for a given situation.       

70% accuracy - How are subnet masks determined.

C Use a subnet mask to determine the subnet ID.       

70% accuracy - Calculate independently 5 or more subnet ID using a given subnet mask.

D Calculate a resident subnetwork through ANDing.       

70% accuracy - Calculate independently 5 or more subnetworks using the ANDing process.

TCP/IP Transport Layer 11.119

A Describe several uses for subnetting.       

B Determine the subnet mask for a given situation.       

C Use a subnet mask to determine the subnet ID.       

D Calculate a resident subnetwork through ANDing.       

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       
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Job Attitudes          (continued)

1

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 37

 26

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 26

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Internetworking - Level 2

Course Description

This program uses industry-based curriculum developed by the CISCO Corporation and is designed to prepare 

students for employment as computer network designers, installers, and network maintenance and technology support 

technicians.  Students exiting the program may take certification tests through the CISCO Certified Internetworking 

Association.  In Level 2, students are introduced to various facets and functions of routers, including operating systems 

interface (OSI) model, wide area networks (WANs), router components, startup, setup, and use of routers, input-output 

system (IOS), transportation control protocol (TCP/IP), and routing protocols.  Hands-on, laboratory activities focus 

on routers and input-output systems.  Prerequisite:  successful completion of Internetworking - Level 1 (CISCO) .

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

100% accuracy - List safety procedures.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

WANs 1.18

A Identify organizations responsible for WAN standards.       

70% accuracy - Name each organization responsible for WAN standards and which standards they are reponsible 

for.

B Describe the difference between a WAN and LAN and the type of addresses each uses.       

70% accuracy - Compare and contrast WAN and LAN technologies. Compare and contrast WAN and LAN 

addressing schemes.

C Describe the role of a router in a WAN.       

70% accuracy - List the role of routers in a WAN environment.

Routers 1.29

A Identify internal components of the router and describe their functions.       

70% accuracy - List each of the routers internal components and define their functions.

B Describe the physical characteristics of the router.       
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Occupational Competencies          (continued)

9

70% accuracy - List the physical characteristics of a router.

C Identify common ports on a router.       

70% accuracy - List the ports found on a router and define the purpose of each.

D Properly connect Ethernet, serial WAN, and console ports.       

100% accuracy - Sucessfully connect Ethernet, serial WAN, and console ports on a router.

Operating Cisco IOS Software 2.110

A Describe the basic operation and features of the IOS.       

70% accuracy. List the purpose of the IOS. List each feature of the IOS.

Starting a Router 2.211

A Log into a router using CLI and troubleshoot command errors.       

100% accuracy. Successfully log into a router usint the command line interface. Successfully troubleshoot all 

command errors.

Finishing the Configuration 3.212

A Demonstrate techniques for backup and documentation.       

100% accuracy - Successfully backup a router and correctly document.

Discovering and Connecting to Neighbors 4.113

A Enable and disable CDP.       

100% accuracy - Successfully enable and disable the CDP protocol on a router.

B Use the show cdp neighbors command.       

100% accuracy - Successfully use the "show cdp neigbors" command on a router. List the results.

C Determine which neighboring devices are connected to which local interfaces.       

100% accuracy - Successfully determine which neighboring devices are connected to which local interfaces usint 

the show cdp neighbors and show interface commands. List the results.

D Gather network address information about neighboring devices using CDP.       

100% Accuracy - Successfully gather network address information using the show cdp neighbors command on a 

router. List the results.

Getting Information about Remote Devices 4.214

A Establish and verify a Telnet connection       

100% Accuracy - Successfully establish and verify a Telnet connection on a router.

Router Boot Sequence and Verification 5.115

A Troubleshoot IOS boot failure.       

100% Accuracy - Successfully torubleshoot IOS boot failure on a router.

Managing the Cisco File System 5.216

A Save and restore configuration files using TFTP and copy-and-paste.       

100% Accuracy - Successfully save and restore configuration files using TFTP and the copy-and-paste function.

Introduction to Static Routing 6.117

A Configure, verify and troubleshoot static and default routes.       

100% Accuracy - Successfully configure, verify, and troubleshoot static and default routes on a router.
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Dynamic Routing Overview 6.218

A Identify the classes of routing protocols.       

70% Accuracy - List each routing protocol and its class.

Routing Protocols Overview 6.319

A Enable Routing Information Protocol (RIP) on a router.       

100% Accuracy - Successfully enable RIP on a router.

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 23

 16

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 16

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Internetworking - Level 3

Course Description

This program uses industry-based curriculum developed by the CISCO Corporation and is designed to prepare 

students for employment as computer network designers, installers, and network maintenance and technology support 

technicians.  Students exiting the program may take certification tests through the CISCO Certified Internetworking 

Association.  In Level 3, students build upon the content learned in Levels 1 & 2 through practical application and the 

study of local area network (LAN) switching, virtual local area networks (VLANs), LAN design, interior gate routing 

protocols (IGRP), access list, and Novell Internet packet exchange protocol (IPX).  Students will analyze case studies 

and participate in laboratory exercises focused on LANs and their design.  Prerequisite:  successful completion of 

Internetworking - Level 2 (CISCO).

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

100% accuracy - List all the safety procedures to be followed in case of emergencies.

Variable-Length Subnet Masking (VLSM)7

A Configure a router using VLSM.       

100% accuracy - Successfully configure one or more routers using Variable Length Subnet Mask (VLSM)

RIP Version8

A Configure, verify and troubleshoot RIP v2 operation.       

100% Successfully configure, verify, and troubleshoot RIP V2 on a router.

Link-State Routing Protocol9

A Configure, verify and troubleshoot OSPF, EIGRP, and RIP v2 routing protocols.       

100% accuracy - Successfully configure, verify and troubleshoot OSPF, EIGRP, and RIP v2 on one or more 

routers.

Introduction to Ehternet/802.3 LANs 4.110

A Describe CSMA/CD.       

70% accuracy - List each step of CSMA/CD in the order that each step occurs, and list what is CSMA/CD.
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Internetworking - Level 3 2440Course: Year: 0910

Introduction to LAN Switching 4.211

A Differentiate among hubs, bridges, and switches.       

70% accuracy - List the advantages and disadvantages of hubs, bridges, and switches.

Switch Operation 4.312

A Configure and manage a switch.       

100% accuracy - Successfully configure and manage one or more switches.

LAN Design 5.113

A Design a network topology.       

100% accuracy - Working independently design one or more network topologies that function correctly.

LAN Switches 5.214

A List Cisco  layer switches and their functions: a)access  b)distribution  c)core       

70% accuracy - List the functions of the access layer switch, the distribution layer switch, and the core layer 

switch.

Redundant Topologies 7.115

A Identify the benefits and risks of a redundant topology.       

70% accuracy - List the benefits and risks of a redundant topology.

Spanning-Tree Protocol 7.216

A List the spanning-tree states in order.       

70% accuracy - List the spanning-tree states, in the correct order, and its function.

VLAN Concepts 8.117

A Configure, manage and troubleshoot VLANs.       

100% accuracy - Successfully configure, manage, and troubleshoot VLANs on one or more switches.

Trunking 9.118

A Configure and verify a VLAN trunk.       

100% accuracy - Successfully configure and verify a VLAN trunk on one ore more switches.

VTP 9.219

A Configure and verify VTP on an IOS-based switch.       

100% accuracy - Successfully configure and verify VTP on one ore more IOS-based switch.

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       
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Internetworking - Level 3 2440Course: Year: 0910

Job Attitudes          (continued)

1

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 15

 11

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 11

(Does not include: Optional Skills for Advanced Learners)

*
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Internetworking - Level 4 2450Course: Year: 0910

Certificate Course-Title

Internetworking - Level 4

Course Description

This program uses industry-based curriculum developed by the CISCO Corporation and is designed to prepare 

students for employment as computer network designers, installers, and network maintenance and technology support 

technicians.  Students exiting the program may take certification tests through the CISCO Certified Internetworking 

Association.  

In Level 4, students learn about WAN design, point-to-point protocols (PPPs), integrated services data networks 

(ISDN), and Frame Relay.  Students work through real-world case studies and problem solving, building upon the 

content learned in Levels 1,2, and 3.  Laboratory activities focus on WANs and their design.  Students may also 

participate in internships at job sites.  Additional CISCO Internetworking levels may be pursued at the local 

community college.

Prerequisite:  Successful completion of Internetworking - Level 3 (CISCO).

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

100% accuracy - List all the safety procedures to be followd in case of emergency.

Scaling Networks with NAT and PAT 1.17

A Configure and troubleshoot NAT and PAT.       

100% accuracy - Successfully configure and troubleshoot NAT and PAT on one or more routers.

DHCP 1.28

A Configure and troubleshoot a DHCP server.       

100% accuracy - Successfuly configure and troubleshoot one or more DHCP servers.

WAN Technologies and Design9

A Describe the differences between packet-switched and circuit-switched WAN technologies.       

70% accuracy - List the advantages and disadvantages for packet-switching and circuit-switching.

B Configure, manage and troubleshoot  a.DSL  b.ISDN  c.DDR  d.Frame relay       
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Internetworking - Level 4 2450Course: Year: 0910

Occupational Competencies          (continued)

9

Serial Point-to-Point Links 3.110

A Describe serial communications.       

70% accuracy - List what is a serial communication and each function.

PPP Authentication 3.211

A Identify the advantages of using PPP.       

70% accuracy - List each advantage of using Point to Point protocol.

Configure PPP 3.312

A Configure and troubleshoot CHAP and PAP authentication.       

100% accuracy - Successfully configure and troubleshoot CHAP and PAP authentication methods on one or more 

routers.

Workstations and Servers 6.113

A Describe the roles of equipment in a client/server environment.       

70% accuracy - List all devices and their roles in a client/server environment.

Network Management 6.214

A Describe how management software gathers information and troubleshoots problems.       

70% accuracy - List the process that management software uses to gather information and troubleshoot problems.

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 11

 8

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 8

(Does not include: Optional Skills for Advanced Learners)

*
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Intro to Visual Basic Prgrmng 2510Course: Year: 0910

Certificate Course-Title

Introduction to Visual Basic Programming

Course Description

Visual BASIC is a popular PC programming language that is frequently used to customize Microsoft software 

applications such as Access to meet the specific data needs of businesses.  Learn programming commands and 

techniques, development of hands-on applications, vocabulary and codes, and skills necessary for employment as an 

entry-level PC programming assistant.  Computer skills via ROP's MS Office classes and the PC Repair and 

Maintenance classes are highly recommended.  Textbook purchase may be required.  Prerequisite:  intermediate to 

advanced PC skills.  Prerequisites must be completed prior to enrollment.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Variables and Constants8

A Declare multiple variables and constants in program code.       

Controlling Program Flow with Decision Structures9

A Write program code using If. . .Then, If. . .Then. . .Else, and If. . .Then. . .Else   If statements.       

Controlling Program Flow with Looping Structures10

A Write program code using Do. . .Loop and For. . .Next statements.       

Procedures11

A Describe arguments, parameters, and how to pass data to a procedure.       

Mathematical and Business Functions12

A Use appropriate mathematical functions in program code.       

Arrays13

A Use dynamic arrays, control arrays and two-dimensional arrays in program code.       

maria sterger
Line



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 2 of 2COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

Intro to Visual Basic Prgrmng 2510Course: Year: 0910

Occupational Competencies          (continued)

Graphics, Sound and Color14

A Change the color of text, a form and its objects in program code.       

Sequential Access Files15

A Open a file, write text to a file, append data to a file, close a file.       

Random Access Files16

A Open a random access file, write records to a random access file, close a random access file.       

Sorting and Searching17

A Bubble sort, selection sort, insertion sort, and binary search algorithms in program code.       

Menus, Dialogs, and Multiple Forms18

A Add menus and common dialog objects to applications.       

B Use multiple forms in program code.       

C Add a splash screen to a project.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 16

 11

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 11

(Does not include: Optional Skills for Advanced Learners)

*
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Data Mapping Using GIS 2610Course: Year: 0910

Certificate Course-Title

Data Mapping Using Geographic Information Systems

Course Description

This course provides an in-depth introduction to the fundamentals of Geographic Information Systems (GIS) including 

the history of automated mapping and how GIS applications are used in science, government, and business.  Basic 

cartographic principles including map scales, coordinate systems and map projections.  Students will experience 

hands-on use of hardware and software elements emphasizing vector-based data structures using ArcView including 

raster-based data structures using ArcView Spatial Analysis extension.  Specific topics covered include GIS 

terminology, raster and vector data structures, data sources and accuracy, methods of data acquisition, conversion and 

input, requirements for metadata, working with spatial data databases (map features and attribute tables), and spatial 

analysis (map overlays, buffers, networks).  Course concepts will be reinforced in the laboratory with hands-on 

experience in the use of map scales, coordinate systems, data sources and accuracy, data structures, working with 

spatial data, map features and attributes, map overlays, manipulation of data base, creation of charts and graphs and 

presentation of data in map layouts.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

History of Maps8

A Compare and contrast conventional mapping technology to GIS automated technology.       

Current GIS Applications Overview9

A Define how different types of GIS applications are managed in science, business and government.       

Introduction GIS Software and Hardware10

A Identify the basic hardware and software requirements for GIS applications.       

Introduction to Cartographic Principles11

A Distinguish basic cartographic principles in map production.       

B Apply and use basic cartographic principles to produce a map.       
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Data Mapping Using GIS 2610Course: Year: 0910

Occupational Competencies          (continued)

11

C Recognize and use basic map coordinate systems and map scales.       

Introduction to Data Structures12

A Define raster data including grid and pixels.       

B Define vector data including points, lines, areas, curves and polygons.       

C Formulate and interpret geographically referenced data.       

D Define methods and problems associated with acquisition and accuracy of data used in GIS.       

E Distinguish which data structure is best suited to specific applications.       

F Compare and contrast which data structure is best suited to specific GIS applications.       

Spatial Analysis13

A Define spatial analysis and how GIS can be used in scientific, business and government applications.       

B Overlay and produce maps combining the two basic GIS data structures.       

Implementation of a GIS in an Organization14

A Evaluate GIS as an effective tool in decision making processes in a specific GIS application.       

B Define the costs and benefits expected from the use of GIS for a specific application.       

Creating Maps Using GIS15

A Use the basic functions of GIS software to input data.       

B Demonstrate basic concepts used in GIS database manipulation.       

C Demonstrate how the raster and vector data structures are manipulated.       

D Construct, analyze and manipulate tabular data using GIS software.       

E Construct charts and graphs from analyzed tabular data using GIS software.       

F Produce maps using the correct map coordinate system and map scales.       

G Produce maps for use in interpreting geographically referenced data.       

H Produce professional quality map layouts suitable for GIS applications.       

I Construct a sample GIS application.       

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 28

 20

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 20

(Does not include: Optional Skills for Advanced Learners)

*
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Microsoft Windows Professional 2870Course: Year: 0910

Certificate Course-Title

Microsoft Windows Professional

Course Description

Students will learn about computer operating systems and  develop competencies in the field of computer information 

systems technology.  Industry based curricula is utilized in a networked environment to prepare students for industry 

recognized certifications such as Microsoft Certified Professional, Microsoft Certified Desktop Support Technician, 

and Microsoft Certified System Administrator.  Students go through intricate problem solving exercises that mimic the 

toughest technical challenges of the real world.  The program targets students preparing for careers such as network 

administrator, engineer, programmer, or systems manager.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Introduction to Windows XP8

A Identify key features and enhancements for each version of Windows XP including file management and security.

      

Installing Windows XP9

A Determine preinstallation tasks including hardware requirements, partition layout, network access, and licensing.       

B Install Windows XP Professional from a CD-ROM, and over the network using a distribution server.       

C Identify common installation problems and solutions.       

Using Windows Control Panel10

A Demonstrate how to enhance performance by configuring common control panel settings.       

B Calculate and apply proper vital memory settings based on RAM and drive configuration.       

C Explain or demosntrate Plug and Play installation procedures vs. manual driver installation.       

D Define system resources (IRQ's, IO's, DMA's) and how they are allocated.       

Disk Management11
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Microsoft Windows Professional 2870Course: Year: 0910

Occupational Competencies          (continued)

A Create and delete partitions using both the MMC snap-in and the DiskPart command utility.       

B Format and convert drives from FAT to NTFS and demonstrate network drive access.       

The Windows XP Boot Process12

A Explain and demonstrate how to use Advanced Boot Options (F8) to recover from common boot failures including the 

Last Known Good process.       

B Demonstrate how to use the Recovery Console to troubleshoot and repair common boot failures related to the Boot.ini 

file and the MBR.       

C Demonstrate how to multiboot environment could be utilized to recover from common boot failures including strategies 

to repair the current control set.       

D Demonstrate advanced recovery tactics by creating a program, script, or utility to automate the boot or system recovery.

      

Troubleshooting Resources13

A Demonstrate how to access and use common utilities including DXDIAG, REGEDIT, MISCONFIG, MSINF032, MMC 

snap-ins and System Restore.       

B Demonstrate how to access and navigate the command-line interface including file paths and proper command syntax.

      

C Demonstrate how to use the Microsoft Knowledgebase and TechNet as an on-line resource for both updates and how to 

guides.       

Installing and Configuring Network Protocols14

A Describe the TCP/IP protocol suite and identify the built-in command utilities.       

B Install, configure, and test TCP/IP addresses including subnet, gateway, and DNS settings.       

C Install and configure NWLINK including frame type and the 8-digit hexadecimal address.       

IP Addressing15

A Enumerate IP addresses using both binary and hexadecimal notations to prove network settings.       

B Identify standard network classes, subnets, address ranges, and typical application.       

Subnetting16

A Demonstrate how default subnet values are enumerated from decimal to binary and extract the network ID using the 

"Logical And" comparison.       

B Create a table of custom subnet values where binary bits express the exponential ranges of the network and host octets.

      

C Calculate and identify the best variable length subnet values and apply them by the dividing the classroom network into 

four (4) smaller subnets.       

Setting Up a Network Printer17

A Configure a computer to connect to a network printer using a TCP/IP port and demosntrate printer management and 

sharing.       

Setting Up User Accounts.18

A Create new user accounts and configure resource access rights and permissions.       

B Demonstrate how to create roaming and mandatory profiles and mapping related network resources.       

Internet Information Systems (IIS)19
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Microsoft Windows Professional 2870Course: Year: 0910

Occupational Competencies          (continued)

A Install and configure IIS for a default FTP and WWW server and demonstrate command line and browser access of 

these sites.       

B Explain or demonstrate how to configure proxy settings for virtual port access through a router or similar firewall.

      

Drive Imaging and Deployment20

A Explain and demonstrate how to perform an unattended installation of XP by creating a scripted answer file.       

B Explain and demonstrate how to use Sysprep to deploy an image of XP for departmental use.       

C Explain or demonstrate how to use Acronis to deploy and backup XP over the network.       

Safeguarding Against Viruses21

A Explain or demosntrate best practices in avoiding virus attacks including updates and patches, firewalls, AV software, 

and user behavior.       

B Demonstrate common procedures in responding to a virus attack including isolation, detection, and data recovery.

      

Special Certificates

Special Certificates1

A Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 38

 27

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 27

(Does not include: Optional Skills for Advanced Learners)

*



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 1 of 2COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

Dental Front Office Assistant 3000Course: Year: 0910

Certificate Course-Title

Dental Front Office Assistant

Course Description

Train for employment in a dental office.  You will learn dental terminology and charting, dental insurance forms and 

claims coding, patient information processing, appointment control, filing, pegboard bookkeeping, case presentations 

and other standard dental office procedures. Worksite learning is a component of this course.  Additional costs may be 

required for uniforms.  Textbook purchase may be required.  ACE classes (FastForWord & Employability Skills and 

Introduction to Computers & Medical Math) are highly recommended.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

90% or higher attendance rate, no tardies

Personal and Occupational Safety6

A Demonstrate proper body mechanics for lifting and moving in the work setting.       

100% accuracy - Demonstration, observation check-off

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Dental Terminology, Anatomy, and Charting8

A Correctly spell, define, pronounce and use dental terminology.       

90% accuracy - Minimum of 200 terms

B Identify quadrants of the mouth and identify the permanent and primary teeth by their names and numbers.       

90% accuracy - Worksheets, tests

C Read and chart dental findings on anatomical and geometric charts with different tooth numbering systems.       

90% accuracy on both style charts

Patient Clinical Records9

A Demonstrate proper safeguarding of patient records through proper filing, storage and handling procedures.       

100% accuracy - Demonstration

Office Skills10

A Demonstrate professional phone technique, and appointment control.       

100% accuracy
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Dental Front Office Assistant 3000Course: Year: 0910

Occupational Competencies          (continued)

10

B Practice customer service by greeting patients in a courteous, professional manner.       

90% accuracy - Observation/score sheet

Patient Scheduling11

A Demonstrate proper use of the computer for appointment scheduling.       

100% accuracy - Using the computer, schedule fifteen (15) appointments

Information Management12

A Classify names in correct indexing order (to ARMA rules) as they will appear on a patient file and place in proper 

alphanumeric order.       

100% accuracy - Place patient names on index cards

100% accuracy - Place sixty (60) index cards in proper alphanumeric order

Dental Insurance Processing13

A Complete non-computer and computer-generated claim forms for preauthorization and payment of services.       

100% accuracy - Students will complete two (2) forms of each type

Ethical and Legal Considerations14

A Examine and evaluate the basics of dental ethics and laws.       

90% accuracy - Workbook and post test assignments

Optional Skills for Advanced Learners15

*

A Work independently to complete and audit Accounts Receivable Reports.       

100% accuracy - Complete without assistance

B Work independently to reconcile a checking account, pay bills, create payroll checks and file tax reports.       

100% accuracy - Complete without assistance

C Properly conduct collection procedures including calls, letters, and pursuing legal action.       

100% accuracy - Complete without assistance

D Work independently to create and audit the insurance tracking report.       

100% accuracy - Complete without assistance

E Successful participation in on-the-job internship training.       

Score of twenty-five (25) or higher on Community Classroom Student Evaluation form

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 13

 9

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 9

(Does not include: Optional Skills for Advanced Learners)

*
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Medical Adm Asst-Front Office 3100Course: Year: 0910

Certificate Course-Title

Medical Administrative Assistant - Front Office

Course Description

Prepare for employment in a physician's front office or in the reception area of any medical facility. Learn basic 

medical terminology, anatomy and physiology, patient interaction, appointment control, filing, bookkeeping, use of a 

computer to prepare correspondence, data entry and retrieval.  Computer skills via ROP's Keyboarding, Introduction to 

Computers, or MS Office courses are highly recommended.  Worksite learning is a component of this course.  

Additional costs may be required for uniforms.  Textbook purchase may be required.  Prerequisites:  ACE classes 

(FastForward & Employability Skills and Introduction to Computers and Medical Math) for adult students only, and 

Medical Terminology.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Identify safety hazards commonly found in a variety of medical settings including Standard/Universal Precautions and 

hazardous waste.       

B Explain the importance of CAL-OSHA.       

C Demonstrate procedures to be followed in case of emergencies.       

D Recognize the importance of using proper body mechanics for lifting and moving in the work setting.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Medical Office Skills8

A Demonstrate professional phone technique and appointment control.       

Medical Terminology9

A Analyze & define medical terms relating to major body systems & structures.       

B Correctly spell medical terms related to basic anatomy & physiology.       

C Identify common abbreviations used medical, clerical & clinical areas.       

Medical Law and Ethics10

A Discuss the Patients' Bill of Rights, Advance Directives and Hospice.       

B Define HIPAA and Identify and describe Title 1 and Title 2.       
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Medical Adm Asst-Front Office 3100Course: Year: 0910

Occupational Competencies          (continued)

10

C Demonstrate the use of specific patient consent and record release forms.       

D Identify specific legal terms as they apply to basic medical law.       

Accounts Receivables/Payables11

A Demonstrate the ability to balance a day sheet.       

Computer Skills12

A Demonstrate the ability to use basic computerized medical office software.       

B Demonstrate the ability to use computer skills to process and save information or documents.       

Introduction to Pharmacology13

A Demonstrate knowledge of basic pharmacology and abbreviations with the ability to interpret a written prescription.

      

B Correctly spell and pronounce commonly used medications.       

C Take complete and accurate telephone information for prescription refills.       

Information Management14

A Demonstrate the ability to file alphabetically and numerically.       

B Accurately and efficiently chart patient information/data.       

C Identify appropriate guidelines for releasing records or information.       

Basic Medical Insurance Forms15

A Demonstrate completion of a medical insurance form.       

B Using the CPT and ICD9 manuals, accurately code a medical insurance form.       

C Identify the procedure for obtaining verification and authorization regarding insurance eligibility.       

D Demonstrate the ability to complete a State Disability form.       

E Demonstrate the ability to complete a Workers Compensations's "First Report of Occupational Injury or Illness.       

Advanced Skills16

A Works independently to create payroll checks.       

B Works independently to create various business letters used in a medical setting.       

C Successful completion of on-the-job training (externship).       

Special Certificates

Special Certificates1

A Articulation Certificate       

C Perfect Attendance       
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Medical Adm Asst-Front Office 3100Course: Year: 0910

Job Attitudes          (continued)

1

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 31

 22

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 22

(Does not include: Optional Skills for Advanced Learners)

*
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Certification of Occupational Competencies (COC) - Master List

Medical Insurance Billing 3200Course: Year: 0910

Certificate Course-Title

Medical Insurance Billing

Course Description

Train to be a medical insurance biller in a variety of medical-clerical capacities in a doctor's office or clinic. Or, start 

your own home-based billing service.  For those students wishing to further their education in the medical field, this 

program provides a firm foundation.  Students receive instruction in computerized billing, CPT-4 and ICD-9 coding, 

collection procedures, identifying and billing different types of insurance, electronic claims processing, medical ethics 

and appropriate job search skills.  Computer skills via ROP's Keyboarding or Microsoft Office are highly 

recommended.  Worksite learning is an optional component of this course.  This course is part of a recommended 

course sequence.  Textbook purchase may be required.  Prerequisites:  Medical Terminology and either Medical 

Administrative Assistant - Front Office or Medical Office Records Clerk.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Recognize the importance of using proper body mechanics for lifting and moving in the work setting.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

CPT- 4 Coding8

A Code ICD-9 worksheets and book chapter.       

Types of Insurance9

A Demonstrate filling out a claim form for various types of insurance including Private, Medicare, Medi-Cal, Medi-Medi, 

Tricare, Worker's Compensation, HMO, and Disability Insurance.       

Explanation of Benefits10

A Correctly post payments and adjustments from an EOB to a patient ledger or pegboard.       

Secondary Insurance and Collections11

A Demonstrate how to initiate collection procedures using correct phone etiquette and collection letters.       

Computer Applications12

A Demonstrate procedures to avoid breach of confidentiality.       
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Certification of Occupational Competencies (COC) - Master List

Medical Insurance Billing 3200Course: Year: 0910

Occupational Competencies          (continued)

B Type at 25 wpm.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 9

 6

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 6

(Does not include: Optional Skills for Advanced Learners)

*
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Medical Services Occupations 3400Course: Year: 0910

Certificate Course-Title

Medical Services Occupations

Course Description

This course is designed for students interested in Health Careers.  Students receive instruction in career path options, 

related mathematics, medical terminology, basic anatomy and physiology, infection control, nutrition, legal and ethical 

principles, basic medical filing, and safety/first aid.  Eligible students receive work place learning experience in a 

career path, which is provided at community medical facilities.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Safety6

A Describe three levels of medical asepsis.       

B Demonstrate procedures to be followed in the case of emergencies.       

C Discuss ways to report a potential safety hazard to a supervisor.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

General Office Skills8

A Demonstrate basic computer operations.       

B Demonstrate proficient alpha filing skills.       

C Demonstrate proficient numeric filing skills.       

Legal and Ethical Principles9

A Identify individual code of ethics in common health careers.       

Medical Terminology10

A Identify and define common word parts, including prefixes and suffixes.       

Nutrition11

A Identify common nutrients and food sources.       

Vital Signs12
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Certification of Occupational Competencies (COC) - Master List

Medical Services Occupations 3400Course: Year: 0910

Occupational Competencies          (continued)

A Demonstrate the correct procedure for measuring and recording a patient's temperature, pulse, and respiration rate.

      

B Discuss the proper procedure for measuring and recording a patient's blood pressure.       

The Metric System, Weights and Measures13

A Demonstrate accuracy in measuring volume, length, and weight using the metric system and household measurements.

      

First Aid and CPR14

A Recognize and discuss the correct procedure for administering Cardiopulmonary resuscitation (CPR).       

B Discuss and demonstrate the removal of foreign airway body obstructions.       

C Identify the important components of First Aid treatment.       

D Demonstrate proper bandaging of common wounds.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 18

 13

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 13

(Does not include: Optional Skills for Advanced Learners)

*
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Certification of Occupational Competencies (COC) - Master List

Medical Terminology 3500Course: Year: 0910

Certificate Course-Title

Medical Terminology

Course Description

Prepare for a new career or upgrade your medical profession terminology skills by taking this course.  You will learn 

medical terminology in relation to various body systems and medical procedures.  Proper use of roots, prefixes and 

suffixes will be studied in the formation of medical words.  Medical Terminology is a prerequisite for Pharmacy 

Technician, Medical Assistant-Clinical, Medical Administrative Assistant-Front Office, Medical Insurance Billing, 

and Medical Office Records Clerk.  This course is part of the ACE course sequence.  This course is recognized by a 

community college for advanced placement.  Textbook purchase may be required.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Completion of a minimum of 75% of the total course hours.

Personal and Occupational Safety6

A Identify classroom emergency evacuation procedures.       

100% accuracy - Role playing or written quiz.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Introduction to Medical Terminology8

A Demonstrate the ability to use medical terms in their proper context.       

75% accuracy - Complete 30-40 multiple-choice questions covering weekly text lessons.

75% accuracy - Compose minimum of ten (10) sentences weekly using medical terms, including correct spelling 

and grammar, covered from text.

Terminology for Basic Human Anatomy and Physiology9

A Analyze, define, spell, and pronounce medical terms relating to the major body systems and structures including: 

integumentary, respiratory, digestive, urinary, cardiovascular, musculo-skeletal, reproductive, endocrine, sensory, and 

nervous       

75% accuracy - Complete weekly spelling tests covering a minimum of ten (10) terms from the text.

75% accuracy - Identify 5-10 medical abbreviations assigned weekly, by oral or written examination.

Medical Abbreviations10

A Identify common abbreviations used in medical, clerical and clinical areas.       

maria sterger
Line



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 2 of 2COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

Medical Terminology 3500Course: Year: 0910

Occupational Competencies          (continued)

75% accuracy - Oral or written quizzes using 5-10 abbreviations.

Special Certificates

Special Certificates1

A Articulation Certificate       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 6

 4

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 4

(Does not include: Optional Skills for Advanced Learners)

*
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Medical Office Records Clerk 3700Course: Year: 0910

Certificate Course-Title

Medical Office Records Clerk

Course Description

This fast-paced class prepares students to enter employment as a medical records clerk or continue their training and 

education in the ROP's medical insurance billing or other related classes. Students will learn the unique aspects of 

medical records, filing systems, and how to transfer, release, purge, store, retrieve, and destroy records and files.  

Confidentiality, ethics and employment readiness skills will also be addressed.  Computer skills via ROP's 

Keyboarding or Microsoft Office are highly recommended.  Worksite learning is an optional component of this course.  

This course is part of a recommended course sequence. Prerequisites:  Medical Terminology.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Identify safety hazards commonly found in a variety of medical settings including Standard/Universal Precautions and 

hazardous waste.       

B Recognize the importance of using proper body mechanics for lifting and moving in the work setting.       

Communication Skills in the Medical Office Environment7

A Demonstrate telephone etiquette and taking messages       

Medical Terminology (Basics)8

A Demonstrate understanding of common medical abbreviations, acronyms, and their proper spelling, that are used in a 

medical office setting.       

Filing Methods-Alpha and Numeric9

A Demonstrate ability to use straight, middle digit, and termininal digit numeric systems.       

Computer Applications10

A Demonstrate proper opening and closing of computer records and programs to avoid corruption of files and breach of 

confidentiality.       

B Type at 25 wpm.       

Special Certificates
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Medical Office Records Clerk 3700Course: Year: 0910

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 8

 6

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 6

(Does not include: Optional Skills for Advanced Learners)

*
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Hospital Occupations 3900Course: Year: 0910

Certificate Course-Title

Hospital/Community Health Services

Course Description

This course is designed to prepare students for entry-level employment in the hospital and/or community setting.  

Emphasis is placed on those skills required of a health care worker in various departments of an acute care hospital 

setting or specific health care facility.  This course will provide practical information and practice about various career 

opportunities in the health care field.  Specific areas of career exploration include physical therapy, pediatrics, 

oncology, obstetrics/gynecology, med/surgical nursing, radiology, occupational therapy, dentistry, pharmacology and 

medical assisting.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Recognize good housekeeping as a safety issue.       

B Identify safety hazards commonly found in a variety of medical settings including Standard/Universal Precautions and 

hazardous waste.       

C Describe the procedures for reporting a work-related injury.       

D Demonstrate procedures to be followed in case of emergencies.       

E Recognize the importance of using proper body mechanics for lifting and moving in the work setting.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Hospital Communications8

A Demonstrate proper usage of terminology used in various departments in a hospital.       

Admitting Department9

A Describe various careers and functions within the medical/clerical field.       

B Describe Patient Rights.       

C Greet and direct visitors to appropriate personnel or department.       

D Gather information on outpatients being admitted.       

E Assemble patient chart.       

F Demonstrate medical terminology specific to admission.       

maria sterger
Line



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 2 of 5COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

Hospital Occupations 3900Course: Year: 0910

Health Unit Coordinator10

A Describe the role of the Health Unit Coordinator.       

B Describe various medical specialties/departments and their roles and responsibilities.       

C Describe medical law and ethics associated with a health unit coordinator.       

D Order, maintain, and organize nursing station supplies and equipment.       

E Communicate various patient transfers.       

Cardiopulmonary Therapy Department11

A Prepare patients for testing.       

B Cut and mount EKG strips/readings.       

C Identify circulatory and respiratory anatomy and physiology.       

D Demonstrate proper procedure for documenting treatments in patients' charts.       

E Demonstrate medical aseptic technique with respiratory therapy department.       

Emergency Medicine Department12

A Describe job duties of emergency personnel, educational requirements and laws governing emergency medical 

personnel.       

B Demonstrate ability to handle, transport and dispose of bio-hazardous materials.       

C Demonstrate procedure for transfer and transporting of patients.       

D Measure, record and report abnormal vital signs.       

E Identify and/or assist with various dressings and bandages.       

F Demonstrate proficiency in CPR and First Aid.       

G Assist with inventory, stocking and expiration of supplies.       

H Retrieve and deliver medical records as needed.       

I Clean and maintain equipment and linens.       

Hospital Business/Billing Department13

A Identify various coding procedures and locate ICD-9CM volumes I and II.       

B Identify various filing systems.       

C Assemble patient charts and distribute various forms.       

D Enter data, complete forms, retrieve and print computer information.       

Hospital Central Supply14

A Identify duties of a Central Supply/Central Processing/Material Management worker.       

B Demonstrate procedure to disinfect equipment.       

C Describe the difference between dirty, clean and sterile.       

D Assemble, wrap and package instruments and equipment.       

E Identify equipment/supply transported to and from the department.       

F Describe procedures performed in the decontamination, preparation, sterilization and inventory areas.       

G Demonstrate the use of appropriate apparel worn in the decontamination, preparation, sterilization and inventory areas.

      

H Answer, screen and direct phone calls.       

I Replenish supplies associated with housekeeping.       

Long Term Care Facility15

A Describe patient rights.       
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Hospital Occupations 3900Course: Year: 0910

Occupational Competencies          (continued)

B Identify resources within the community.       

C Assist residents with letters, cards and other written communication.       

D Assist with nourishments, meals and snacks.       

E Describe diseases associated with the aging process.       

Medical Administrative Assistant16

A Identify cultural and socio-economical differences of clientele.       

B Assemble process, file and retrieve patient charts and forms.       

C Schedule appointments with physician, patient testing, or hospital admissions.       

D Admit patients to examination room and document patient chief complaints.       

Medical Assistant - Clinical17

A Determine and record vital signs.       

B Take and record patients' medical history and complaint.       

C Prepare patient and instruments for physical examination.       

D Assist physician with examinations.       

E Obtain and record height and weight of infants, children and adults.       

F Perform an electrocardiogram.       

G Prepare sterile tray for office surgery and assist physician.       

H Demonstrate first aid used for medical emergencies.       

I Demonstrate cardiopulmonary resuscitation.       

Medical Records Department18

A Describe the job responsibilities and educational requirements of medical records personnel.       

B Demonstrate computer skills used in the medical records department.       

C Answer telephone inquiries of routine nature and determine appropriate referral for calls.       

D Store, retrieve patient information and file selected items onto chart.       

E Accurately review medical records for deficiencies.       

Medical/Surgical Department19

A Transfer and transport patients.       

B Assist with patient positioning.       

C Define informed consent.       

D Describe the patient self-determination act.       

E Maintain a sterile environment.       

F Maintain, stock and check for expiration of supplies.       

Nutrition/Dietetics Department20

A Describe the job responsibilities and educational requirements of dietary personnel.       

B Handle food properly to assure freshness and prevent contamination.       

C Assist patients to read and fill out menus.       

D Identify color-coded menu cards.       

E Deliver food trays and nourishments to the nursing stations.       

F Return tray cards from nursing units to the kitchen.       
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Pediatric Department21

A Describe age-specific needs of newborn or infant.       

B Diaper an infant, cleaning the perineal area correctly.       

C Use age-appropriate toys for play therapy.       

D Feed and assist with feeding of children of various ages, include bottle and burping.       

E Describe the proper use of cribs and isolettes.       

F Demonstrate use of infant scale.       

G Properly take, record and/or graph pediatric measurements: height, weight, head circumference and abdominal girth.

      

Occupational Therapy Cardiac Rehab22

A Describe the job responsibilities and educational requirements of Occupational Therapy personnel.       

B Assist patients with their activities of daily living.       

C Identify the musculoskeletal, nervous, cardiovascular, integumentary systems and their dysfunctions and disorders.

      

D Perform therapeutic exercises.       

Oncology Department23

A Demonstrate use of personal protective equipment.       

B Describe the types of procedures currently used for treatment of cancer.       

C Identify issues related to the prevention and early detection of cancer.       

One Day/Out Patient Surgery Department24

A Make surgical beds properly.       

B Prepare patient room for post-op care.       

C Maintain confidentiality of electronically generated patient records.       

D List common fears and concerns of acutely ill patients.       

E Describe methods to assess degree of pain and location; report findings.       

Orthopedic Department Unit25

A Describe the role of orthopedic nursing in rehabilitation.       

B Differentiate between closed and open fractures.       

C Describe procedures of cast care.       

D Describe essential considerations for positioning clients with casts.       

Pharmacy Department26

A Describe the job responsibilities and educational requirements of Pharmacy personnel.       

B Demonstrate computer skills associated with pharmacy department.       

C Identify medication names, doses, routes and side effects.       

D Transport medications and/or medication orders.       

Physical Therapy27

A Describe the role of the physical therapy aide as a member of the rehabilitation team.       

B Describe the ethical and legal issues affecting the Physical Therapy Aide.       

C Demonstrate administration/clerical skills of medical record keeping, billing, insurances, scheduling and telephone 

inquiries.       
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Occupational Competencies          (continued)

27

D Identify the musculoskeletal, nervous, cardiovascular, intergumentary systems and their dysfunctions and disorders.

      

E Transfer patients.       

F Perform therapeutic exercises.       

G Perform range of motion exercises.       

Radiology Department28

A Describe the job responsibilities and educational requirements of radiology personnel.       

B Prepare and maintain patient files and medical records.       

C Describe safety/radiation exposure precautions associated with radiology.       

D Describe routine radiological procedures.       

E Assist with patient transport and transferring for radiology procedures.       

Dental Department29

A Read and chart dental findings on both anatomical and geometric style charts with different tooth numbering systems.

      

B Selects appropriate forms for obtaining patient information for clinical records.       

C Discusses the importance of patient, medical, and dental histories.       

D Discusses scheduling considerations in relation to patient profile, repetitive procedures, and daily production.       

E Correctly completes an appointment card and daily schedule.       

F Complete a dental claim form for preauthorization and one for payment of services. Non-computer.       

Veterinarian Services30

A Identify the professional role and responsibilities of the veterinary assistant.       

B Demonstrate how to clean animal cages and other surfaces.       

C Describe the symptoms of the diseases for which animals are routinely vaccinated.       

D Demonstrate professional phone technique, appointment scheduling, and appropriate document retrieval.       

E Demonstrate the ability to enter correct client personal and financial information in the medical record.       

F Demonstrate proper technique for obtaining vital signs of an animal.       

G Explain the importance of a correctly positioned and restrained patient.       

H Recognize signs and symptoms of a sick or injured animal.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 134

 94

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 94

(Does not include: Optional Skills for Advanced Learners)

*
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Medical Assistant-Clinical 4010Course: Year: 0910

Certificate Course-Title

Medical Assistant - Clinical

Course Description

You will learn the clinical skills necessary for employment in a variety of medical settings.  Clinical skills include vital 

signs, medical/surgical asepsis, physical examination, basic electrocardiography, basic pharmacology, assisting with 

diagnosis, therapeutic and laboratory procedures.  Worksite learning is a component of this course.  A negative TB test 

is required for participation in worksite learning.  Additional costs may be required for uniforms.  Textbook purchase 

may be required.  Prerequisites:  ACE classes (FastForward & Employability Skills and Introduction to Computers and 

Medical Math) for adult students only, and Medical Terminology.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

95% or higher attendance rate, no tardies.

Personal and Occupational Safety6

A Identify safety hazards commonly found in a variety of medical settings including Standard/Universal Precautions and 

hazardous waste materials.       

100% accuracy - Differentiate airborne, droplet, and contact precautions.

B Demonstrate proper and safe use of proper body mechanics in the work setting.       

100% accuracy - List and demonstrate aspects of body mechanics, alignment, and movement.

C List the procedures to follow for accidental needle stick and exposure to blood.       

100% accuracy - List procedures plus follow-up steps.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Universal and Standard Body Substance Precautions8

A Differentiate between standard precautions and transmission-based precautions.       

100% accuracy - List steps to prevent airborne, droplet, and contact transmission.

B Demonstrate how to properly clean, decontaminate, and dispose of spills including blood, body fluids, and medical 

waste.       

100% accuracy - Demonstration and list procedures.

Medical Asepsis9

A Describe and demonstrate how items are to be wrapped, positioned and removed from a sterilizer.       
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Occupational Competencies          (continued)

95% accuracy - Written procedures and demonstration.

B Identify six (6) diseases for which the CDC has issued immunization guidelines for healthcare workers.       

80% accuracy

Surgical Asepsis10

A Describe and demonstrate handling of sterile supplies to include opening peel-down packs, opening envelope wraps, 

pouring of sterile solutions, and donning and removal of sterile gloves.       

100% accuracy - Observation checklist.

B Identify common instruments and supplies used in minor surgical procedures and the various forms used in 

documentation of procedures.       

95% accuracy

C Demonstrate the proper procedure for removing sutures and staples from a wound.       

100% accuracy - Observation checklist and list of instruments/supplies needed.

D Demonstrate the proper techniques for a dressing change with a wound culture.       

100% accuracy - Observation checklist.

100% accuracy - List eight (8) reasons for correctly placed dressing.

Physical Measurements-Vital Signs11

A Demonstrate the correct procedures for taking and recording a patient's pulse and respiration rate, blood pressure, 

height, and weight and list factors that influence vital signs.       

100% accuracy

Health History-Physical, Routine and Specialty Examinations12

A List the guidelines for conducting a patient interview including confidentiality.       

100% accuracy

B Demonstrate the ability to obtain and document an accurate patient history.       

100% accuracy

C Demonstrate placing the patient in various positions for different types of specialty exams.       

100% accuracy - Minimum of three (3) positions.

D Correctly define, spell, and pronounce key terms and charting abbreviations.       

90% accuracy

Principles of Pharmacology and Drug Administration13

A Demonstrate how to use the PDR to correctly identify drugs, describe adverse reactions, indication and usage, 

contraindications, dosage, administration and how supplied.       

100% accuracy - Minimum of twenty (20) drugs.

B Describe the proper handling, storage, and labeling of commonly used drugs, including oxygen.       

100% accuracy

C Identify the legal requirements for controlled substance inventory and administration.       

100% accuracy - Written test

D Demonstrate the ability to correctly compute dosage calculations using the standard, metric, and apothecary systems.

      

100% accuracy - Minimum of twenty (20) problems on a test.

E Demonstrate the administration of injections using the correct time, patient, route, drug, dosage, and documentation.

      



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 3 of 4COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

Medical Assistant-Clinical 4010Course: Year: 0910

Occupational Competencies          (continued)

13

100% accuracy - Observation checklist.

100% accuracy - List six (6) considerations for selecting a needle.

F Identify the dangers and complications associated with injections.       

100% accuracy - List eight (8) dangers and eight (8) areas to avoid when administering injections.

G Identify safety guidelines and precautions in the administration of medications.       

100% accuracy - List the six (6) rights and general guidelines for proper administration of medications.

H Demonstrate the patient preparation and the correct procedure for irrigation and instillation of medications for the ear 

and the eye.       

100% accuracy - Observation checklist.

Electrocardiography14

A Demonstrate the proper technique for administering a 12 lead electrocardiogram, including standardization.       

100% accuracy - Observation including correct placement of leads and showing the tracing.

Hematology and Blood Chemistry15

A Correctly identify body sites used for obtaining capillary and venous blood for testing and the common collection tubes, 

the order in which they are used, and the proper handling of blood samples.       

100% accuracy

B Explain and demonstrate the correct procedure for obtaining a venous blood specimen using a syringe and needle, 

vacuum tube, and winged infusion set.       

100% accuracy - List steps for each and observation.

C Demonstrate the correct procedure for obtaining a blood specimen by fingertip skin puncture using a hematocrit tube, 

blood lancets and clay       

100% accuracy - Observation checklist.

Laboratory Skills16

A Identify the parts and demonstrate the use of a microscope, centrifuge, and autoclave.       

100% accuracy - List and observation.

B Demonstrate patient preparation techniques for the collection, transportation, handling, and testing of  urine, sputum, 

throat and nasopharyngeal, wound, and vaginal cultures.       

100% accuracy - Observation checklist.

Immediate and Temporary Care17

A Successfully complete First Aid requirements for certification.       

Meets American Heart Association criteria.

B Successfully complete CPR (infant, child, adult) requirements for certification.       

Meets American Heart Association criteria.

Ethical and Legal Considerations18

A Identify various forms of privileged communication, HIPAA regulations, and causes for the breech of confidentiality.

      

100% accuracy - Written test

Special Certificates
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Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 35

 25

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 25

(Does not include: Optional Skills for Advanced Learners)

*
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Nurse Assistant (Certified) 4100Course: Year: 0910

Certificate Course-Title

Nurse Assistant (Certified)

Course Description

CNAs are in demand.  This course satisfies both state and federal regulations for Nurse Assistant programs and 

prepares students to take the State Competency Exam required for certification.  Students will learn patient care, 

observation, and communication skills with emphasis on caring for the geriatric patient in an extended-care facility.  

100 hours of worksite learning is a requirement of this course.  A negative TB test result and fingerprint/criminal 

clearance are required prior to engaging in worksite learning.  Additional costs may be required for uniforms.  Specific 

hours and attendance required.  Textbook purchase may be required.  Prerequisites:  minimum score on placement test.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal & Occupational Safety6

A Identify procedures to be followed in the case of emergencies.       

100% accuracy - Written quiz

B Describe the method used to report a potential safety hazard or injury.       

75% accuracy - Written quiz

Green Concepts7

A Identify industry practices that demonstrate a comitment to sustainability.       

Introduction to the Nurse Assistant8

A Identify common practices of maintaining resident confidentiality.       

70% accuracy

Residents Rights9

A Identify various patient rights including the role of the ombudsman.       

70% accuracy

Observation and Charting10

A Demonstrate proper ADL flow sheet charting technique.       

B Demonstrate proper recording responsibilities by doing narrative charting.       

Body Mechanics11

maria sterger
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Nurse Assistant (Certified) 4100Course: Year: 0910

Occupational Competencies          (continued)

A Identify the purpose and rules of proper body mechanics.       

75% accuracy - Written quiz

B Demonstrate a two person lift with a draw sheet.       

C Demonstrate turning the resident in bed without lift sheet.       

D Demonstrate placing person in lateral position.       

E Demonstrate resident ambulation.       

F Demonstrate positioning in wheelchair       

G Demonstrate transfer technique from bed to wheelchair with gait belt.       

Medical and Surgical Asepsis12

A Demonstrate proper hand washing technique.       

B Demonstrate methods of Universal/Standard precautions used in the prevention and spread of disease.       

Resident Care Skills and Procedures13

A Demonstrate safe bed bath technique.       

B Demonstrate safe shower technique.       

C Demonstrate washing perineal area with proper technique.       

D Demonstrate proper technique in performing hygiene.       

E Demonstrate technique for washing dentures.       

F Demonstrate proper technique in performing nail care.       

G Demonstrate proper shaving technique.       

H Identify signs, symptoms, and areas of the body prone to pressure ulcers, including measures used for prevention and 

treatment.       

75% accuracy

I Accurately measure and record intake.       

J Accurately measure and record output.       

Vital Signs14

A Demonstrate the correct procedure for measuring and recording a patient's temperature.       

Demonstrate accurately three (3) times.

B Demonstrate the correct procedure for measuring and recording a patient's pulse.       

Demonstrate accurately three (3) times.

C Demonstrate the correct procedure for measuring and recording a patient's respiration rate.       

Demonstrate accurately three (3) times.

D Demonstrate the proper procedure for measuring and recording a patient's blood pressure.       

Demonstrate accurately three (3) times.

Nutrition and Fluid Balance15

A Demonstrate how to pass a dietary tray correctly.       

B Demonstrate proper feeding technique.       

Rehabilitation/Restorative Care16

A Identify CNA's role in preventing complications from inactivity.       

75% accuracy
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The Metric System, Weights and Measures17

A Identify volume, length, and weight using the metric system and/or household measurements.       

75% accuracy

B Demonstrate obtaining a resident's weight.       

100% accuracy - Demonstrate three (3) times.

Death and Dying18

A Identify the stages of grief and the signs of biological death.       

75% accuracy

The Long Term Care Resident19

A Identify common changes due to the aging process, common diseases, disorders and their common signs and symptoms 

in the elderly.       

75% accuracy

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 38

 27

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 27

(Does not include: Optional Skills for Advanced Learners)

*
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Nurse Assistant (Acute) 4200Course: Year: 0910

Certificate Course-Title

Nurse Assistant (Acute Care)

Course Description

Reinforce your CNA skills with emphasis on caring for patients in specialized acute care areas such as medical, 

surgical, orthopedic, pediatric, and obstetrical units in a hospital environment.  Prerequisite:  current Nurse Assistant 

certification.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal & Occupational Safety6

A Describe the methods of Universal/ Standard Precautions that prevent the spread of microorganisms.       

B Demonstrate procedures to be followed in the case of emergencies.       

C Demonstrate proper body mechanics in order to prevent injury to resident and student.       

D Discuss the method used to report a potential safety hazard or injury.       

E Identify basic emergency codes used in the workplace.       

F Discuss Fire and Disaster plans as they relate to the Acute Care setting.       

Care of the Orthopedic Patient7

A Demonstrate care of the orthopedic patient with special devices including casts, traction, trapeze, crutches, splints, and 

the CPM machine.       

Care of the Surgical Patient8

A Demonstrate basic pre-operative patient care.       

B Describe the procedure used for filling out a pre-op checklist.       

C Discuss potential post-op complications and Certified Nursing Assistant's reporting responsibilities.       

D Perform basic post-operative care, including turning, coughing, deep breathing, use of the incentive spirometer, and 

measurement of vital signs.       

E Demonstrate care of the surgical patient with various drains and the procedure for measuring the output.       

F Demonstrate application of TED hose and pneumatic leg coverings.       

Maternal Child Care9

A Perform basic post partum nursing care according to the Certified Nursing Assistant Scope of Practice.       

B Describe the care of the Neonate, including feeding, burping, holding, dressing, and the performance of vital signs.
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Occupational Competencies          (continued)

9

Pediatric Care10

A Describe how to maintain a safe environment for the pediatric patient.       

B Discuss the proper procedure for measuring vital signs of the pediatric patient.       

Care of the Medical Patient11

A Demonstrate bathing and moving a patient with a variety of tubes and/or electrodes in place.       

B Measure and record vital signs using electronic equipment.       

C Discuss the Nursing Assistant responsibilities in preparing the acutely ill patient for diagnostic tests.       

Nutrition and Fluid Balance12

A Identify special diets that may be ordered for the hospitalized patient.       

B Discuss the importance of following guidelines for a patient on fluid restriction.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 23

 16

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 16

(Does not include: Optional Skills for Advanced Learners)

*
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Pharmacy Technician 4300Course: Year: 0910

Certificate Course-Title

Pharmacy Technician

Course Description

Prepare for employment in a retail, hospital, or long-term care facility pharmacy.  Topics of instruction include 

pharmaceutical calculations, pharmacology, California Pharmacy Law, abbreviations and symbols, and computer 

applications.  Students successfully completing this course qualify to apply for registration with the California State 

Board of Pharmacy as a pharmacy technician.  Worksite learning of 120 hours is a requirement of this course.  A 

negative TB test result and a fingerprint/criminal clearance are required prior to engaging in worksite learning.  

Specific hours and attendance required.  Textbook purchase may be required.  Prerequisites:  ACE classes 

(FastForward & Employability Skills and Introduction to Computers and Medical Math) for adult students only, and 

Medical Terminology.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in the case of emergencies.       

Identify procedures to be followed for earthquake, fire, and emergency drills.

B Differentiate between the handling of chemotherapeutic drugs and/or hazardous drugs.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Introduction to Medication and Pharmacy Law9

A Demonstrate the ability to fill and label common prescriptions correctly including dosage.       

70% accuracy - Written test

B Demonstrate and differentiate the understanding of requirements for consultation with the patient receiving new 

prescriptions.       

Role play

How to Read a Prescription10

A Identify terminology and symbols used in Pharmacy practice.       

Worksheet, handout, and quiz.

B Define abbreviations used in prescription labeling of drugs.       

Worksheet, handout, teacher evaluation, and quiz
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Pharmacy Technician 4300Course: Year: 0910

Occupational Competencies          (continued)

10

C Describe specific estimated days of supply (EDS) in regards to drug quantity dispensed.       

Test and quiz

D Perform basic computer operations in prescription labeling, and third party billing.       

Teacher evaultion and observation.

Pharmaceutical Calculations11

A Demonstrate understanding of  the Metric, Apothecary, and Household measurement systems.       

100% accuracy - Testing and demonstration through lab exercise

B Accurately perform Pharmacy calculations.       

Worksheet, handout, and test.

Pharmacology12

A Identify the generic name and the trade name of commonly used drugs in a pharmacy.       

100% accuracy - Weekly quiz

B Demonstrate the proper handling and storage conditions of commonly used drugs.       

Test

Pharmacy Practices13

A Demonstrate safety precaution and aseptic technique, while using needles, syringes, glass ampules/vials.       

Lab exercise

B List common areas of medication inconsistencies.       

Lab exercise

Technology14

A Demonstrate the ability to type a prescription label with 100% accuracy.       

Lab exercise

Hours Requirement15

A Completed a training course of 240 hours as required by the State Board of Pharmacy for application for Technician 

License.       

Certification exam

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 18

 13

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 13

(Does not include: Optional Skills for Advanced Learners)

*
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Phys Therapy Aide-Rehab 4510Course: Year: 0910

Certificate Course-Title

Physical Therapy Aide - Rehabilitation

Course Description

You can prepare for employment as a Physical Therapy Aide.  Learn anatomy and physiology, body mechanics, vital 

signs, reporting, charting, patient interaction skills, and use of equipment and techniques to aid patients in 

rehabilitation.  Prerequisites:  ACE classes (FastForward & Employability Skills and Introduction to Computers and 

Medical Math) for adult students only.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Medical Ethics and the Physical Therapy  Aide6

A Discuss and understand the Patient's Bill of Rights, including HIPPA confidentiality requirements and negligence.

      

B Demonstrate the use of specific patient consent forms and verbal directives.       

C Identify the professional liabilities and ethical issues facing a physical therapy aide including negligence, malpractice, 

and personal liability.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Administrative Skills of the Physical Therapy Aide8

A Demonstrate appointment scheduling, filing, and record keeping using basic computer skills.       

C Identify and explain the patient's physical therapy plan of care.       

Medical Terminology9

A Correctly define, spell, abbreviate and pronounce key terms associated with physical therapy cases.       

B Demonstrate the ability to use medical terms in their proper context.       

C Identify anatomical descriptors and fundamental human body structure.       

Major Human Body Systems10

A Identify the Musculoskeletal, Neurological, and Cardiovascular structures of the human body, and discuss the 

physiological components, and functions of each.       

B Recognize the various modalities associated with the plan of care for Musculoskeletal injuries.       

Vital Signs11
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Occupational Competencies          (continued)

A Identify the four vital signs, and the body functions measured by each, and the normal measurements of each.       

B Describe the equipment and methods used to obtain a patient's vital signs.       

C Identify and locate major pulse points including factors that affect pulse and respiratory rates in a physical therapy 

setting.       

D Demonstrate administration of vital signs including blood pressure, heart rate, respiratory rate.       

Observation, Reporting and Charting12

A Identify and describe types of computerized formats used for documenting information into the medical record including 

SOAP notes, and narrative charting.       

B Recognize physical variance as related to vital signs and articulate the condition of the patient to the supervisor.       

Physical Therapy Modalities13

A Discuss contraindications and precautious for common physical therapy modalities.       

B Differentiate between cold therapy and heat therapy and when each should be applied.       

C Discuss ultrasound and electrotherapy and their application in physical therapy.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 21

 15

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 15

(Does not include: Optional Skills for Advanced Learners)

*
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Sports Medicine Aide 4550Course: Year: 0910

Certificate Course-Title

Sports Medicine Aide

Course Description

Are you interested in the practical and theoretical aspects of sports injury prevention, recognition, treatment and care 

of sports-related injuries?  This course will address basic human anatomy and physiology, mechanisms of a sport 

injury, basic injury evaluation, sports medicine modalities including taping, wrapping, protective bracing, equipment 

fitting, and follow up care.  Upon successful completion of this course, you will be eligible to work as a physical 

therapy aide at a sports medicine physical therapy clinic or at a health/fitness facility.  Further academic skills are 

required to become a certified athletic trainer.  Worksite training is an optional component of this course.  Textbook 

purchase may be required.  Prerequisites:  ACE classes (FastForward & Employability Skills and Introduction to 

Computers and Medical Math) for adult students only.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal & Occupational Safety6

A Identify safety hazards commonly found in a setting where Sports Medicine is practiced.       

B Take appropriate safety measures such as universal procedures.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Introduction to the Sports Medicine Aide8

A Discuss the roles and responsibilities of the Sports Medicine Aide.       

B Explain the rules and regulations of operating an Athletic Training Program.       

Law and Liability of Insurance9

A Explain the legal interaction between coaches, trainers and players.       

B Define the legal concepts of liability, HIPAA, negligence, torts, and assumption of risks.       

C Discuss measures to minimize litigation in Sports Medicine and athletics.       

Injury Prevention through Fitness Training10

A Identify the major conditioning seasons in relation to specific sports.       

B Identify the principles of conditioning including flexibility, strength, and cardio-respiratory endurance in fitness training.
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Occupational Competencies          (continued)

10

Nutrition11

A Distinguish between body weight and body composition.       

B Identify weight gain and weight loss principles in fitness training.       

C Identify and discuss the pros and cons and legalities of nutritional supplements.       

Protective Sports Equipment12

A Identify appropriate attire and proper fitting sports equipment.       

B Identify various sports braces and purposes of each.       

Emergency Situations and Injury Recognition13

A Demonstrate appropriate emergency response behaviors.       

B Explain the importance of CPR and the Heimlich procedure.       

C Identify measures needed to control bleeding and shock.       

D Demonstrate the correct procedure to safely transport an injured athlete.       

E Demonstrate the steps necessary for proper evaluation of an athletic injury.       

F Identify the signs and symptoms of common sports injuries.       

Environmental Factors and Sports Medicine14

A Identify the signs and symptoms of hyperthermia and hypothermia, their prevention, and their treatment.       

Bandaging and Taping Techniques15

A Demonstrate the common techniques in the application of bandages and taping, including ankle wrap, ace wrap, and 

athletic tape.       

B Identify indications and contraindications.       

Medical Terminology16

A Correctly define, spell, and pronounce key terms associated with sports medicine cases, and use them in their proper 

context.       

Relationship of Anatomy and Physiology to Sports Injuries17

A Identify anatomical structures of the human body and common disorders and injury of each.       

Sports Medicine Modalities18

A Identify the various common modalities used in Sports Medicine and the purpose of each.       

B Discuss hydrotherapy, cold, heat, ultrasound, and electrotherapy therapies and their proper application in sports 

medicine.       

C Discuss contra-indications and precautions for common sports medicine modalities.       

Observation, Reporting, and Charting19

A Describe the legal importance of proper documentation and regulations.       

B Identify and describe types of formats including computer software used for documenting information into the medical 

record of an athlete including SOAP notes, POR charting, and narrative charting.       

Special Certificates
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Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 32

 22

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 22

(Does not include: Optional Skills for Advanced Learners)

*
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Home Health Aide 4600Course: Year: 0910

Certificate Course-Title

Home Health Aide

Course Description

Enhance your CNA skills by training to provide care to clients at home.  Learn about the medical and social needs of 

in-home clients, how to plan and prepare nutritious meals, provide personal care, and maintain a healthy, safe, home 

environment.  Prerequisite:  current Nurse Assistant certification.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Identify procedures to be followed in case of emergencies.       

70% accuracy - Written test

B Identify procedures to be followed for occupational safety.       

70% accuracy - Written test

Introduction to Aide and Agency Role7

A Identify the role and responsibilities of the certified home health aide.       

70% accuracy - Written test

B Demonstrate assignment and route planning.       

70% accuracy - Written test

C Demonstrate locating client's home on map.       

70% accuracy - Written test

D Demonstrate mileage computation.       

70% accuracy - Written test

E Demonstrate charting.       

70% accuracy - Written test

Interpretation of Medical & Social Needs of Clients8

A Identify basic body functions and changes that should be reported.       

70% accuracy - Written test

B Identify basic principles of growth and development.       

70% accuracy - Written test

C Identify development stages.       
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Occupational Competencies          (continued)

8

70% accuracy - Written test

D Identify guidelines for caring for children and adolescents.       

70% accuracy - Written test

E Identify changes in newborns that should be reported.       

70% accuracy - Written test

F Identify changes in new mothers that should be reported.       

70% accuracy - Written test

G Identify diseases and disorders common in the home care client and their signs and symptoms.       

70% accuracy - Written test

Personal Care Services9

A Identify rules for skin care.       

B Demonstrate ambullation.       

C Demonstrate transferring.       

D Demonstrate procedure for bed bath.       

E Demonstrate procedure for showers.       

F Demonstrate procedure for taking vital signs.       

G Identify emergencies in the home and define critical steps to follow.       

70% accuracy - Written test

H Identify infection control measures to use in the home care setting.       

70% accuracy - Written test

I Identify the role and responsibilities of the HHA in assisting the client to self administer medications.       

70% accuracy - Written test

Nutrition10

A Plan a weekly menu for a client on a therapeutic diet.       

B Identify food groups from food pyramid.       

70% accuracy - Written test

C Identify key principles of safe food handling, and storage.       

70% accuracy - Written test

D Identify steps in purchasing food.       

Cleaning and Care Tasks in the Home11

A Identify the HHA's role and responsibility for maintaining a clean, safe, and healthy environment.       

B Identify the HHA's role in laundering and care of personal items.       

70% accuracy - Written test

Special Certificates

Special Certificates1

C Perfect Attendance       
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Job Attitudes          (continued)

1

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 30

 21

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 21

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Child Care Occupations

Course Description

Are you interested in a career as a pre-school teacher, infant teacher, before- and after-school care teacher, family 

day-care provider, foster-care parent, teacher aide, camp counselor or recreation aide?  Topics of this course include:  

child growth and development; nutrition; child health and safety; positive discipline; curriculum and lesson plans; and 

laws and regulations relating to child-care services.  You may become employed as a provisional teacher when the 

Title 22 regulations, governing pre-schools in California, are met.  A negative TB test is required prior to laboratory 

participation.  Worksite training is an optional component of this course.  This course is recognized by a community 

college for advanced placement.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Safety6

A Demonstrate procedures to be followed in the case of emergencies.       

B Discuss ways to report a potential safety hazard to a supervisor.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Career Opportunities in Child Development8

A Identify education requirements and advanced training opportunities necessary for pursuing career options.       

B Identify personal characteristics necessary for success in the field.       

Licensing Requirements, Policies and Procedures9

A Compare and contrast differences between goals of infant and child care

facilities.

      

B Describe the requirements of the Americans with Disabilities Act.       

C Outline the steps required to establish a child care center.       

Growth and Development of the Infant and Young Child10

A Identify and compare the developmental stages of newborns through age 12:  Physical, Social, Emotional, Intellectual, 

and Language.       
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Child Care Occupations 5000Course: Year: 0910

The Learning Environment11

A Explain how environmental influences affect development.       

B Plan an appropriate physical setting for newborns through age 12.       

C Describe how to meet the needs of newborns through age 12.       

Guidance of the Young Child12

A Describe discipline techniques appropriate to all stages of development.       

B Identify conflict resolution strategies.       

Curriculum Development13

A Create and plan age-appropriate lessons and activities for children.       

B Identify the importance of anti-bias education and techniques.       

Teaching Strategies14

A Demonstrate age-appropriate teaching techniques.       

Health, Safety and Nutrition15

A Describe the basic hygiene needs of children.       

B Identify common illnesses of children.       

C Demonstrate proper hand washing and sanitation procedures.       

D Describe the nutritional requirements of children.       

Child Day Care Act, Section 1597.055 (Title 22)16

A Has successfully completed a minimum of 95 hours of classroom instruction and a minimum of 150 hours of supervised 

field experience in a licensed daycare center.       

Special Certificates

Special Certificates1

A Articulation Certificate       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 23

 16

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 16

(Does not include: Optional Skills for Advanced Learners)

*
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Fashion Design & Sewing 5100Course: Year: 0910

Certificate Course-Title

Fashion Design & Sewing

Course Description

Interested in the apparel industry?  In this hands-on course, you will learn about fibers, textiles, fabrics and notions; 

proper measuring and fitting techniques; altering and preparing garments for men, women and children in accordance 

with customer specifications.  Fashion analysis and design; making and altering patterns for individuals; use of power 

machines and equipment; and hand and machine sewing techniques will also be covered in this class.  Additional 

supplies may be needed.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Fashion Industry Awareness6

A Identify career opportunities within the segments of fashion design, manufacturing and merchandising industries and 

describe their education and training requirements.       

70% accuracy - Describe a minimum of three (3) careers plus education and training requirements.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Professional Standards/Dignity of Work8

A Identify professional and ethical behaviors and attitudes.       

100% accuracy - Written test

B Explain ways in which on-the-job decisions can affect time management and the quality of work.       

100% accuracy - Demonstration, turning in work on time.

Operational Procedures9

A Explain factors affecting profit, such as operational costs, markup, and markdown.       

Design Elements and Principles10

A Describe the five (5) elements and five (5) principles of design and relate them to the industry.       

90% accuracy - Written test

B Explain the elements and principles of design by designing, sketching, marketing, and merchandising a line of clothing.

      

90% accuracy - Fashion board with outline and cost sheet included.
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Certification of Occupational Competencies (COC) - Master List

Fashion Design & Sewing 5100Course: Year: 0910

Occupational Competencies          (continued)

10

C Analyze the principles and elements of design in relation to historical, economic, cultural, political, environmental, and 

technological trends and issues.       

70% accuracy - Worksheets

D Use correct technical terms to describe products, procedures, and equipment commonly used in the apparel and textile 

industries.       

90% accuracy - Written test

Textiles and Textile Products11

A Relate textile characteristics to garment design, construction, care, and maintenance.       

70% accuracy - Worksheet

Garment Construction12

A Describe the process of manufacturing garments, including interpreting a pattern.       

70% accuracy - Written test

B Operate commercial sewing machines and attachments and use a variety of equipment, tools, and supplies to construct or 

manufacture garments.       

80% accuracy - Demonstration

C Construct garments with collars, side seams, inseams, sleeves of varying lengths, a crotch, waists and waistbands, darts 

and pleats, gathers, hems, zippers, buttons and buttonholes, Velcro, and other fasteners.       

70% accuracy - Per garment

D Evaluate the quality of garments.       

90% accuracy - Analysis worksheets or rubric.

E Evaluate the cost of the garment to manufacture.       

70% accuracy - Analysis worksheets

Garment Alteration and Repair13

A Describe characteristics of properly fitted garments and common fitting problems and their solutions.       

70% accuracy - Written test

B Estimate costs of repairs or alterations.       

70% accuracy - Cost analysis worksheets for each alteration.

C Perform three (3) alterations or repairs using appropriate techniques, including hems, zipper replacements, take-in and 

let-out garments, repositioning frayed collars/cuffs, replace elastic, torn pockets, fasteners, and linings, and rese       

70% accuracy - On three (3) alterations or repairs to customer specifications, checklist.

D Evaluate the quality of alterations and repairs.       

90% accuracy - Analysis worksheet or rubric.

Develop and Merchandise a Line14

A Identify the steps necessary for planning and developing a clothing line.       

70% accuracy - Checklist

B Demonstrate basic sketching techniques to create three (3) designs.       

70% accuracy

C Apply the use of color on garment sketches using the basic color wheel.       

70% accuracy

D Prepare three (3) sketches and colorways for one (1) presentation board.       

70% accuracy - Checklist and rubric.
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Fashion Design & Sewing 5100Course: Year: 0910

Occupational Competencies          (continued)

14

E Create one (1) paper pattern from a design sketch with appropriate fabrics, trims, colors, and style themes.       

70% accuracy

F Prepare garment specification sheets for each garment, including all fabrics, trims, and finishings.       

70% accuracy - Worksheet and checklist.

G Relate the manufacturing process to the cost of producing a garment.       

70% accuracy - Worksheet and checklist.

Teamwork and Leadership15

A Identify and practice strategies for effective teamwork, leadership, and citizenship in the workplace and community.

      

70% accuracy - Checklist

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 28

 20

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 20

(Does not include: Optional Skills for Advanced Learners)

*
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American Sign Language - I 5500Course: Year: 0910

Certificate Course-Title

American Sign Language I

Course Description

American Sign Language skills are important in all customer service related occupations, and the demand for 

interpreters is growing.  In this class, students will learn the fundamentals of sign language while developing an 

understanding and appreciation for the Deaf Culture and Community.  Students will learn basic signing techniques for 

the alphabet, numbers, and words.  Students will practice dialog and will demonstrate basic comprehension skills 

through applications of conversation.  Students will learn about interpreting as a career option and related certification 

requirements.

General Employment Skills

Demonstrate a willingness to learn.1

Participate actively as a team member.2

Communicate professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrate the ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Introduction to Communicating with the Deaf and Cultural Awareness6

A Discuss the history of sign language and its importance to the Deaf community.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Learning the Alphabet and Numbers8

A Use of the American Sign Language alphabet fluently.       

B Demonstrate expressive finger spelling using a cadence that is equal to receptive skills to facilitate the ease of 

conversation.       

Grammar Skills9

A Acquire a basic functional vocabularly in American Sign Language.       

Reception10

A Demonstrate comprehension skills by viewing a lecture for video and summarizing the key concepts.       

Delivery11

A Demonstrate delivery skills, including the ability to sign dialogue using correct hand shapes, appropriate gestures, facial 

expression and rhythm.       

Critical Thinking Skills12

A Demonstrate the ability to apply critical thinking skills to develop strategies for solving problems.       
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American Sign Language - I 5500Course: Year: 0910

Occupational Competencies          (continued)

Introduction to Certification Process13

A Demonstrate the skills required to pass a California state approved interpreter exam.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 10

 7

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 7

(Does not include: Optional Skills for Advanced Learners)

*
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American Sign Language - II 5502Course: Year: 0910

Certificate Course-Title

American Sign Language II

Course Description

American Sign Language (ASL) skills are important in all customer service related occupations, and the demand for 

interpreters is growing.  This course provides a second level of training for those who wish to extend their knowledge, 

skills and abilities in ASL and pursue a career as an interpreter.  Students will increase fluency of ASL and be able to 

use it receptively and expressively by giving and understanding of directions, use of facial expression, body language 

and other special aspects of ASL conversation.  The culture of the Deaf Community will be studied and students will 

learn about interpreting as a career option, advanced training and certification requirements.

General Employment Skills

Demonstrate a willingness to learn.1

Participate actively as a team member.2

Communicate professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrate the ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Introduction to Comunicating with the Deaf and Cultural Awareness6

A Discuss the history of sign language and its importance to the Deaf community.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Learning the Alphabet and Numbers8

A Demonstrate expressive finger spelling using a cadence thst is equal to receptive skills to facilitate the ease of 

conversation.       

Grammar Skills9

A Acquire a functional vocabulary of at least 900 words in American Sign Language.       

Reception10

A Demonstrate comprehension skills by viewing a lecture for video and summarizing the key concepts.       

Expressive Skills11

A Demonstrate delivery skills, including the ability to sign dialogue using correct hand shapes, appropriate gestures, facial 

expression and rhythm.       

Critical Thinking Skills12

A Demonstrate the ability to apply critical thinking skills to develop strategies for solving problems.       
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American Sign Language - II 5502Course: Year: 0910

Introduction to Certification Process13

A Demonstrate the skills required to pass a Californioa state approved interpreter exam.       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 10

 7

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 7

(Does not include: Optional Skills for Advanced Learners)

*
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PC Repair & Maintenance 6100Course: Year: 0910

Certificate Course-Title

PC Repair & Maintenance

Course Description

This class is an excellent choice for students pursuing a career in microcomputers. This course will prepare individuals 

to install, operate, maintain and service PCs and diagnose problems in Intel X86 base PC systems.  The course covers 

Intel microprocessor genealogy and the Microsoft operating systems.  Instruction will include the review of basic 

electronics; flow chart troubleshooting; systematic repair and diagnosing of PC systems; the proper use of test 

equipment and tools, as well as installation of peripheral devices, such as hard disk drives, floppy drives, CD-ROM 

drives, and expansion cards; installation and configuration of operating systems; proper use of operating systems 

utilities; and the use of third-party diagnostic operating systems utilities. Students will be prepared to schedule and 

take the A+ Certificate tests in hardware and operating systems. Course includes 35-50% hands-on labs.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Identify and demonstrate various safety procedures or precautions used to safeguard against electrical injury and risks of 

electrostatic discharge.       

B Identify or demonstrate proper ergonomics to avoid computer-use related strain injuries.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Technology Mathematics8

A Apply proper technical notations when calculating rates and capacities of specific computer components and 

technologies.       

B Convert and apply binary and hexadecimal expressions using basic arithmetic functions, exponent relations, or algebraic 

fundamentals.       

C Identify and differentiate common electronic values (watts, volts, amps, resistance) and solve for using Ohm's Law.

      

Hardware and Operating System Fundamentals9

A Identify the names, purpose, and characteristics of key components and system modules common to a PC.       

B Identify the names and performance characteristics of common ports, associated connectors, cabling and the peripherals 

that use them.       
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PC Repair & Maintenance 6100Course: Year: 0910

Occupational Competencies          (continued)

9

C Identify or demonstrate basic procedures for upgrading or replacing common field replaceable modules including CPU, 

RAM, drives and add-on cards.       

D Identify the major desktop components, interfaces, and their functions.       

E Identify the names, locations, and purpose of major file systems.       

F Demonstrate proper DOS navigation and syntax to run utilities from the command-line interface including their related 

switches.       

G Identify or demonstrate the basic procedures for creating and managing drives, directories, and files using their 

respective utilities and editors.       

H Identify various operating system platforms and differentiate their characteristics including non-Microsoft products.

      

I Identify or demonstrate the procedures for installing Windows 9x, 2000, and XP operating systems from a bootable CD 

including related CMOS settings.       

Diagnosing and Troubleshooting10

A Identify or demonstrate applying basic troubleshooting procedures or tools to resolve symptoms common to a 'dead pc."

      

B Identify common audible and visual POST codes to isolate system boot failures from peripheral device failures.       

C Identify or demonstrate procedures to isolate hardware from software problems including the use of typical CMOS 

setting or outputs.       

D Identify and demonstrate common procedures to resolve typical operating system boot failures using the F8 Startup 

Menu.       

E Identify and demonstrate best practices for using built-in Windows diagnostic tools including drive utilities and 

DXDIAG.       

F Identify and demonstrate the procedures for troubleshooting and isolating program startup errors using MSCONFIG and 

Task Manager.       

Preventative Maintenance and Disposal11

A Identify common electrostatic discharge risks and the procedures to safeguard against protential damage.       

B Identify various preventative maintenance measures including proper cleaning, ventilation, and surge protection.       

C Identify when special disposal procedures are needed to comply with environmental guidelines.       

Motherboards/Processors/Memory12

A Distinguish between popular CPU chips and their basic characteristics or features.       

B Identify RAM types, form factors, and compare their operational characteristics.       

C Identify popular motherboard form factors, components, and features.       

D Identify or demonstrate how to configure typical CMOS parameters when setting up a new motherboard.       

Printers13

A Identify and distiguish various printer technologies, interfaces, and options.       

B Identify or demonstrate the procedures for installing and configuring a printer for local and network access.       

C Identify common printer problems and techniques used to resolve them.       

Installing, Configuring Upgrading, and Optimizing14

A Identify or demonstrate steps to upgrade or build a complete system by implementing appropriate hardware strategies for 

scalability and platform capability.       

B Identify typical system resource (IRQ, DMA, I/O address) allocations and demonstrate procedures for altering these 

device settings.       



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 3 of 3COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

PC Repair & Maintenance 6100Course: Year: 0910

Occupational Competencies          (continued)

14

C Identify or demonstrate procedures to optimize PC operations by reducing latency, using specialized devices, or 

applying temperature control practices.       

D Identify or demonstrate procedures for installing Windows 9x, 2000, and XP operating systems from the command-line 

or over the network.       

E Identify or demonstrate the steps to perform an operating system upgrade including compatibility checks and installing 

multiple operating systems on one system.       

F Identify the basic system boot sequences and boot methods, and how to create an emergency boot disk with utilities.

      

G Identify or demonstrate the procedures for installing/replacing a new device including loading and configuring device 

drivers.       

H Identify or demonstrate the procedures necessary to optimize the operating system including virtual memory settings.

      

I Identify or demonstrate best practices for safeguarding against viruses including IE browser settings, the proper 

installation and use of antivirus software.       

J Identify and demonstrate common backup procedures, or demonstrate third party backup methods including imaging.

      

K Install and bring to basic operational level a non-Microsoft oeprating system such as Linux.       

Basic Networking15

A Identify common technologies for internet connectivity, related cabling and components, and compare their performance 

characteristics.      

B Manually configure Windows to connect to a LAN and troubleshoot a TCP/IP network using various procedures.

      

C Identify or demonstrate the procedures to install and configure a typical wired or wireless peer-to-peer network for 

Internet access.       

D Identify minimum components needed to develop a small Web or FTP client/server networking model.       

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 47

 33

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 33

(Does not include: Optional Skills for Advanced Learners)

*
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Construction Technology 6200Course: Year: 0910

Certificate Course-Title

Construction Technology

Course Description

The construction industry is vast and growing.  You will be exposed to a variety of topics and techniques such as 

layout, interior carpentry, roof framing, electrical, plumbing, masonry, insulation, and exterior design.  You will also 

practice related math, vocabulary, safety and employability skills.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Construction Math6

A Measure accurately using a tape measure and/or a carpenter's rule up to increments of sixteenths.       

B Use 3-4-5 method to layout interior partitions and to the perimeter of a building slab.       

C Accurately compute linear, square and board feet.       

D Practice reading and taking measurements in metric units.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Plan Reading8

A Read and interpret plans and blueprint drawings.       

Lumber and Fasteners9

A Identify common lumber by size, grade, composition and basic uses.       

B Demonstrate proper and safe handling of lumber and fasteners.       

Site Preparation and Layout10

A Identify ground hazards common to preparing a site.       

B Read a blue print and interpret site requirements.       

C Use a transit set datum points for correct elevation.       

Layout & Framing11

A Demonstrate proper safety techniques for using hand and power tools and lifting heavy objects.       

B Develop a materials list using blueprints and building codes.       

C Mark top and bottom plates for studs, walls, windows, and doors.       
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Construction Technology 6200Course: Year: 0910

Occupational Competencies          (continued)

11

Roof Framing12

A Demonstrate safety practices associated with roofing including procedures for safe climbing.       

B Demonstrate safe techniques for use of framing square, hammers, hatchets, saws, and other related roofing tools.       

C Develop a materials list according to the specifications.       

Interior Carpentry13

A Identify tools and equipment commonly used for interior carpentry and demonstrates safe handling procedures.       

B Interpret project plans and prepare a materials list for interior carpentry needs.       

Cabinet Making14

A Identify, demonstrate, and practice safe use of woodworking tools:  band saw, bench grinder, chop saw, disc sander, 

doweling jig, drill press, finishing sander, hand drill, horizontal boring machine, jigsaw, lathe, and panel router.       

B Using industry standards for function and aesthetics, develop and layout a basic set of shop drawings.       

C Read and interpret shop drawings.       

D Create bills of materials from shop drawings using board feet calculations.       

E Prepare cost estimates for materials.       

F Identify and describe uses of the following joints: miter, butt, tongue and groove, dado, rabbet, dowel       

G Assemble cabinets, drawers, and doors using industry techniques.       

H Properly fill, scrape, and sand the cabinet in preparation for a finish.       

I Apply stain to a cabinet using appropriate cloth and/or brush technique.       

Exterior Design15

A Demonstrate safety practices and requirements for handling glass windows and doors.       

B Explain safety codes and practice safe handling, storage and ventilation of paints, stains, and other flammables.       

Electrical16

A Explain the fundamental theory of ascending descending current and circuits.       

B Discuss electrical safety hazards commonly found on construction sites and methods for grounding electrical tools and 

equipment.       

C Demonstrate safe handling of tools and equipment.       

Plumbing17

A Identify proper handling techniques and storage of combustible and/or flammable materials commonly used in 

plumbing.       

B Identify common hazards and safety issues related to plumbing.       

C Demonstrate proper techniques for grounding all electrical tools and equipment.       

D Identify safety precautions and the need for safety glasses when working with solder and solder gasses.       

E Identify and demonstrate the correct use of: hand and electrical pipe threader, pipe wrenches and pipe cutters, tubing 

cutters, torch, channel locks and torpedo level saws and chisels.       

F Read a tee according to specifications for waste or water lines.       

Masonry18

A Read and interpret safety codes and guidelines for safe use of scaffolds and mortar mixer.       

B Demonstrate proper use and care of hand tools and masonry supplies such as reinforcing bars.       
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Construction Technology 6200Course: Year: 0910

Occupational Competencies          (continued)

18

Insulation19

A Practice safe handling of insulation including the use of gloves, long sleeves, facemask, and eye protection.       

B Describe rating values, types of insulation and their uses.       

C Demonstrate proper use of tools for safe handling, cutting, and installing of insulation materials.       

Building Codes20

A Identify sources for locating building codes and permits.       

Optional Skills for Advanced Learners21

*

A Accurately compute linear, square, and board feet.       

B Solve math problems related to project cost estimates.       

C Demonstrate proper safety procedures for operating a backhoe and for using hand tools in making trenches.       

D Install utilities and rough plumbing.       

E Plumb the walls and install sheer panels as required.       

F Layout rafters and ridge length.       

G Layout, cut, and prepare materials for installation of moldings, baseboards, apron, door, window and closet trim and 

stairs.       

H Demonstrate correct procedures for installing exterior doors, windows, flashings, moldings and trim.       

I Demonstrate how to conduct a voltmeter test for amperage, continuity, and ground.       

J Identify all fixtures that require separate circuits such as garbage disposals, heaters, dishwasher, etc.       

K Demonstrate the correct and safe procedures for wiring a single pole light and a three-way switch.       

L Explain the function of a waste line.       

M Hook-up a below the ground waste line for a water closet, sink, shower, etc.       

N Conduct a test of a below the ground waste line.       

O Install and test gas lines.       

P Layout project by setting batter boards and lines and story pole.       

Q Set the starter course in the wet concrete.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 46

 32

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 32

(Does not include: Optional Skills for Advanced Learners)

*
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Electronic Engineering I 6301Course: Year: 0910

Certificate Course-Title

Electronic Engineering I

Course Description

Experience an opportunity to work with electronic circuitry in a classroom/laboratory environment.  Topics include:  

safety procedures, basic electronic/electrical theory, soldering techniques, and basic communications systems.  

Instruction prepares students to be employed in careers such as cable installer, communications technician and 

electronics assembler.  Students should also take Electronics Engineering ll to qualify for an industry certification 

exam to become industry certified as a Student Electronic Technician (passing grade of 60% on certification exam) or 

an Associate Certified Student Technician (passing grade of 75% on certification exam).

General Employment Skills

Demonstrates a willingness to learn.1

Participate actively as a team member.2

Communicate professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrate the ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Safety Precautions6

A Describe the physiological reactions electrical shock causes; list various degrees of current the human body can tolerate.

      

B Describe lockout and tagging rules for potentially unsafe electrical or mechanical hazards.       

C Describe the types and usage of fire extinguishers.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Electrical Theory8

A Explain the differences between current, voltage, and resistance.       

B Explain how inductance relates to magnetism and describe coil construction, cores, and usages.       

C Show a comparison between reactance and resistance and describe current / voltage relationship.       

D Compare impedance with reactance and resistance and explain the causes and effects of impedance.       

E List Ohms law formulas for current, voltage, resistance and power.  Solve math problems itilizing each.       

Soldering-Desoldering and Tools9

A Describe solder safety as it pertains to burns and potential fires or damage to facilities or customer products.       

B Describe various types of desoldering equipment and how it is used.       

Electronic Components10

A Identify resistor values from color code or other marks and list composition and reasons for different usages.       
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Electronic Engineering I 6301Course: Year: 0910

Occupational Competencies          (continued)

B Identify common types of transformers and list uses for each; explain step up/down voltage methods; explain why 

laminations are used.       

C Describe MOS, CMOS, FET applications.       

Block Diagrams - Schematics-Wiring Diagrams11

A Draw common electrical/electronic symbols.       

B Explain how schematics are used to locate component and wiring failures in electronics products.       

Cabling12

A Explain major differences between copper, coaxial and fiber optic cables.       

Mathematics and Formulas13

A Quote Ohms law power, voltage, current and resistance formulas and solve for circuit values.       

Electronic Circuits:  Series and Parallel14

A Identify and describe the operation of common DC circuits.       

B Identify and describe the operation of common AC circuits.       

C Explain the purpose of oscillators.       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 23

 16

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 16

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Electronic Engineering II

Course Description

Experience an opportunity to work with electronic circuitry in a classroom/laboratory environment.  Topics include:  

safety procedures, basic electronic/electrical theory, soldering techniques, and basic communications systems.  

Instruction prepares students to be employed in careers such as cable installer, communications technician and 

electronics assembler.  Upon successful completion of this course the student qualifies to be certified as a Student 

Electronic Technician (passing grade of 60% on certification exam) or an Associate Certified Student Technician 

(passing grade of 75% on certification exam).

General Employment Skills

Demonstrates a willingness to learn.1

Participate actively as a team member.2

Communicate professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrate the ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Safety Precautions6

A Explain what the National Electric Code is and describe various rules technicians must abide by.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Power Supplies8

A Explain the reasons for filtering, describe hum, identify common filter types (pi, t, l, etc.)       

B Explain the reasons for power supply regulation and list common components used in regulated supplies.       

Amplifiers9

A Describe the purpose of each component in an amplifier circuit.       

B Describe biasing and gain characteristics.       

Digital Concepts and Circuitry10

A Identify each basic digital gate.       

B Construct truth tables for common gates.       

Computer Electronics11

A Describe the major sections of a computer.       

B Describe different types of computer memory and how storage is accomplished.       

Computer Applications12
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Occupational Competencies          (continued)

A Demonstrate knowledge of basic computer operation.       

Audio and Video Systems13

A Explain major components to the most common home entertainments products.       

B Explain speaker construction and precaution.       

Optical Electronics14

A Explain how LCD display operate, their advantages and disadvantages.       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 16

 11

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 11

(Does not include: Optional Skills for Advanced Learners)

*
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Furniture Manufacturing 6500Course: Year: 0910

Certificate Course-Title

Furniture Manufacturing & Upholstering

Course Description

Furniture Manufacturing & Upholstering is an instructional program designed to provide entry-level skills for students 

to become employed in the industry of upholstered furniture making, including skills in operation and care of tools, 

furniture styles, frame making, upholstering, sewing, and basic educational skills that are essential to the successful 

performance in this industry.  Quality control, teamwork, and safety are essential components.  Skills and technique 

taught in this program correlate with manufacturing standards as determined by the furniture industry.

General Employment Skills

Demonstrate a willingness to learn.1

Participate actively as a team member.2

Communicate professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrate the ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Introduction to the Furniture Manufacturing Industry6

A Outline the history of the furniture industry in the United States.       

B Analyze how domestic and international competition in a market economy affects goods and services produced and the 

quality, quantity, and price of those products.       

C Analyze issues of international trade and eplain how the U.S. economy affects, and is affected by, economic forces 

beyond the United State's borders.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Career Planning8

A Outline the employment opportunities in the upholstered furniture industry.       

B Examine the impact of past, present, and future trends including technology on careers within the industry.       

Tool and Equipment Identification and Safety9

A Identify common hand tools used upholstered furniture manufacturing.       

B Demonstrate safe handling and use of tools and equipment.       

C Practice techniques for safe lifting and carrying of equipment, supplies, and materials.       

D Demonstrate respect for people and equipment and explain how respect is related to safety.       

The Manufacturing Cell System10

A Compare and contrast batch and lean manufacturing.       
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Occupational Competencies          (continued)

10

B Define the 5S +1 system of standards for organization and housekeeping and explain how it is transferable among 

industries.       

C Relate the concept of teamwork within the cell to company profits and personal benefits.       

Subupholstery and Stuffing11

A Demonstrate procedures for subupholstery and stuffing.       

B Describe upholstery standards and differentiate between quality and substandard materials and work.       

Framing12

A Identify and locate the tools and equipment used in framing.       

B Explain safety procedures, and demonstrate safe use of materials, tools, and equipment,       

C Demonstrate procedures for framing.       

Upholstery Bodies13

A Identify and locate the tools and equipment used in subupholstery and stuffing.       

B Describe upholstery standards and differentiate between quality and substandard materials and work.       

Upholstery Seat and Back14

A Identify and locate the materials and components used in subupholstery and stuffing.       

B Explain safety procedures, and demonstrate safe use of materials, tools, and equipment.       

C Demonstrate procedures for upholstering seats and backs.       

Assembly and Boxing15

A Assemble furniture components using hand and power tools.       

B Prepare product for final presentation by making final adjustments, touch-ups and cleaning.       

C Inspect and test unit.       

Quality Control16

A Describe the impact of quality control on business operations.       

B Identify the role and relationship between the Certified Quality Associate and the individual cell member.       

C Describe quality concepts and methods for measuring quality.       

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 30

 21

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 21

(Does not include: Optional Skills for Advanced Learners)

*
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Auto Collision Repair 7000Course: Year: 0910

Certificate Course-Title

Auto Collision Repair

Course Description

This course covers the basic fundamentals of Auto Body Repair & Refinishing.  The course covers the terminology, 

cost estimating, and the correct use of tools and equipment.  In addition, metal straightening, wire-feed acetylene 

welding, body filling, paint priming, and spray application of color coats.  Training methods include classroom 

instruction, demonstration, and hands-on instruction.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Vehicle Construction6

A Identify Unibody Vehicles.       

B Identify Body-Over-Frame Vehicles.       

C Identify Longitudinal Mounted Engine in Vehicle.       

D Identify Transverse Mounted Engine in Vehicle.       

E Identify Mid-Engine Vehicle.       

F Identify Rear-Engine Vehicle.       

G Identify Vehicle Drive-Wheels-Front, Rear or All.       

H Identify Vehicle Body Sections as Front, Center, Rear.       

I Identify Body Panels.       

J Identify Structural Parts.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Hand Tools and Shop Equipment8

A Properly select the right tool for the job.       

B Identify power tools found in a collision repair facility.       

C Summarize how to safely use power tools.       

D Explain safety precautions for using shop equipment.       

Basic Measurement and Service Information9

A Identify and use basic measuring tools common to collision repair.       
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Auto Collision Repair 7000Course: Year: 0910

Occupational Competencies          (continued)

Fasteners10

A Identify the various metal and plastic fasteners used in vehicle construction.       

B Remove and install bolts and nuts properly.       

Metal Finishing11

A Identify the various types of metal material used on a vehicle body.       

B Demonstrate marking dent with Body File.       

C Identify:  

A.  Locks/Stresses/High Spots

B.  Low Spots

C.  Point of impact (where possible)

      

D Demonstrate relieving stresses with the various types of equipment.       

E Demonstrate applying pressure with the correct dolly or pick.       

F Demonstrate using the body file while removing the dent.       

G Demonstrate returning edges to a dented panel.       

H Demonstrate returning style lines to a dented panel.       

I Demonstrate returning contours to a dented panel.       

Metal Repair12

A Demonstrate safely grinding and preparing a panel for filler.       

B Demonstrate safely heat-shrinking a panel       

C Demonstrate safely mixing and applying cold body filler       

D Demonstrate safely sanding/shaping cold body filler.       

E Demonstrate safely applying corrosion protection as needed.       

Pre-Paint Preparation13

A Identify the quality of, and repair the surfaces about to be painted.       

B Demonstrate sanding and Featheredging painted surfaces.       

C Demonstrate using putty glaze in pin-holes and scratches.       

D Demonstrate spray-booth setup.       

E Demonstrate Painting Safety Procedures.       

F Demonstrate Applying Catalyzed Primer-Surfacer.       

G Demonstrate Wet Sanding of Primer, after applying Guide-Coat.       

H Demonstrate preparation procedures including washing, scuffing, de-greasing and masking.       

I Demonstrate applying corrosion protection as needed.       

Painting/Refinishing14

A Explain the operation of spray booths and drying rooms.       

B Demonstrate Painting Safety Procedures.       

C Demonstrate mixing Base Coat.       

D Demonstrate applying Base Coat.       

E Demonstrate mixing Clear Coat.       

F Demonstrate applying Clear Coat.       

G Demonstrate Cleaning Paint Mixing and Spraying Equipment.       
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Occupational Competencies          (continued)

14

H Demonstrate applying corrosion protection as needed.       

Color-Sand and Buffing15

A Identify and correct:  A.  Craters B.  Fish-eye  C.  Dirt D.  Runs  E. Orange Peel       

B Demonstrate Color Sanding through 3000 grit sandpaper.       

C Demonstrate buffing with a power buffer:  A.  Compounding  B.  Polishing  C.  Glazing.       

Welding16

A Demonstrate Welding Safety Gear and Practices.       

B Demonstrate installing and adjusting gas gauges on bottles.       

C Identify Heating, Cutting and Welding tips.       

D Demonstrate a Neutral, Oxidizing, and Carburizing Flame.       

E Demonstrate preparing a panel for heating.       

F Demonstrate heat shrinking.       

G Demonstrate running a bead.       

H Demonstrate using a Rose-Bud.       

I Demonstrate using a Cutting Tip.       

J Demonstrate adjusting Heat and Speed of Welder.       

K Demonstrate a Plug Weld.       

L Demonstrate a Lap Weld.       

M Demonstrate a But Weld.       

N Demonstrate a Stitch Weld.       

Fiberglass/Plastics SMC17

A Identify the different types of plastics.       

B Identify the types of plastics repair procedures.       

Structural Repair18

A Identify safety considerations for using straightening equipment.       

B Plan and execute repair procedures.       

C Identify signs of stress/deformation and make the necessary repairs.       

D Determine if a repair or replacement can be done before, during or after straightening.       

E Demonstrate repair practices that return a vehicle to pre-accident condition.       

F Properly prepare and treat bare metal surfaces.       

Evaluation Damage19

A Identify Vehicle Reference marks in all three Body/Frame Sections.       

B Identify and demonstrate using Tram Bar and Sight Level Gauges.       

C Demonstrate measuring Center Section for Diamond and Twist.       

D Demonstrate measuring Front and Rear Sections for Short Rail, Out of Level and Sway.       

Estimating-For Advanced Learners20

*

A Explained how damage repair estimates are determined.       

B Identify and explain the most common abbreviation used in collision estimating guides.       
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20

C Describe the methods of determining the repair ability of a damaged vehicle.       

D Explain the difference between flat-rate labor time and overlap labor time when making a cost estimation.       

E Make a rough estimate of the time required to refinish a given collision repair job.       

F Explain the difference between direct and indirect damage and locate both types.       

G Apply a systematic approach to damage analysis.       

H Perform steering and suspension quick checks.       

I Identify the key operating  features of manual and computerized estimating systems.       

J Compare manual and computerized estimating.       

K Explain how electronic photos and a computer can streamline the estimating process.       

Special Certificates

Special Certificates1

A Articulation Certificate       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 79

 55

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 55

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Automotive General Service Technician

Course Description

This course prepares students for employment where a broad skill set, and general understanding of all automotive 

systems are required.  Students will identify common tools and equipment, know a variety of sources of service 

information, and perform basic vehicle service and maintenance related to engine performance, transmissions, 

suspension and steering, brakes, electrical/electronic systems, heating and air conditioning, and customer service 

procedures.  There is an emphasis on safety in the workplace related to use of protective eye wear/clothing, general lab 

procedures, use of equipment, and ventilation.  Successful demonstration of course competencies will assist students 

with National Automotive Technicians Education Foundation (NATEF) certification.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communications.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in case of emergencies.       

100% accuracy - Step-by-step written emergency procedures.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Introduction to Auto Shop, Safety, and Tools8

A Identify general lab safety rules and procedures.       

100% accuracy - Passage of written safety test before working in lab/shop.

B Utilize safe procedures for handling of tools and equipment.       

100% accuracy - Teacher observation.

C Comply with the required use of safety glasses, gloves, and shoes during lab activities.       

100% accuracy - Teacher observation.

D Locate and demonstrate knowledge of material safety data sheets (MSDS).       

100% accuracy - Written assignment and shop orientation worksheet.

Vehicle Service9

A Check and fill to proper fluid levels: oil, engine coolant, power steering fluid, brake fluid, windshield washer fluid, 

differential/transfer case fluid, and transmission fluid.       

100% accuracy - Proper service procedures followed.

maria sterger
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Automatic Transmission10

A Inspect, leak test, flush, and replace cooler, lines, and fittings.       

100% accuracy - Proper services procedures followed.

B Retrieve and record OBDII diagnostic trouble codes for transmission.       

100% accuracy - Demonstration using scan tool.

Manual Drive Train and Axles11

A Recognize and detect leakage in a component.       

100% accuracy

B Conduct steps of routine preventative maintenance on system.       

100% accuracy - Use of task sheet to conduct maintenance.

C Check fluids and change to proper levels.       

100% accuracy

D Demonstrate general knowledge of the function and relationship of each component in the system.       

100% accuracy - Marking a diagram of each component.

Suspension and Steering12

A Identify and interpret suspension and steering concern; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

B Research applicable vehicle and service information, such as suspension and steering system operation, vehicle service 

history, service precautions, and technical service bulletins.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

C Lubricate suspension and steering systems.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

D Diagnose tire wear patterns; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

E Inspect tires; check and adjust air pressure.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

F Diagnose wheel/tire vibration, shimmy, and noise; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

G Rotate tires according to manufacturer's recommendations.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

Brakes13

A Inspect brake lines, flexible hoses, and fittings for leaks, dents, kinks, rust, cracks, bulging or wear; tighten loose fittings 

and supports; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

B Select, handle, store and fill brake fluids to proper levels.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

C Remove, clean (using proper safety procedures), inspect, and measure brake drums; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

D Install wheel, torque lug nuts, and make final checks and adjustments.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

E Clean, inspect, and measure rotor with a dial indicator and a micrometer; follow manufacturer's recommendations in 

determining need to machine or replace.       
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Occupational Competencies          (continued)

13

100% accuracy - Demonstration of procedure recorded on a task sheet.

F Check vacuum supply (manifold or auxiliary pump) to vacuum-type power booster.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

G Diagnose wheel bearing noises, wheel shimmy, and vibration concerns; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

H Check parking brake operation; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

I Check operation of parking brake indicator light system.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

J Check operation of brake stop light system; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

K Identify and inspect antilock brake system (ABS) components; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

L Identify traction control/vehicle stability control system components.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

Electrical/Electronic Systems14

A Use wiring diagrams during diagnosis of electrical circuit problems.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

B Demonstrate the proper use of a digital multimeter (DMM) during diagnosis of electrical circuit problems.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

C Perform solder repair of electrical wiring.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

D Perform battery state-of-charge test; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet and flow chart.

E Perform starter circuit voltage drop tests; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

Heating and Air Conditioning15

A Identify and visually inspect A/C system components.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

B Locate refrigerant label and identify specified refrigerant type (e.g., R-12, R-134a).       

100% accuracy - Demonstration of procedure recorded on a task sheet.

C Conduct preliminary performance test of A/C system (i.e., verify compressor engagement, measure outlet duct 

temperature, sense temperature change across A/C components); determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

Engine Performance16

A Locate and interpret vehicle and major component identification numbers (VIN, vehicle certification labels, and 

calibration decals).       

100% accuracy - Fill-out a Repair Order, logging the VIN number and date code.

70% accuracy - Define the purpose of the VIN, engine numbers and date code on a test.

B Perform engine absolute (vacuum/boost) manifold pressure tests; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.
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Occupational Competencies          (continued)

16

C Perform cylinder compression test; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

D Perform cylinder leakage test; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

E Veryify engine-operating temperature; determine necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

F Prepare 4 or 5 gas analyzer; inspect and prepare vehicle for test, and obtain exhaust reading; determine necessary action.

      

100% accuracy - Demonstration of procedure recorded on a task sheet.

G Perform cooling system pressure tests; check coolant condition; inspect and test radiator, pressure cap, coolant recovery 

tank, and hoses; perform necessary action.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

H Retrieve and record stored OBD I and II diagnostic trouble codes; clear codes.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

I Obtain and interpret scan tool data.       

100% accuracy - Demonstration of procedures recorded on a task sheet.

J Replace fuel filters.       

100% accuracy - Demonstration of procedure recorded on a task sheet.

K Remove and replace thermostat.       

100% accuracy - List the steps to remove and replace a thermostat.

Special Certificates

Special Certificates1

A Articulation Certificate       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 52

 36

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 36

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Welding Occupations

Course Description

This program prepares you with entry-level skills in the welding industry and prepares you for welding certification at 

a community college.  Course content will focus on shielded metal arc welding (SMAW) and Oxy-Acetylene Gas 

Welding (OAGW) processes.  Some tungsten inert gas (TIG) and metal inert gas (MIG) training and experience are 

included in the course.  In addition, you may develop a working knowledge of blueprint reading skills and the use of 

welding symbols.  Exposure to plasma arc welding is available to advanced students.  This course is recognized by a 

community college for advanced placement.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Safety6

A Uses personal protective clothing and equipment properly, such as safety glasses, ear protection, leathers, hood, and 

gloves.       

100% accuracy - Teacher inspection/observation.

B Is able to work with and around other students with equipment for safety.       

70% accuracy - Safety practices listed on a checklist to be submitted each class meeting.

C Maintains clean work area free from flammable materials.       

70% accuracy - Participation in clean-up plan as verified by sign-in sheet.

D Is knowledgeable of safety procedures for injury, fire and disaster.       

100% accuracy - Test

E Uses hand brush, slag hammer, grinder, and power cup brush safely and appropriately to the job.       

70% accuracy - Multiple-choice quiz and/or written demonstration.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Oxy-Acetylene Gas Welding Process8

A Correctly and safely assemble, test, and use OFC equipment.       

70% accuracy - Multiple-choice quiz and/or demonstration.

B Distinguish between a well-cut surface and a poorly cut surface, and adjust as needed to perform a good cut.       

Score two (2) or higher on a four-point scale using the criteria of a square surface, minimum slag, smoothness,and 

neat kurf to recognize a cut metal surface.

maria sterger
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Occupational Competencies          (continued)

8

C Identify and safely use equipment, such as gas cylinder, regulator, hoses, and welding torch tips.       

70% accuracy - Multiple-choice quiz and/or demonstration.

D Identify the correct brazing applications in welding ferrous and non-ferrous metals.       

Score two (2) or higher on a four-point scale.

E Identify the correct silver soldering in welding ferrous and non-ferrous metals.       

Score a two (2) or higher on a four-point scale.

F Identify and produce basic joints.       

70% accuracy - Multiple-choice quiz.

G Identify AWS or other similar industry standards.       

Shield Metal Arc Welding of Plate9

A Identify American Welding Society codes on welding rods and the materials with which they are compatible.       

70% accuracy - Identification of three (3) proper numerical sequence meanings of an AWS electrode code.

70% accuracy - Identification of the compatible polarity for each SMAW electrode recognized by AWS.

B Produce a flat weld proficiently based on visual testing using 7024 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

C Produce a flat weld proficiently based on visual testing using 6010 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

D Produce a flat weld proficiently based on visual testing using 7018 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

E Produce a horizontal weld proficiently based on visual testing using 7024 (fillet) rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

F Produce a horizontal weld proficiently based on visual testing using 6010 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

G Produce a horizontal weld proficiently based on visual testing using 7018 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

H Produce a vertical weld proficiently based on visual testing using 6010 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

I Produce a vertical weld proficiently based on visual testing using 7018 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

J Produce an overhead weld proficiently based on visual testing using 6010 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

K Produce an overhead weld proficiently based on visual testing using 7018 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

L Run a continuous bead with ability to restart a weld using 7024 rod.       
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Occupational Competencies          (continued)

9

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

M Run a continuous bead with ability to restart a weld using 6010 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

N Run a continuous bead with ability to restart a weld using 7018 rod.       

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

O Identify the five common joints and their appropriate application, including butt, lap, corner, edge, tee and vee joints.

      

Score a two (2) or higher on a four-point scale using the requirements of current, length of arc, angle, motion, 

speed of travel (CLAMS) and criteria of height, width, and uniformity of weld.

P Identify shapes of metal such as angle, I beam, channel, H beam, plate and gauge.       

70% accuracy - Draw the shapes of angle iron, I beam, channel iron, H beam.

70% accuracy - Write the definition and description of a plate of steel and the gauge of steel.

Advanced Skills10

*

A BLUE PRINT READING/USE: Draw elements of a blueprint.       

70% accuracy - Draw the top, side, bottom, and end views of an object.

B BLUE PRINT READING/USE: Interpret elements of a blueprint.       

70% accuracy - Identify the elements of ablueprint and match them to their names.

C BLUE PRINT READING/USE:  Identify, draw, and interpret common welding symbols used in a blueprint.       

70% accuracy - identify fifteen (15) common welding symbols by matching symbol with the name/explanation.

D GAS METAL ARC WELDING (MIG) ADVANCED SKILLS:  Produce a flat weld proficiently based on visual testing 

using microwire.       

Score two (2) or higher on a four-point scale on the production of the welding skill, using the requirements of gas 

flow, wire speed, (current of Amperage), and voltage with the criteria of height, width, and consistency.

E GAS METAL ARC WELDING (MIG) ADVANCED SKILLS:  Produce a horizontal weld proficiently based on visual 

testing using microwire.       

Score two (2) or higher on a four-point scale on the production of the welding skill, using the requirements of gas 

flow, wire speed, (current of Amperage), and voltage with the criteria of height, width, and consistency.

F GAS METAL ARC WELDING (MIG) ADVANCED SKILLS: Produce a vertical weld proficiently based on visual 

testing using microwire.       

Score two (2) or higher on a four-point scale on the production of the welding skill, using the requirements of gas 

flow, wire speed, (current of Amperage), and voltage with the criteria of height, width, and consistency.

G GAS METAL ARC WELDING (MIG) ADVANCED SKILLS: Produce a overhead weld proficiently based on visual 

testing using microwire.       

Score two (2) or higher on a four-point scale on the production of the welding skill, using the requirements of gas 

flow, wire speed, (current of Amperage), and voltage with the criteria of height, width, and consistency.

H GAS METAL ARC WELDING (MIG) ADVANCED SKILLS: Identify and safely use GMAW equipment.       

70% accuracy - Multiple-choice quiz to identify the different operational features on a GMAW.

70% accuracy - Demonstrate the safe procedures of a GMAW machine.

I GAS METAL ARC WELDING (MIG) ADVANCED SKILLS: Identify and use appropriate gas with a variety of 

metals.  (Straight carbon dioxide or combination of argon and carbon dioxide gas mix).       

70% accuracy - Multiple-choice quiz to identify the color codes and their uses for Metal Inert Gas (MIG) welding 

on compressed tanks (bottles).
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J GAS METAL ARC WELDING (MIG) ADVANCED SKILLS: Identify and use appropriate polarity with ferrous and 

non-ferrous metals and filler wire.       

70% accuracy - Demonstrate and/or multiple-choice quiz.

K PLASMA-CUTTING ADVANCED SKILLS:  Identify the descriptive difference between a well-cut metal surface and a 

poorly cut metal surface using Plasma Art Cutting procedures.       

Score a two (2) or higher on a four-point scale using the criteria of a square surface, minimum slag, smoothness, 

and neat kurf to recognize a cut metal surface.

M TIG: Identify appropriate accessories for TIG applications such as gas cylinder, flow meter, power source, and torch 

(hand-held or foot pedal for remote control).       

70% accuracy

N TIG: Identify and safely use equipment, such as gas cylinder, regulator, hoses, and welding torch tips.       

70% accuracy

O TIG: Produce a flat weld proficiently based on visual testing.       

70% accuracy - Identify the elements of ablueprint and match them to their names.

P TIG: Produce a horizontal weld proficiently based on visual testing.       

70% accuracy - Identify the elements of ablueprint and match them to their names.

Q TIG: Produce a vertical weld proficiently based on visual testing.       

70% accuracy - Identify the elements of ablueprint and match them to their names.

R TIG: Produce an overhead weld proficiently based on visual testing.       

70% accuracy - Identify the elements of ablueprint and match them to their names.

Special Certificates

Special Certificates1

A Articulation Certificate       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 30

 21

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 21

(Does not include: Optional Skills for Advanced Learners)

*
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Computer Aided Drafting

Course Description

You will learn the basics of CAD systems and their applications by becoming familiar with drawing, editing, 

dimensioning and basic three-dimensional commands using AutoCAD 2000.  You will practice skills and techniques 

similar to those used in industry to develop your own portfolio of CAD drawings, including both mechanical and 

architectural samples.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Explain the importance of CAL-OSHA.       

List three (3) examples of primary CAL-OSHA duties.

B Define and discuss ergonomics in relation to the working environment.       

Provide five (5) examples of poor ergonomic conditions.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Personal Computer8

A Demonstrate basic computer operations with common commands related to Windows and file management.       

100% accuracy - Independently demonstrate.

Operation of the CAD System9

A Set-up and use units, grid, snap and limits.       

90% accuracy - Set-up and use five (5) or more times.

B Set-up and use running object snaps.       

100% accuracy - Independently.

C Organize and work with layers.       

100% accuracy - Independently.

Drawing Entities in AutoCAD10

A Identify and utilize drawing/shapes tools and icons.       

95% accuracy

maria sterger
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Occupational Competencies          (continued)

B Demonstrate and explain the difference of absolute, relative and polar coordinates as well as the directional distance 

method of point entry.       

90% accuracy

Modifying, Deleting and Editing Operations for the CAD System11

A Demonstrate and modify text styles, dimension styles and table styles.       

Demonstrate and modify three (3) times, independently.

B Identify and utilize modify/edit tools and icons.       

95% accuracy

C Create and manipulate properties of entities by using the properties pallet, tool pallets and design center.       

Create and manipulate independently.

Utility and Inquiry Commands12

A Demonstrate the use of inquery commands (i.e., id, list, area and distance for figuring point positions, area and 

perimeter).       

Demonstrate independently.

Orthographic Projection13

A Demonstrate the composition of orthographic projection drawings such as placement of dimensions, line thicknesses and 

types, and view visualization.       

85% accuracy - Ten (10) or more drawings.

Using Dimensions and Text14

A Identify and utilize multiple dimension styles and tools.       

90% accuracy - Five (5) different occasions.

Working Drawings15

A Accurately create a detailed portfolio of various CAD drawings.       

85% accuracy - Fifteen (15) to thirty (30) drawings.

Isometric Drawings16

A Differentiate between 3D and isometric drawings.       

Create a minimum of five (5) isometrics and five (5) 3D drawings, independently.

3D Drawings17

A Manipulate the user coordinate system to simpify and create 3D drawings.       

Simplify and create five (5) or more 3D drawings.

Architectural/Structural Drawings18

A Create and use symbol libraries using blocks, external references and attributes within several architectural drawings.

      

B Recognize and complete architectural elevation, detail, sectional drawings, and schedules.       

Recognize and complete independently.

Special Certificates
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Special Certificates1

A Articulation       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 21

 15

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 15

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Desktop Publishing & Printing

Course Description

You will learn how to design and lay out projects using desktop publishing techniques and software.  Projects will be 

taken through the stages of production using an operational printshop.  You will learn the proper use of hand tools, 

power equipment, how to measure items, and job planning and calculating costs.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Personal and Occupational Safety6

A Identify safety hazards commonly found in print/graphic arts lab.       

B Use MSDS sheets to identify potentially hazardous chemicals with their procedures for disposal and first aid.       

C Understand the importance of proper maintenance of equipment       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Introduction to Computers8

A Identify with each computer component and its operation, i.e. keyboard, mouse, monitor, printer, CPU, and disk drive.

      

B Demonstrate the use of tools in the toolbox.       

Layout and Design9

A Create thumbnail, rough, and comprehensive layout sketches.       

B Demonstrate correct use of fonts.       

C Position and balance the elements in a printed product properly.       

D Place, resize, and move a graphic.       

E Create and format multiple pages.  Use spell checker and proofread text.  Format text using character specifications.  

Recognize and use set publication preferences.  Adjust baseline and text spacing.  Set character widths.

      

Plate Making10

A Operate plate-making systems competently and safely.       

maria sterger
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Offset Lithography11

A Operate the offset press competently and safely.       

B Use correct fountain solutions and inks.       

C Run various substrates such as paper, card stock, NCR, envelopes.       

D Perform basic maintenance and clean-up of equipment.       

Finishing/Cut and Binding12

A Demonstrate necessary measurement skills that are associated with the bindery.       

B Use the power cutter, padder, drill, folder, shrink-wrap equipment, stitcher/stapler, laminator competently and safely.

      

Special Certificates

Special Certificates1

A Articulation       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 19

 13

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 13

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Cosmetology

Course Description

Licensed cosmetologists teach all phases of this 1600 hour course including how to shampoo, cut, style, straighten, 

color, and perm hair. You will also learn facial, scalp, make-up analysis, manicuring and pedicuring techniques as well 

as state licensing and safety procedures.  Upon successful completion, you will be eligible to take the state certification 

test to become a licensed cosmetologist.  Amount of fees vary, depending on location of class.  Tuition fees are 

payable to the beauty school for adult students plus processing fee of $75.00; kit including textbook, workbook and tax 

cost approximately $570.00.  High school students are issued a kit on loan.  Average time to complete this course is 11 

months for full-time adult students and approximately 24 months for part-time high school students with regular 

attendance.  There is a mandatory orientation for this class.  You are responsible for your own uniforms.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 0

 0

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 0

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Manicuring

Course Description

Begin a career in manicuring.  This 400-hour long course is taught by licensed manicurists.  You learn all phases of the 

profession including:  theory and practical instruction in manicuring; brush-on nails; nail repairs, tips and wraps; and 

pedicures.  Students also will learn salon operations and safety procedures.  Upon completion, participants will be 

eligible to take the state certification exam to become licensed manicurists.  Amount of fees vary, depending on 

location of class and duration of training.  Adult students pay tuition and a $75.00 processing fee to the beauty school.  

Manicuring kits, text book and uniforms are also required and cost approximately $400.00.  There is a mandatory 

orientation for the class.  All students are responsible for their own uniforms.  Specific hours and attendance required.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 0

 0

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 0

(Does not include: Optional Skills for Advanced Learners)

*

maria sterger
Line



COLTON REDLANDS YUCAIPA ROP 9/28/2009  12:44:26PM

Page 1 of 1COC-MasterList-AllCourses.rpt

Certification of Occupational Competencies (COC) - Master List

Esthetician 9020Course: Year: 0910

Certificate Course-Title

Esthetician

Course Description

Estheticians work in the rapidly expanding field of skin care and can be found in beauty salons, day spas, and hotel 

and resort spas and in the cosmetics industry.  In this course, licensed estheticians provide instruction in skin analysis, 

facials, make-up analysis and application, anatomy, physiology and use of chemicals.  Students will also learn about 

licensing and safety requirements.  Upon successful completion, students are eligible to take the state certification 

exam to become a licensed esthetician.  Specific hours of attendance and demonstrated practical operations are 

required to complete this 600-hour long course.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 0

 0

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 0

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Career Transition Program

Course Description

Find out who you are and how you can become a success.  Find out your academic abilities, interests and aptitudes and 

match them with various occupations.  High school students planning a career, or adults contemplating a career 

change, will find this course very helpful. You will have the opportunity to do internships in a variety of job titles in 

worksite settings from the following career path categories:  (1) Agriculture and Environmental Services, (2) Business 

and Marketing, (3) Health and Human Services, or (4) Industrial Technology and Engineering.  Placement is based on 

your interests and/or indicators from career assessment inventories and activities completed in class.

Classes held at the ROP main facility will include:

FastForWord, an interactive program that helps to improve thinking skills.

Introduction to Computers and Medical Math

These two classes make up the ACE prerequisite requirement for several health occupations courses.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Safety6

A Demonstrate procedures to be followed in the case of emergencies.       

B Discuss ways to report a potential safety hazard to a supervisor.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Career Opportunities8

A Develop a career goal and create a career plan.       

B Identify education requirements and advanced training opportunities necessary for pursuing the career.       

Career Internship Placement-Worksite Learning Component9

A Follow worksite safety standards.       

B Define sexual harassment in the workplace and review worksite sexual harassment policy.       

C Practice punctuality, attendance and call-in procedures.       

maria sterger
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Occupational Competencies          (continued)

9

D Demonstrate appropriate dress and grooming for the worksite.       

E Practice initiative on the job.       

F Identify work ethics and ethical decision making in the workplace.       

Academic Core Reinforcement10

A Demonstrate the ability to read and interpret information.       

B Create written notes, memorandums, letters, journal entries and or/specialized forms.       

C Access and use support technology.       

D Practice critical thinking skills.       

E Demonstrate the ability to prioritize a task list.       

Math Reinforcement11

A Correctly operate a hand held calculator.       

B Add, subtract, multiply and divide whole numbers.       

C Add, subtract, multiply, and divide fractions.       

D Add, subtract, multiply, divide and round decimals.       

E Convert Centigrade to Fahrenheit and Fahrenheit to Centigrade using both fraction and decimal-based formula.       

F Convert unit measures within the Metric System.       

G Identify commonly used Metric symbols for weights and measures.       

H Correctly solve problems using ratios and proportions.       

I Convert decimals to percentages and percentages to decimals.       

J Correctly solve problems using percentages.       

K Correctly convert among fractions, decimals, ratios and percent.       

L Correctly convert between American Standard, Metric and Apothecary measurements.       

M Correctly solve Dosage Calculation problems.       

N Read a word problem and identify necessary information to solve correctly.       

Computer Literacy12

A Identify basic computer software/hardware elements.       

B Score 35wpm on a typing/keyboarding test.       

C Open, edit, save, close and print a word document.       

D Open, edit, save, close and print a spreadsheet.       

E Perform a simple query in a database.       

F Use e-mail to send and receive messages.       

G Use e-mail to attach and retrieve documents.       

H Use "search engine" to locate specific information on the Internet.       

Leadership Skills Development13

A Discuss the importance of cultural awareness, diversity and sensitivity in the workplace and/or classroom.       

Managing Personal, Home and Work Life14

A Practice conservation of resources, supplies and materials.       

B Demonstrate the use of time management skills.       
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Career Success Strategies15

A Demonstrate follow-through techniques.       

Special Certificates

Special Certificates1

B FastForWord       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 43

 30

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 30

(Does not include: Optional Skills for Advanced Learners)

*
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Certificate Course-Title

Law Enforcement Occupations

Course Description

Interested in law enforcement?  In this class, you will examine the criminal justice system through the study of laws of 

evidence, techniques of investigation, report writing, and courtroom procedures.  Writing skills, oral communication 

skills, positive attitudes, and presentation skills related to law enforcement will be emphasized.  Many of the 

performance objectives align with the state's Peace Officer Standards and Training (POST) requirements.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Maximum one (1) unexcused absence, five (5) or fewer excused absences, and no more than five (5) tardies.

Safety6

A Identify ways to report a potential safety hazard.       

70% accuracy - Quiz

B Identify the effects of substance abuse in the workplace.       

70% accuracy - Quiz

C List techniques officers use to increase safety.       

List a minimum of three (3) techniques.

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Introduction to Law Enforcement8

A Describe unethical behaviors for both on and off duty personnel.       

Minimum 70% accuracy

B Analyze the Code of Ethics for law enforcement personnel.       

Minimum 70% accuracy

Criminal Law9

A Differentiate between a felony, misdemeanor, and an infraction.       

Minimum 70% accuracy

B Examine major constitutional rights law to include First, Fourth, Fifth, Sixth, Eighth, and Fourteenth Amendments as 

they relate to everyday law.       
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Certification of Occupational Competencies (COC) - Master List

Law Enforcement Occupations 9200Course: Year: 0910

Occupational Competencies          (continued)

9

Minimum 70% accuracy

Laws of Evidence10

A Define consent search, warrant less search, with warrant search, and law enforcement exigencies.       

Techniques of Report Writing11

A Prepare usable reports, both handwritten and computer generated.       

Minimum 70% accuracy

B Demonstrate the ability to read, write, listen, and speak the English language accurately.       

Techniques of Investigation12

A Demonstrate first responder techniques for securing a crime scene.       

Minimum 70% accuracy

Specialized Occupations in Law Enforcement13

A Research and report on the specialized occupations within a specific law enforcement component.       

Minimum 70% accuracy

Correctional System14

A Identify the role and function of the adult and juvenile correctional system.       

Minimum 70% accuracy

Special Certificates

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 15

 11

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 11

(Does not include: Optional Skills for Advanced Learners)

*
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Certification of Occupational Competencies (COC) - Master List

Fire Science 9500Course: Year: 0910

Certificate Course-Title

Fire Science & Technology

Course Description

Considering a career in fire service?  This entry-level course covers fire science agency organization, regulations, and 

functions; firefighter safety; characteristics and behavior of fires; and fire prevention and control.  You will also learn 

fire equipment use, safety, and maintenance; hazardous materials response techniques; incident command principles; 

and search and rescue techniques.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and work-site if applicable.       

Personal and Occupational Safety6

A Demonstrate procedures to be followed in the case of emergencies.       

B Discuss ways to report a potential safety hazard to a supervisor.       

C Discuss the electrical hazards of working with electronic equipment.       

D Recognize the effects of substance abuse in the workplace.       

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Combustion and Fire Behavior8

A Describe the four classes of fire.       

B Identify the three methods of fire spread.       

C Describe how these methods can extend a fire horizontally, vertically and downward.       

Protective Equipment and Safety9

A Demonstrate proper donning of Self Contained Breathing Apparatus.       

Ropes, Knots, and Hitches10

A Demonstrate how to correctly tie fire service knots including: Knots to hoist equipment; knots to lower/raise a victim; 

knots to anchor safety ropes; knots to join rescue ropes.       

Hand Tools: Use, Safety and Maintenance11

A Identify, explain, and demonstrate the safe and proper use of: Scraping tools, cutting tools, prying tools, striking tools, 

and push/pull tools.       
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Certification of Occupational Competencies (COC) - Master List

Fire Science 9500Course: Year: 0910

Occupational Competencies          (continued)

Fire Hose Operation, Nozzles and Fittings12

A Identify and demonstrate methods of coupling and uncoupling hoses and nozzles.       

B Identify and demonstrate various fire hose rolls using one or two persons.       

C Describe the basic differences between the fog and solid bore nozzles and applications.       

Ladders13

A Identify basic ladder safety practices.       

Search and Rescue14

A Describe the search and rescue procedures used in burning, smoke-filled building.       

Fire Streams15

A Describe the methods of application of water streams for Class "A" fires.       

B Describe foam agents used on Class "B" fires.       

C Demonstrate how to operate and advance a charged line.       

Fire Extinguishers16

A Describe the characteristics and operation of the various classes of fire extinguishers.       

Fire Protection Systems17

A Describe the basic operating principles of various types of fire protection systems.       

Fire Investigation, Cause and Origin18

A Describe proper scene preservation.       

Special Certificates

Special Certificates1

A Articulation Certificate       

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 23

 16

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 16

(Does not include: Optional Skills for Advanced Learners)

*
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Certification of Occupational Competencies (COC) - Master List

Forensic Science - CSI 9600Course: Year: 0910

Certificate Course-Title

Forensic Science - Crime Scene Investigation

Course Description

Enter the exciting field of crime scene investigation.  Get hands-on experience in the skills and knowledge required of 

a non-sworn forensic crime scene investigator trainee, criminalist private practice, and crime laboratory technician.  

Learn the importance of physical evidence in solving crimes, dusting and lifting fingerprints, rolling a 10-print 

fingerprint card, performing a gunshot residue test, methods for collecting and processing various types of evidence, 

and the use of forensic light source technology in crime scene investigation.  The importance of effective 

communication and interpersonal skills, professional development, strong academic skills, problem-solving, safety and 

the use of technology is emphasized.

General Employment Skills

Demonstrates a willingness to learn.1

Participates actively as a member of a team.2

Communicates professionally with others through verbal, non-verbal 

and/or written communication.

3

Demonstrates ability to seek, apply and/or interview for employment.4

Occupational Competencies

Employability Skills5

A Demonstrate appropriate attendance and punctuality practices for the classroom and worksite if applicable.       

Safety6

A Apply personal safety practices to and from the job.       

Quiz

B Demonstrate procedures to be followed in the case of emergencies.       

Minimum 70% accuracy

C Recognize the effects of substance abuse in the workplace.       

Minimum 70% accuracy

Green Concepts7

A Identify industry practices that demonstrate a commitment to sustainability.       

Crime Scene Procedures8

A Describe the overall process and sequence of processing a crime scene.       

70% accuracy - Identify, secure, and process a crime scene.

Forensic Photography9

A Describe the use of photography as related to specific types of crime scenes:  homicide/death investigations, traffic 

accident investigations, and injury/liability situations.       

70% accuracy

Crime Scene Investigation10
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Certification of Occupational Competencies (COC) - Master List

Forensic Science - CSI 9600Course: Year: 0910

Occupational Competencies          (continued)

A Identify and evaluate the different types of impression evidence:  fingerprints; shoe, tire and other impressions;  tool 

marks and physical match.       

70% accuracy

B Identify biological evidence:  blood, semen, saliva, tissue, bone, hair etc., and DNA.       

70% accuracy

C Explain chain of custody and how it applies to law enforcement.       

70% accuracy - Identify the complete chain of custody in any criminal case pertaining to evidence.

Latent Print Investigations11

A Identify the three types of fingerprints found at crime scenes:  latent, visible, and molded impressions.       

70% accuracy

B Describe how and when to process latent fingerprints from the crime scene.       

70% accuracy - Explain how to lift and transport latent fingerprints from a crime scene to an evidence locker.

Physical Evidence12

A Describe procedures for discovery, recognition and examination of evidence.       

70% accuracy

B Demonstrate proper procedures for collecting, marking, preserving and identifying evidence.       

70% accuracy

C Demonstrate and explain how different types of evidence should be transported to an evidence storage facility.       

70% accuracy

D Prepare a drawing of a crime scene.       

70% accuracy

Report Writing13

A Write a well-constructed crime scene report.       

80% accuracy - Independently write a crime scene report without any misspelled words and using proper 

grammar.

Homicide Investigations14

A Identify classifications of death:  natural causes, accidental deaths, suicide, and homicide.       

70% accuracy

Courtroom Testimony15

A Identify steps in trial preparation:  review of case notes, review of reports, review of evidence, and preparation of court 

displays.       

Minimum 70% accuracy

B Demonstrate strategies for being an effective witness.       

Mock trial

C Demonstrate appropriate courtroom dress and demeanor.       

Mock trial

D Describe proper procedures for presentation of evidence.       

Mock trial

Special Certificates
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Certification of Occupational Competencies (COC) - Master List

Forensic Science - CSI 9600Course: Year: 0910

Special Certificates1

C Perfect Attendance       

(End of COC List)

              Total # of Occupational Competencies:

70% of  Total # of Occupational Competencies:

 22

 15

In order to receive a certificate, student needs to achieve at least of the occupational competencies. 15

(Does not include: Optional Skills for Advanced Learners)

*
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