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Fl ori da Departnment of Education
CURRI CULUM FRANMEWDORK

Program Titl e: Di gital Publishing
Program Type: Job Preparatory
Qccupati onal Area: Busi ness Technol ogy Educati on
Conponent s: Core and Five Cccupational Conpletion Points
Secondary PSAV
Pr ogr am Nunber : 8209500 B0O70638
Cl P Nunber: 0507. 080103 0507. 080103
G ade Level : 9-12, 30, 31 30, 31
St andard Lengt h: 8 credits 1200 hours
Certification: BUS ED @1 @ BUS ED @1 @
VOE @ VOE @
TEACH CBE @ TEACH CBE @
BUS DP @ G BUS DP @ G
ELECT DP @ G ELECT DP @ G
CLERI CAL @ G CLERI CAL @ G
SECRETAR @ G SECRETAR @ G
STENOG @ @ G STENOG @ @ G
TEC ELEC $7 G TEC ELEC $7 G
[OCP C, D, and E Only]
Addi tional certifi-
cation accepted: COVP SCl @ @ COVP SCl @ @
COW ART @
CTSO FBLA Phi Beta Lanbda
BPA BPA
Coop Met hod: Yes Yes
Apprenticeshi p: No No
Facility Code: 212 212
Basic Skills:
Mat h 9
Language 9
Readi ng 9

PURPOSE: This programis designed to prepare students for enploynent as
a CGeneral Ofice Cerk I, CGeneral Ofice Cerk Il, Desktop Publisher
Conmput er G- aphi cs Designer, and Miltinmedi a Desi gner

This program offers a broad foundation of knowl edge and skills to
prepare students for enploynent in digital publishing positions. The
content includes enhanced practical experiences in conputer generated
art and text, graphic design, graphic production, electronic design
skills, preparation of electronic |layouts and illustrations, and

el ectroni ¢ scanni ng; and devel opment of specialized skills in multinedia
presentations to include producing conmpact disks featuring a conmpany’s
service, product, catalog, individual resune, or other visua

advertising and/or communi cati on.

This program focuses on broad, transferable skills and stresses
under st andi ng and denonstration of the follow ng el enents of the digita
publishing industry: planning; managenent; finance; technical and
production skills; underlying principles of technol ogy; |abor issues;
communi ty issues; and health, safety, and environnental issues.

PROGRAM STRUCTURE: This programis a planned sequence of instruction
consi sting of the Business Technol ogy Educati on Core (Business Systens




and Technology 1 - OCP A and Busi ness Systens and Technol ogy 2 - OCP B)
and three additional occupational conpletion points. Secondary or

post secondary students who have previously conpl eted the Busi ness
Technol ogy Education Core will not have to repeat the core. A student
who conpl etes the applicabl e conpetencies at any occupati onal conpletion
point may either continue with the training programor exit as an
occupati onal conpleter.

The followi ng diagramillustrates the Digital Publishing program
structure:

Conmput er Technol ogy C uster
Secondary and Postsecondary Adult Vocati onal

Industry Title
OCP E Mul ti nmedi a Desi gner 1200 hours

DOT Code 141.061-018
CCP D Conmput er G aphi cs Desi gner 900 hours

DOT Code 979. 382-026
CCP C Deskt op Publ i sher 600 hours

OES Code 55347
OCP B Ceneral Ofice Cerk 11 300 hours

CES Code 55321
OCP A Ceneral Ofice Cerk | 150 hours

VWhen offered at the secondary level, this programconsists of the
foll owi ng courses which include the Busi ness Technol ogy Educati on Core:

Busi ness Technol ogy Educati on Core
8209020 - Busi ness Systens and Technol ogy 1
8209030 - Busi ness Systens and Technol ogy 2

8209510 - Digital Publishing
8209520 - Digital Publishing
8209530 - Digital Publishing
8209540 - Digital Publishing
8209550 - Digital Publishing
8209560 - Digital Publishing

O WNE

LABORATORY ACTI VI TI ES: Laboratory activities are an integral part of
this program and include the use of keyboardi ng systens; conputer
systens; and el ectronic equi pnment for storage, scanning, retrieval,
presentation, CD recording, video, and printing purposes.

SPECI AL NOTES: Future Business Leaders of America (Secondary), Phi Beta
Lanbda (Postsecondary), and Busi ness Professionals of Amrerica are the
appropriate Career and Technical Student Organizations (CTSO for
providing | eadership training and for reinforcing specific career and




V.

technical skills. Career and Technical Student Organizations, when
provi ded, shall be an integral part of the career and technica
instructional program and the activities of such organi zations are
defined as part of the curriculumin accordance with Rul e 6A-6.065, FAC

Cooperative training - QJT is appropriate for this program \enever
cooperative training - QJT is offered, the following are required for
each student: a training plan, signed by the student, teacher, and
enpl oyer, which includes instructional objectives and a |list of on-the-
job and in-school I|earning experiences; a workstation that reflects
equi prent, skills, and tasks that are relevant to the occupati on which
t he student has chosen as a career goal. The student mnust receive
conpensation for work perforned.

In accordance with Rule 6A-10.040, FAC., the m nimum basic skills grade
| evel s required for postsecondary adult vocational students is:

Mat hemati cs 9.0, Language 9.0, Reading 9.0. These grade |evel nunbers
correspond to a grade equival ent score obtained on a state designated
basic skills exam nation

This program may be offered in courses. Vocational credit shall be
awarded to the student on a transcript in accordance with Section
230.643 F. S

The standard length of this programis 1200 hours.

To be transferabl e statew de between institutions, this program nust
have been reviewed, and a “transfer value” assigned the curricul um
content by the appropriate Statew de Course Nunbering System discipline
committee. This does not preclude institutions from devel opi ng specific
program or course articul ation agreenents with each other

VWhen a secondary student with a disability is enrolled in a vocationa
class with nodifications to the curriculumframework, the particular

out comes and student performance standards which the student nust master
to earn credit nust be specified on an individual basis. The job or
jobs for which the student is being trained should be reflected in the
student's desired postschool outcone statenent on the Transition

I ndi vi dual Educational Plan (Transition |EP)

SCANS Conpetencies: Instructional strategies for this program nust

i ncl ude nmet hods that require students to identify, organize, and use
resources appropriately; to work with each other cooperatively and
productively; to acquire and use information; to understand soci al
organi zati onal, and technol ogi cal systens; and to work with a variety of
tool s and equi pment. Instructional strategies nmust also incorporate the
met hods to i nprove students’ personal qualities and hi gh-order thinking
skills.

Equi pnrent List: A generic equipnment list is available for this program

| NTENDED OQUTCOMVES: After conpleting the foll owi ng conpetencies, the
student will be able to:

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE A

GENERAL OFFI CE CLERK | - CES Code 55321

01.0 Denonstrate know edge, skill, and application of information
systens to acconplish job objectives and enhance workpl ace



performance. Apply ergonom c principles applicable to the
configuration of computer workstations. [Student Performance
St andards: 01.01, 01.02, 01.03, 01.04, 01.05, 01.06, 01.07,

01. 08.]
02.0 Use technol ogy to enhance comunications in technical reading,
writing, speaking, listening, and view ng. [Student Perfornmance

St andards: 02.01, 02.02, 02.03, 02.04, 02.05.]

03.0 Use technology to apply and enhance communication skills in
techni cal reading, witing. [Student Performance Standards:
03. 01, 03.02, 03.03, 03.04, 03.05, 03.06.]

04.0 Devel op an awar eness of nmanagenent functions and organi zati ona
structures as they relate to today’ s workpl ace and
enpl oyer/ enpl oyee roles. Denonstrate initiative, courtesy,
| oyalty, honesty, cooperation, and punctuality as a team nenber.
[ Student Perfornmance Standards: 04.01, 04.02, 04.03.]

05.0 Practice quality performance in the |earning environment and the
wor kpl ace. [ Student Performance Standards: 05.01, 05.02.]

06.0 Incorporate appropriate |eadership and supervision techniques,
customer service strategies, and standards of personal ethics to
acconpl i sh job objectives and enhance workpl ace performance.

[ Student Performance Standards: 06.01, 06.02, 06.03.]

07.0 Apply mathematical operations and processes as well as financi al
pl anning strategies to comonly occurring situations in the
wor kpl ace to acconplish job objectives and enhance workpl ace
performance. [Student Performance Standards: 07.01, 07.02, 07.03.]

08.0 Assess personal strengths and weaknesses as they relate to job
obj ectives, career exploration, personal devel opnent, and life
goal s. [Student Performance Standards: 08.01, 08.02, 08.03.]

09.0 Incorporate know edge gai ned fromindi vidual assessnent and
job/ career exploration to design an individual career plan that
reflects the transition fromschool to work, lifelong |earning,
and personal and professional goals. Experience work-based
| earni ng through job shadowi ng, nentoring, e-coaching, etc.

[ Student Perfornmance Standards: 09.01, 09.02, 09.03, 09.04, 09. 05,
09. 06, 09.07, 09.08.]

10.0 Denpnstrate personal and interpersonal skills appropriate for the
wor kpl ace. [ Student Perfornmance Standards: [10.01, 10.02, 10.03.]

11.0 Performoffice functions and responsibilities to acconplish job
obj ectives and enhance workpl ace performance. [ Student Performance
Standards: 11.01, 11.02.]

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE B
GENERAL OFFI CE CLERK Il - OES Code 55347

01.0 Denonstrate know edge, skill, and application of information
systens to acconplish job objectives and enhance workpl ace
performance. [Student Performance Standards:

01. 07, 01.08, 01.09. 01.10, 01.11, 01.12.]

02.0 Apply comruni cation skills (reading, witing, speaking, |istening,
and viewing) in a courteous, concise, and correct manner on
personal and professional levels. [Student Performance Standards:
02. 07, 02.08, 02.09.]

03.0 Use technology to enhance the effectiveness of comunications in
order to acconplish job objectives and enhance workpl ace
performance. [Student Performance Standards: 03.03, 03.04,

03. 05, 03.06, 03.08, 03.09, 03.10.]

04.0 Use information to acconplish job objectives and enhance workpl ace

performance. [Student Performance Standards: 04.03.]



05.0 Analyze current and energi ng workpl ace trends and i ssues and
determ ne potential inmpact on career and job objectives and
wor kpl ace performance. [Student Perfornmance Standards:

05. 03, 05.04.]

06.0 Devel op an awar eness of nmanagenent functions and organi zati ona
structures as they relate to today’ s workpl ace and
enpl oyer/ enpl oyee roles. [Student Perfornmance Standards:

06. 03, 06.04.]

07.0 Practice quality performance in the |earning environment and the
wor kpl ace. [ Student Performance Standards: 07.03, 07.04.]

08.0 Incorporate appropriate |eadership and supervision techniques,
customer service strategies, and standards of personal ethics to
acconpl i sh job objectives and enhance workpl ace performance.

[ Student Perfornmance Standards: 08.04, 08.05.]

09.0 Apply mathenmatical operations and processes as well as financi al
pl anning strategies to comonly occurring situations in the
wor kpl ace to acconplish job objectives and enhance workpl ace
performance. [Student Performance Standards: 09.05.]

10.0 Assess personal strengths and weaknesses as they relate to job
obj ectives, career exploration, personal devel opnent, and life
goals. [Student Performance Standards: 10.03, 10.04.]

11.0 Incorporate know edge gai ned from i ndivi dual assessnent and
job/ career exploration to design an individual career plan that
reflects the transition fromschool to work, 1ifelong |earning,
and personal and professional goals. [Student Performance
Standards: 11.05. 11.06, 11.07.]

12.0 Denopnstrate human rel ations/interpersonal skills appropriate for
the workplace. [Student Performance Standards: 12.01, 12.02.]

13.0 Performoffice functions and responsibilities to acconplish job
obj ectives and enhance workpl ace performance. [ Student
Performance Standards: 13.01, 13.02, 13.03.]

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE C
DESKTOP PUBLI SHER - DOT Code 979. 382-026

I nt ended out conmes of OCP A and OCP B nust be conpl eted previously or
concurrently. After conpleting the foll ow ng additional conpetencies,
the student will have achi eved the occupational conpletion point of
Deskt op Publisher and the student will be able to:

11.0 Incorporate know edge gai ned from i ndi vi dual assessnent and
job/ career exploration to design an individual career plan that
reflects the transition fromschool to work, |ifelong |earning,
and personal and professional goals. [Student Performance
Standards: 11.10, 11.12.]

20.0 Participate in work-based | earning experiences. [Student
Perf ormance Standards: 20.37, 20.38, 20.39.]

48.0 Denonstrate proficiency in conputer skills. [Student Performance
Standards: 48.01, 48.02, 48.03, 48.04, 48.05. 48.06, 48.07,
48. 08.]

49.0 Denonstrate know edge of digital publishing concepts. [Student
Performance Standards: 49.01, 49.02, 49.03, 49.04, 49.05. 49.06.]

50.0 Performdecision-making activities. [Student Performance
Standards: 50.01, 50.02, 50.03, 50.04, 50.05. 50.06, 50.07, 50.08
50. 09, 50.10, 50.11.]

51.0 Performlayout, design, and neasurenent activities. [Student
Performance Standards: 51.01, 51.02, 51.03, 51.04, 51.05.]



52.0 Denonstrate proficiency in digital publishing operations. [Student
Performance Standards: 52.01, 52.02, 52.03, 52.04, 52.05. 52.06,
52.07, 52.08, 52.09, 52.10, 52.11.]

53.0 Denonstrate proficiency in digital imging. [Student Performance
Standards: 53.01, 53.02, 53.03, 53.04, 53.05. 53.06, 53.07,

53. 08, 53.09.]

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE D
COVPUTER CGRAPHI CS DESI GNER - DOT Code 141.061-018

I nt ended outcomes of OCP A, OCP B, and OCP C nust be conpl eted
previously. After conpleting the foll owi ng additional conpetencies, the
student will have achi eved the occupati onal conpletion point of Conputer
G aphi cs Designer and the student will be able to

20.0 Participate in work-based | earning experiences. [Student
Perf ormance Standards: 20.37, 20.38, 20.39.]

48.0 Denonstrate proficiency in conputer skills. [Student Performance
St andard: 48.09.]

52.0 Denonstrate proficiency in digital publishing operations. [Student
Performance Standards: 52.10, 52.11, 52.12, 52.13, 52.14. 52.15,
52.16, 52.17. 52.18, 52.19.]

53.0 Denonstrate proficiency in digital imging. [Student Performance
St andards: 53.10, 53.11, 53.12, 53.13.]

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE E
MULTI MEDI A DESI GNER - Industry Title

I ntended outcomes of OCP A, OCP B, OCP C, and CCP D nust be conpl et ed
previously. After conpleting the foll owi ng additional conpetencies, the
student will have achi eved the occupati onal conpletion point of

Mul ti medi a Designer and the student will be able to:

11.0 Incorporate know edge gai ned from i ndivi dual assessnent and
job/ career exploration to design an individual career plan that
reflects the transition fromschool to work, lifelong |earning,
and personal and professional goals. [Student Performance
Standard: 11.09, 11.11, 11.12.]

20.0 Participate in work-based | earning experiences. [Student
Perf ormance Standards: 20.37, 20.39, 20.40.]

48.0 Denonstrate proficiency in conputer skills. [Student Performance
St andards: 48.10, 48.11, 48.12.]

52.0 Denonstrate proficiency in digital publishing operations. [Student
Performance Standards: 52.20, 52.21, 52.22.]

53.0 Denonstrate proficiency in digital imging. [Student Performance
St andards: 53.14, 53.15, 53.16, 53.17.]

54.0 Denonstrate proficiency in nultinedia presentation. [Student
Performance Standards: 54.01, 54.02, 54.03, 54.04, 54.05. 54.06,
54.07, 54.08, 54.09, 54.10, 54.11, 54.12, 54.13, 54.14, 54.15,
54.16, 54.18, 54.19, 54.21, 54.22, 54.23, 54.25, 54.26, 54.27,
54.28, 54.29, 54.30, 54.31, 54.32.]
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Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Program Titl e: Di gital Publishing
Secondary Nunber: 8209500
Post secondary Nunber: B070638

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE A
GENERAL OFFI CE CLERK | - OES 55321

| NFORVATI ON

SYSTEMS

01.0 DEMONSTRATE KNOALEDGE, SKILL, AND APPLI CATI ON OF | NFORVATI ON SYSTEMS TO

ACCOWPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE. APPLY

ERGONOM C PRI NCI PLES APPLI CABLE TO THE CONFI GURATI ON OF COWPUTER

WORKSTATI ONS. - The student will be able to

01.01

01.02

01. 03

01. 04

01. 05

01. 06

01. 07

01. 08

Devel op keyboarding skills to enter and mani pul ate text and dat a.
LA.B.1.4.3

Descri be and use current and energi ng conputer technol ogy and
software to perform personal and business rel ated tasks.
LA.B.2.4.4

Identify and descri be conmuni cati ons and networ ki ng systens used

i n wor kpl ace environnents.

Use reference materials such as on-line help, vendor bulletin
boards, tutorials, and nanual s avail able for application software.
LA.B.2.4.4, LAA2.4.6

Denonstrate basic file nmanagenent skills. LA A 2.4.2, LA B.2.4.4,
LA.B.2.4.6

Tr oubl eshoot problens with conputer software, hardware,

peri pherals, and other office equipnment. LA D 2.4.4

Descri be ethical issues and problens associated with computers and
i nformati on systens.

Apply ergonom c principles applicable to the configuration of
conput er wor kst ati ons.

WORKPLACE COMMUNI CATI ONS

02.0 USE TECHNOLOGY TO APPLY AND ENHANCE COWMMUNI CATI ON SKILLS I N TECHN CAL

READI NG WRI TI NG SPEAKING LISTEN NG AND VI EWNG—Fhe student will be

able to:

02.01

02. 02

02. 03

02. 04

02. 05

Sel ect and use appropriate nodes of conmunication for specific job
and work situations. LA.B.2.4.4

Organi ze ideas and comunicate oral and witten nmessages
appropriate to listeners and situations in workplace and busi ness
environnents. LA B.2.4.2

Use |istening, speaking, and nonverbal skills and strategies to
conmmuni cate effectively with supervisors, co-workers, and
custoners. LA.C.1.4.1, LAC3.4.1, HEB.3.4.1

Sel ect and use standard witten business conmunication formats.
LA B 1.4.1, LA B.1.4.3

Use professional business vocabul ary appropriate for entry-|evel
jobs in business environments. LA.A 1.4.3



03.0 USE TECHNOLOGY TO APPLY AND ENHANCE COMMUNI CATI ON SKILLS I N TECHN CAL

READI NG WRI TI NG —fhe student will be able to:

03.01 Select and use word processing software and acconpanyi ng features
to enhance witten business conmunications. LA B.1.4.1

03.02 Use the witing process to create/edit business docunents
appropriate to the subject matter, purpose, and audi ence.
LA B 1.4.1, LAB1.4.2, LAB1.4.3

03. 03 Use dat abase, spreadsheet, presentation software, scheduling, and
i ntegrated software packages to enhance conmmuni cati ons.
LA B.2.4.1, LA B.2.4.2

03.04 Explore and denonstrate effective and efficient use of
t el econmuni cati ons systens including tel ephone techni ques for
handl i ng i nconm ng and pl aci ng outgoi ng business calls. LA B.1.4.3

03.05 Use conputer networks (e.g., Internet, on-line databases, e-mail)
to facilitate coll aborative or individual |earning and
communi cati on.

03.06 Respond to and utilize information derived fromnultiple sources
(e.g., witten docunents, instructions, e-mail, voice mail) to
sol ve busi ness probl enms and conpl et e busi ness tasks.

MANAGEMENT

04.0

DEVELOP AN AWARENESS OF MANAGEMENT FUNCTI ONS AND ORGANI ZATI ONAL
STRUCTURES AS THEY RELATE TO TODAY' S WORKPLACE AND EMPLOYER/ EMPLOYEE
ROLES. DEMONSTRATE I NI TI ATI VE, COURTESY, LOYALTY, HONESTY, COOPERATI ON
AND PUNCTUALITY AS A TEAM MEMBER—he student will be able to:

04.01 Explore, design, inplenment, and eval uate organi zati onal structures
and cul tures for nmanagi ng project teans.

04. 02 Expl ore and denonstrate an awareness of current trends in business
and the enployee’s role in maintaining productive business
environnents in today’ s gl obal workpl ace.

04.03 Col |l aborate with individuals and teans to conplete tasks and sol ve
busi ness-rel ated probl ens and denonstrate initiative, courtesy,
| oyalty, honesty, cooperation, and punctuality as a team nenber.

CURRENT TRENDS/ | SSUES | N THE WORKPLACE

05.0

PRACTI CE QUALI TY PERFORVANCE | N THE LEARNI NG ENVI RONVENT AND THE
WORKPLACE—he student will be able to:

05. 01 Assess personal, peer, and group performance and identify and
i npl enent strategies for inprovenent (e.g., organizational skills,
not e taki ng/outlining, advance organizers, reasoning skills,
probl em sol vi ng and deci si on-maki ng skills).

05.02 Develop criteria for assessing products and processes that
i ncorporate effective business practices (e.g., tinme managenent,
productivity, total quality nanagenent).

MANAGEMENT

06.0

| NCORPORATE APPROPRI ATE LEADERSHI P AND SUPERVI SI ON TECHNI QUES, CUSTOVER
SERVI CE STRATEGQ ES, AND STANDARDS OF PERSONAL ETHI CS TO ACCOWPLI SH JOB
OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:




06. 01 Denonstrate an awareness of quality service and the personal and
pr of essi onal standards required to establish an effective service-
based culture in the workplace, business, or |earning environment.

06.02 Identify, analyze, and inplenment managerial skills necessary for
mai ntai ning a high quality work environnment, goals, and strategic
pl anni ng i n busi ness settings.

06. 03 Fol |l ow accepted rules, regul ations, policies, procedures,
processes, and workpl ace safety.

COVPUTATI ON AND FI NANCE

07.0 APPLY MATHENMATI CAL OPERATI ONS AND PROCESSES AS WELL AS FI NANCI AL
PLANNI NG STRATEG ES TO COMWONLY OCCURRI NG SI TUATI ONS | N THE WORKPLACE
AND TO ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—The
student will be able to:

07.01 Analyze, interpret, conpile and denonstrate the ability to
present/conmuni cate data i n understandabl e and neasurabl e terns
usi ng common statistical procedures. MAE 1.4.1, MAEAA4.2

07.02 Use conmon standards of neasurenent including the netric systemin
solving work-rel ated or business problens (e.g., length, weight,
currency, tinme). MA.B. 3.4.1

07.03 Select and use the correct nmathematical processes and tools to
sol ve conpl ex problem settings that are typical of business
settings and use formul as when appropriate. MA. A 3.4.3

JOB READI NESS AND CAREER DEVELOPMENT
08.0 ASSESS PERSONAL STRENGTHS AND WEAKNESSES AS THEY RELATE TO

JOB OBJECTI VES, CAREER EXPLORATI ON, PERSONAL DEVELOPMENT, AND LI FE
GOALS—The student will be able to:

08. 01 Assess, analyze and reassess individual talents, aptitudes,
interests, and personal characteristics as they relate to
potential future careers in business environnents.

08. 02 Use personal assessnent tools to identify personal strengths and
weaknesses related to | earning and work environnents.

08.03 Anal yze job and career requirenents and relate career interests to
opportunities in the gl obal econony.

09.0 | NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS. EXPERI ENCE WORK- BASED LEARNI NG THROUGH JOB
SHADOW NG, MENTORI NG, E- COACHI NG, ETC. —Fhe student will be able to:

09.01 Analyze personal skills and aptitudes in conparison with various
busi ness rel ated job and career options.

09. 02 Use career resources to develop an information base that reflects
| ocal and gl obal business rel ated occupations and opportunities
for continuing education and wor kpl ace experi ence.

09. 03 Denonstrate job-seeking skills required for entry-Ilevel enploynent
(e.g., resume, application, interview, followup). LA C3.4.4

09.04 Design, initiate, refine, and inplenent a plan to facilitate
personal growth and skill devel opnent related to anticipated job
requi renents and career expectations.

09. 06 Denonstrate an awareness of specific job requirenents and career
paths (e.g., requirenents, characteristics needed) in business
envi ronnents.



09. 07 Denopnstrate an awareness of the potential inpact of |oca
and gl obal trends on career plans and |ife goals.

09. 08 Experience work-based | earning through vol unteerism job
shadowi ng, nentoring, e-coaching, etc.

HUVAN RELATI ONS/ | NTERPERSONAL SKI LLS

10. 0 DEMONSTRATE PERSONAL AND | NTERPERSONAL SKI LLS APPROPRI ATE FOR THE
WORKPLACE—he student will be able to:

10. 01 Accept constructive criticism SS.B.1.4.5
10.02 Apply appropriate strategies to manage and resolve conflict in
work situations. LA.D.1.4.2, SS.B.1.4.5, HE B.3.4.5

10. 03 Denpnstrate personal and interpersonal skills appropriate for the
wor kpl ace (e.g., responsibility, dependability, punctuality,
integrity, positive attitude, initiative, and respect for self and
ot hers, professional dress, etc.).

ADM NI STRATI VE OFFI CE PROCEDURES

11.0 PERFORM COFFI CE FUNCTI ONS AND RESPONSI BI LI TI ES TO ACCOWPLI SH JOB
OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

11. 01 Perform busi ness tasks (e.g., filing and records managenent,
schedul i ng, reprographics, mail handling, etc.). LA A 2.4 4,
LAA2.4.7, LAA2.48, LAB24.2

11. 02 Denonstrate know edge of ethical behavior in a business
environnent (e.g., confidentiality of information, enployee right
to know, hiring practices, plagiarism copyright violations,
sexual harassment, m ssion statenent, code of ethics, etc.).

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE B
GENERAL OFFI CE CLERK || - CES 55347

I nt ended out comes of OCP A must be conpl eted previously or concurrently.
| NFORVATI ON SYSTEMS
01.0 DEMONSTRATE KNOMLEDGE, SKILL, AND APPLI CATI ON OF | NFORMATI ON SYSTEMS TO

ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—he st udent
wll be able to:

01. 07 Enhance proficiency with touch keyboarding skills (speed and
accuracy) to enter and mani pul ate data. LA B.1.4.3

01.08 Use current and energi ng conputer technol ogy and software to
perform personal and busi ness-rel ated tasks, solve problens, and
organi ze and conmuni cate information. LA B.2.4.4

01.09 Troubl eshoot problens with conputer hardware, peripherals, and
ot her office equiprent.

01.10 Use conmuni cati ons and networking systens to performtasks and
sol ve problenms in business environnents. LA D.2.4.4

01.11 Describe ergonomc principles inportant to the configuration of
conput er workstations. HE. B.2.4.1

01.12 Describe ethical issues and probl enms associated with conmputers and
i nformati on systems. LA.D.2.4.6

WORKPLACE COMMUNI CATI ONS



02.0 APPLY COVMUNI CATI ON SKILLS (READING WRITING SPEAKING LISTENING AND

03.

04.

0

0

VIEWNG IN A COURTEQUS, CONCI SE, AND CORRECT MANNER ON PERSONAL AND
PROFESSI ONAL LEVELS—Fhe student will be able to:

02.07 Sel ect and use nodes of comuni cations appropriate to specific job
and workpl ace situations. LA.B.2.4.4, LA C3.4.2, LA C1.4.3

02.08 Sel ect and use standard witten conmmunication formats used for
pr of essi onal and busi ness conmuni cation. LA B.1.4.2, LA B.1.4.3

02.09 Use professional business vocabul ary appropriate for internal and
external conmuni cations in business environnments. LA B.2.4.2

USE TECHNOLOGY TO ENHANCE THE EFFECTI VENESS OF COVMUNI CATI ONS | N ORDER
TO ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—The
student will be able to:

03.03 Use the witing process to create business-rel ated docunents
appropriate to the subject matter, purpose, and audi ence.

03.04 Revise and edit business-rel ated docunents to ensure correct
grammar, spelling, punctuation, and format.

03. 05 Use dat abase, spreadsheet, and integrated software packages to
enhance witten business conmunications.

03.06 Use presentation software to enhance personal and professiona
conmmuni cati ons.

03.08 Use conputer networks (e.g., Internet, on-line databases, e-mail)
to facilitate coll aborative or individual |earning and
comuni cation. LA B.2.4.2, LA B 2.4.4

03.09 Explore current and energi ng tel econmuni cati on systens. LA.B.2.4.4

03.10 Di scuss comuni cation systenms—eul tural, organizational
technol ogical, and interpersonal. LA D.1.4.2

USE | NFORMATI ON TO ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE
PERFORMANCE—he student will be able to:

04.03 Respond to and utilize information derived fromnultiple sources
(e.g., witten docunments, instructions, e-mail) to solve business
probl enms and conpl ete business tasks. LA B.2.4.1, LAA24.38

CURRENT TRENDS/ | SSUES | N THE WORKPLACE

05.0 ANALYZE CURRENT AND EMERG NG WORKPLACE TRENDS AND | SSUES AND DETERM NE

POTENTI AL | MPACT ON CAREER AND JOB OBJECTI VES AND WORKPLACE PERFORMANCE—
The student will be able to:

05.03 Identify, define, and discuss current trends and issues that
i npact gl obal and | ocal busi ness/workpl ace environments.
SS.D.2.4.6, LA D 2.4.1

05. 04 Communicate (individually and in groups) current and energing
busi ness trends and recomrend strategies for controlling the
i npact of these trends on personal and professional |evels.

MANAGEMENT

06.0 DEVELOP AN AWARENESS OF MANAGEMENT FUNCTI ONS AND ORGANI ZATI ONAL

STRUCTURES AS THEY RELATE TO TODAY' S WORKPLACE AND EMPLOYER/ EMPLOYEE
ROLES—The student will be able to:

06. 03 Design, inplenment, and eval uate organi zati onal structures for
managi ng proj ect teans.
06. 04 Denonstrate an awareness of the enployee's role in maintaining



producti ve business environnments in today’ s workpl ace.

07.0 PRACTI CE QUALI TY PERFORVANCE | N THE LEARNI NG ENVI RONVENT AND THE
WORKPLACE—he student will be able to:

07.03 Routinely assess personal perfornmance and identify and inpl ement
strategi es for inprovenent.

07.04 Assess peers and/or group nenbers’ performance in order to devel op
and i nmpl enent strategies for inprovenent.

08.0 | NCORPORATE APPROPRI ATE LEADERSHI P AND SUPERVI SI ON TECHNI QUES, CUSTOMVER
SERVI CE STRATEGQ ES, AND STANDARDS OF PERSONAL ETHI CS TO ACCOWPLI SH JOB
OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

08. 04 Devel op and inplenment a plan for maintaining quality service and
production in a workpl ace, business, or |earning environment.

08.05 Facilitate focus group discussions regardi ng service, supervision,
and et hical considerations that inpact the workpl ace, business, or
| ear ni ng envi ronment.

COVPUTATI ON AND FI NANCE

09.0 APPLY MATHENMATI CAL OPERATI ONS AND PROCESSES AS WELL AS FI NANCI AL
PLANNI NG STRATEG ES TO COMONLY OCCURRI NG SI TUATI ONS | N THE WORKPLACE TO
ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—he st udent
wll be able to:

09. 05 Use conmon standards of neasurenment in solving work-related or
busi ness problens (e.g., length, weight, currency, tinme).
MA. A 3.4.3

JOB READI NESS AND CAREER DEVELOPMENT
10. 0 ASSESS PERSONAL STRENGITHS AND WEAKNESSES AS THEY RELATE TO JOB

OBJECTI VES, CAREER EXPLORATI ON, PERSONAL DEVELOPMENT, AND LI FE GOALS—The
student will be able to:

10. 03 Anal yze job and career requirenents and relate career interests to
opportunities in the gl obal econony.

10. 04 Reassess and anal yze individual talents, interests, and personal
characteristics and relate to desired career options.

11. 0 | NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS--The student will be able to:

11.05 Refine and inplenment a plan to facilitate personal growth and
skill devel oprment related to anticipated job requirenments and
career expectations.

11. 06 Denpnstrate an awareness of specific job requirenents and career
paths (e.g., requirenents, characteristics needed) in business
environnents. LA.C.3.4.4

11. 07 Denpnstrate an awareness of the potential inpact of |ocal and
gl obal trends on career plans and |ife goals.

HUVAN RELATI ONS/ | NTERPERSONAL SKI LLS



12.0

DEMONSTRATE HUVAN RELATI ONS/ | NTERPERSONAL SKI LLS APPROPRI ATE FOR THE
WORKPLACE—he student will be able to

12. 01 Accept constructive criticism SS.B.1.4.5
12.02 Apply appropriate strategies to manage conflict in work
situations. LA D 1.4.2, SS.B.1.4.5, HE.B. 3.4.5

ADM NI STRATI VE OFFI CE PROCEDURES

13.0

PERFORM OFFI CE FUNCTI ONS AND RESPONSI BI LI TI ES TO ACCOWPLI SH JOB
OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

13.01 Performoffice tasks (e.g., filing and records managenent,
schedul i ng, reprographics, and mail handling). LA A 2.4.4,
LA A2.4.6, LAA2.4.7, LAA2.4.8, LAB242 LAC3.4.2

13.02 Denpnstrate effective tel ephone techni ques and procedures for
handl i ng i nconmi ng calls and pl aci ng outgoing calls.

13. 03 Denpnstrate know edge of ethical behavior in a business
environnent (e.g., confidentiality of information, enployee right
to know, hiring practices, etc.).

OCCUPATI ONAL COVPLETI ON PO NT - DATA CODE C

DESKTOP PUBLI SHER DOT 979. 382- 026

I nt ended out comes of OCP A and OCP B nust be conpl eted previously or
concurrently.

JOB READI NESS AND CAREER DEVELOPMENT

11.0

| NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS—Fhe student will be able to:

11.10 Prepare a portfolio.
11.12 Present a portfolio to an audi ence.

WORK- BASED LEARNI NG

20.0

PARTI Cl PATE | N WORK- BASED LEARNI NG EXPERI ENCES—Fhe student will be able
to:

20.37 Participate in work-based | earning experiences in a digital
publ i shi ng environnent.
20. 38 Di scuss the use of technology in a digital publishing environnent.
20.39 Conpare and contrast the software applications used in a digital
publ i shi ng environnent.

DI G TAL PUBLI SHI NG

48. 0 DEMONSTRATE PRCFI Cl ENCY I N COVPUTER SKI LLS—TFhe student will be able to:

48.01 Identify all conputer parts (e.g., RAM ROM.

48. 02 Denonstrate an understanding of all functions of a conmputer.

48.03 Utilize appropriate font managenent techni ques (e.g., TrueType,
postscript, install and renove fonts).

48. 04 Perform storage managenent (e.g., hard drive, floppy disk).

48. 05 Perform mai nt enance of conputers and peri pheral s.



49,

50.

51.

52.

0

0

0

0

48. 06 Perform conputer managenent skills (e.g., install and renove
sof tware) .

48. 07 Perform storage nanagenment activities using a variety of devices
(e.g., opticals, CD ROM panels, nonitors, nodens, zip drives,
jazz drives).

48. 08 Conplete disk utilities and virus protection activities.

DEMONSTRATE KNOAMLEDGE OF DI G TAL PUBLI SHI NG CONCEPTS—Fhe student will be
able to:

49.01 Identify the skills needed by a digital publisher

49. 02 Define commonly used terns in graphic communi cations.
49.03 Identify characteristics of paper

49.04 ldentify different kinds of color (e.g., spot, process).
49.05 Ildentify software used in digital publishing.

49. 06 Denonstrate know edge of copyright | aws.

PERFORM DECI SI ON- MAKI NG ACTI VI TI ESFhe student will be able to:

50.01 Determine work priorities.

50. 02 Eval uate and sel ect appropriate software packages to conplete
assigned tasks.

50. 03 Evaluate information to be used and choose rel evant nmateri al

50. 04 Determ ne the audi ence.

50. 05 Denonstrate an understandi ng of various advertising nmedi uns.

50. 06 Recogni ze and mai ntain ethical standards.

50. 07 Conpare and sel ect appropriate multinmedia tools.

50.08 Present and defend desi gn projects.

50.09 Determ ne project budgets.

50.10 Determ ne project specifications.

50.11 Determine when to use a service bureau or a print shop

PERFORM LAYQUT, DESI G\, AND MEASUREMENT ACTI VI TI ESThe student will be
able to:

51.01 Identify characteristics of type, type famlies, type series, and
type styles.

51. 02 Paste up nechanical elenents electronically.

51. 03 Prepare rough | ayout designs.

51.04 Copyfit and markup using type sizes and styles.

51.05 Identify elements of design

DEMONSTRATE PROFI Cl ENCY I N DI A TAL PUBLI SH NG OPERATI ONS—The st udent
wll be able to:

52.01 Key with speed and accuracy to neet industry standards.

52.02 Produce designs integrating all elenents of design.

52.03 Conpl ete projects using a variety of fonts, sizes, |eading, and
al i gnment s.

52.04 Produce electronic illustrations using digital publishing
sof t war e.

52.05 Qutput projects using a variety of devices (e.g., printers,
i magesetters).

52.06 Produce nultiple projects using a variety of digital publishing
sof t war e.

52.07 Produce nmultiple color designs using different col or techniques
i ncl udi ng col or process and spot col or

52.08 Design with type using kerning, tracking, horizontal/vertica
scal e, baseline shift, etc

52.09 Produce projects using tabs and indents.



53.

0

52.10 Prepare output files using pre-press preparations (e.g., color

separation, font managenent, file managenent, use of postscript
fonts, etc.).

52.11 Read work orders and prepare electronic files that neet al

spaeci fi cati ons.

DEMONSTRATE PRCFI CIENCY I N DIG TAL | VAG NGFhe student will be able to:

53.
53.
53.

53.
53.

01
02
03

04
05

Denonstrate proper use of a scanner/slide scanner

Crop and scal e photographs and line art electronically.
Denonstrate an understandi ng of formats and nodes (e.g., EPS
TIFF, PICT, JPEG ASCII, binary).

Denonstrate use of inmage editing software.

Conpl ete projects using proper resolution and screen values (e.g.
PPI, LPI, DPl).

Produce el ectronically retouched photographs.

Produce projects using a digital canera.

Scan mul tiple docunents.

Proofread el ectronically and manual | y.

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE D
COVMPUTER GRAPHI CS DESI GNER - DOT 141. 061-018

I nt ended outcomes of OCP A, OCP B, and OCP C nust be conpl eted
previously.

WORK- BASED LEARNI NG

20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able

to:

20.37 Participate in work-based | earning experiences in a digita

publ i shi ng environnent.

20. 38 Discuss the use of technology in a digital publishing environnent.
20.39 Conpare and contrast the software applications used in a digita

publ i shi ng environnent.

DI G TAL PUBLI SHI NG

48. 0 DEMONSTRATE PRCFI Cl ENCY I N COVPUTER SKI LLS—TFhe student will be able to:

52.

0

48. 09 Update existing software to new versions.

DEMONSTRATE PRCFI CI ENCY I N DI G TAL PUBLI SH NG OPERATI ONS—The st udent

W |

52.
52.

10
11

be able to:

Produce a variety of designs using |ayout/paste-up software.
Produce docunents integrating all elements of design using bal ance
and continuity.

Desi gn a docunent using grids and formats.

Produce projects using illustration.

Produce canera-ready projects.

Performintegrated functions using various software applications.
Create docunments using advanced features in | ayout/paste-up
sof t war e.

Create el ectronic nechani cal s.

Produce projects using white space.

Desi gn | ogos using type.



53.0 DEMONSTRATE PROFICIENCY IN DIG TAL | MVAG NGFhe student will be able to:

53.10 Crop and scal e photographs and line art electronically using a
scanner .

53.11 Apply the use of proper resolution and screen values (e.g., PP
LPI, DPlI in docunents).

53.12 Produce projects using line art, halftone, duotone, and four-col or
processes.

53.13 Produce el ectronically retouched phot ographs using tones, hues,
and val ues.

COCCUPATI ONAL COVPLETI ON PO NT - DATA CODE E
MULTI MEDI A DESI GNER - | NDUSTRY Tl TLE

I ntended outcomes of OCP A, OCP B, OCP C, and COCP D nust be conpl et ed
previously.

JOB READI NESS AND CAREER DEVELOPNMENT

11. 0 | NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS—Fhe student will be able to:

11.09 Create an el ectronic resune.
11.11 Create an electronic portfolio.
11.12 Present a portfolio to an audi ence.

WORK- BASED LEARNI NG

20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able
to:

20.37 Participate in work-based | earning experiences in a digita
publ i shi ng environnent.

20.39 Conpare and contrast the software applications used in a digita
publ i shi ng environnent.

20. 40 Di scuss the managenent/supervisors skills needed in a digita
publ i shi ng environnent.

DI G TAL PUBLI SHI NG

48. 0 DEMONSTRATE PRCFI Cl ENCY I N COVPUTER SKI LLS—TFhe student will be able to:

48.10 Identify presentati on equi prment.
48. 11 Denonstrate all the functions of presentation equi prent.
48. 12 Denonstrate the use of nultinedia equi pnent.

52.0 DEMONSTRATE PROFI CI ENCY I N DI A TAL PUBLI SH NG OPERATI ONS—Fhe st udent
wll be able to:

52.20 Produce a variety of designs integrating nmultinmedi a software.

52.21 Produce nmultiple color designs using proper color balance for
presentation.

52.22 Create el ectronic presentations.

53.0 DEMONSTRATE PROFICIENCY IN DIG TAL | MVAG NGFhe student will be able to:

53.14 Apply special effects to photographs.



53.15 Apply special effects to art.

53.16 Enphasize, interpret, and establish nood and enotion using
illustrations.

53.17 Apply special effects to projects.

54.0 DEMONSTRATE PROFI Cl ENCY | N MULTI MEDI A PRESENTATI ON—The student will be
able to:

54.01 Create visually rich pages for presentations.

54.02 Cenerate presentations with fully integrated text and inages.

54.03 Capture visually rich paper docunents for use on-line.

54.04 Create PDF files.

54.05 Sel ect appropriate fonts for on-screen presentation.

54.06 Create links.

54.07 Optimze inmages for the Wb (e.g., file size, transm ssion tine).

54.08 Build pages for nultinedia presentations and standards.

54.09 Link nultinedia elenments into Web-delivered docunents.

54.10 Create ani mated d Fs.

54.11 Create and edit QuickTinme novies for presentations.

54.12 Create a CD containing digital publishing adverti sing.

54.13 Create desktop presentations.

54.14 Create buttons.

54.15 Assenble a novie using time unit and duration features.

54.16 Conpile a novie using special effects.

54.18 Create a novie with sound.

54.19 Create ani mated text.

54.21 Create a deno of a product.

54.22 Create spinning graph effects using notion.

54.23 Create a notion control project for export.

54.25 Conpl ete projects using authoring prograns (e.g., Mcronedia
Director).

54.26 Denonstrate use of the Internet.

54.27 Create projects using a video canera and/or various nedia files.

54.28 Conpl ete projects using editing software.

54.29 Apply advanced mul timedi a techni ques using the Overvi ew Docunents
functi on.

54.30 Create presentations using scripts.

54.31 Apply advanced mul ti medi a techni ques.

54.32 Create presentations using color effects.
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STUDENT PERFORMANCE STANDARDS

Secondary Course Number: 8209020
Course Title: Busi ness Systens and Technol ogy 1

(Busi ness Systens and Technol ogy)

Course Credit: 1
COURSE DESCRI PTI ON:

This course is designed to provide a basic overview of current business
and information systens and trends and to introduce students to
the basic skills and foundations required for today’s business
environnents. Enphasis is placed on devel oping proficiency with
touch keyboardi ng and fundanental conputer applications, so that
they may be used as conmunication tools for enhanci ng personal and
wor kpl ace proficiency in an information based society. After
successful conpletion of this core course, students will have mnet
Cccupational Conpletion Point - Data Code A, Ceneral Ofice Cerk
- OES 55321.

| NFORVATI ON SYSTEMS

01.0 DEMONSTRATE KNOALEDGE, SKILL, AND APPLI CATI ON OF | NFORVATI ON SYSTEMS TO

ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE. APPLY
ERGONOM C PRI NCl PLES APPLI CABLE TO THE CONFI GURATI ON OF COVPUTER
WORKSTATI ONS. - The student will be able to

01. 01 Devel op keyboarding skills to enter and mani pul ate text and dat a.
LA.B.1.4.3

01. 02 Descri be and use current and emnergi ng conputer technol ogy and
software to perform personal and business rel ated tasks.
LA.B.2.4.4

01.03 Identify and descri be conmuni cati ons and networki ng systens used
i n wor kpl ace environnents.

01.04 Use reference materials such as on-line help, vendor bulletin
boards, tutorials, and nanual s avail able for application software.
LA.B.2.4.4, LAA2.4.6

01.05 Denonstrate basic file managenent skills. LA A 2.4.2, LA B.2.4.4,
LA.B.2.4.6

01. 06 Troubl eshoot problens with conputer software, hardware,
peri pherals, and other office equipnment. LA D 2.4.4

01. 07 Describe ethical issues and probl enms associated with conmputers and
i nformati on systens.

01.08 Apply ergonom c principles applicable to the configuration of
conput er wor kst ati ons.

WORKPLACE COMMUNI CATI ONS

02.

0

USE TECHNCOLOGY TO APPLY AND ENHANCE COVMUNI CATI ON SKI LLS I N TECHNI CAL
READI NG WRI TI NG SPEAKI NG LI STENI NG AND VI EW NG—The student will be
able to:

02.01 Sel ect and use appropriate nodes of communication for specific job
and work situations. LA.B.2.4.4



02. 02

02. 03

02. 04

02. 05

Organi ze i deas and comunicate oral and witten nmessages
appropriate to listeners and situations in workplace and busi ness
environnents. LA B.2.4.2

Use |istening, speaking, and nonverbal skills and strategies to
conmuni cate effectively with supervisors, co-workers, and
custoners. LA.C. 1.4.1, LAC3.4.1, HEB.3.4.1

Sel ect and use standard witten business conmunication formats.
LA B 1.4.1, LA B.1.4.3

Use professional business vocabul ary appropriate for entry-1|evel
jobs in business environments. LA A 1.4.3

03.0 USE TECHNOLOGY TO APPLY AND ENHANCE COMMUNI CATI ON SKILLS I N TECHN CAL

READI NG WRI TI NG —fhe student will be able to:

03.01

03. 02

03. 03

03. 04

03. 05

03. 06

MANAGEMENT

Sel ect and use word processing software and acconpanyi ng features
to enhance witten business conmunications. LA B.1.4.1

Use the witing process to create/edit business docunents
appropriate to the subject matter, purpose, and audi ence.

LA B 1.4.1, LAB1.4.2, LAB1.4.3

Use dat abase, spreadsheet, presentation software, scheduling, and
i ntegrated software packages to enhance communi cati ons.

LA B.2.4.1, LA B.2.4.2

Expl ore and denonstrate effective and efficient use of

t el econmuni cati ons systens including tel ephone techni ques for
handl i ng i nconm ng and pl aci ng outgoi ng business calls. LA B.1.4.3
Use conputer networks (e.g., Internet, on-line databases, e-mail)
to facilitate coll aborative or individual |earning and
communi cati on.

Respond to and utilize information derived frommultiple sources
(e.g., witten docunents, instructions, e-mail, voice mail) to
sol ve busi ness probl enms and conpl et e busi ness tasks.

04.0 DEVELOP AN AWARENESS OF MANAGEMENT FUNCTI ONS AND ORGANI ZATI ONAL

STRUCTURES AS THEY RELATE TO TODAY' S WORKPLACE AND EMPLOYER/ EMPLOYEE

ROLES.

DEMONSTRATE | NI TI ATI VE, COURTESY, LOYALTY, HONESTY, COOPERATI ON

AND PUNCTUALITY AS A TEAM MEMBER—he student will be able to:

04.01

04. 02

04. 03

Expl ore, design, inplenment, and eval uate organi zati onal structures
and cul tures for nmanagi ng project teans.

Expl ore and denonstrate an awareness of current trends in business
and the enployee’s role in maintaining productive business
environnents in today’ s gl obal workpl ace.

Col | aborate with individuals and teans to conpl ete tasks and sol ve
busi ness-rel ated probl ens and denonstrate initiative, courtesy,

| oyalty, honesty, cooperation, and punctuality as a team nenber.

CURRENT TRENDS/ | SSUES | N THE WORKPLACE

05.0 PRACTICE QUALITY PERFORVANCE IN THE LEARNI NG ENVI RONVENT AND THE

WORKPLACE—he student will be able to:

05.01

Assess personal, peer, and group performance and identify and

i npl enent strategies for inprovenent (e.g., organizational skills,
not e taki ng/outlining, advance organizers, reasoning skills,
probl em sol vi ng and deci si on-maki ng skills).



05.02 Develop criteria for assessing products and processes that
i ncorporate effective business practices (e.g., tinme managenent,
productivity, total quality nanagenent).

MANAGEMENT

06. 0 | NCORPORATE APPROPRI ATE LEADERSHI P AND SUPERVI SI ON TECHNI QUES, CUSTOMVER
SERVI CE STRATEGQ ES, AND STANDARDS OF PERSONAL ETHI CS TO ACCOWPLI SH JOB
OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

06. 01 Denonstrate an awareness of quality service and the personal and
pr of essi onal standards required to establish an effective service-
based culture in the workplace, business, or |earning environment.

06.02 Identify, analyze, and inplenment managerial skills necessary for
mai ntai ning a high quality work environnment, goals, and strategic
pl anni ng i n busi ness settings.

06. 03 Fol |l ow accepted rules, regul ations, policies, procedures,
processes, and workpl ace safety.

COVPUTATI ON AND FI NANCE

07.0 APPLY MATHENMATI CAL OPERATI ONS AND PROCESSES AS WELL AS FI NANCI AL
PLANNI NG STRATEG ES TO COMWONLY OCCURRI NG SI TUATI ONS | N THE WORKPLACE
AND TO ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—The
student will be able to:

07.01 Analyze, interpret, conpile and denonstrate the ability to
present/conmuni cate data i n understandabl e and nmeasurabl e terns
usi ng common statistical procedures. MAE 1.4.1, MAEAA4.2

07.02 Use conmon standards of neasurenent including the netric systemin
solving work-rel ated or business problens (e.g., length, weight,
currency, tine). MAB . 3.4.1

07.03 Select and use the correct nmathematical processes and tools to
sol ve conpl ex problem settings that are typical of business
settings and use formulas when appropriate. MA. A 3.4.3

JOB READI NESS AND CAREER DEVELOPMENT
08.0 ASSESS PERSONAL STRENGTHS AND WEAKNESSES AS THEY RELATE TO

JOB OBJECTI VES, CAREER EXPLORATI ON, PERSONAL DEVELOPMENT, AND LI FE
GOALS—The student will be able to

08. 01 Assess, analyze and reassess individual talents, aptitudes,
i nterests, and personal characteristics as they relate to
potential future careers in business environnents.

08. 02 Use personal assessnent tools to identify personal strengths and
weaknesses related to | earning and work environnents.

08.03 Anal yze job and career requirenments and relate career interests to
opportunities in the gl obal econony.

09.0 | NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS. EXPERI ENCE WORK- BASED LEARNI NG THROUGH JOB
SHADOW NG, MENTORI NG, E- COACHI NG, ETC. —Fhe student will be able to:

09.01 Analyze personal skills and aptitudes in conparison with various
busi ness rel ated job and career options.



09. 02 Use career resources to develop an information base that reflects
| ocal and gl obal business rel ated occupati ons and opportunities
for continuing educati on and wor kpl ace experi ence.

09. 03 Denonstrate job-seeking skills required for entry-Ilevel enploynent
(e.g., resume, application, interview, followup). LA C3.4.4

09.04 Design, initiate, refine, and inplenent a plan to facilitate
personal growth and skill devel opnent related to anticipated job
requi renents and career expectations.

09. 06 Denonstrate an awareness of specific job requirenents and career
paths (e.g., requirenents, characteristics needed) in business
envi ronnents.

09.07 Denonstrate an awareness of the potential inpact of |ocal and
gl obal trends on career plans and |ife goals.

09. 08 Experience work-based | earning through volunteerism job
shadowi ng, nentoring, e-coaching, etc.

HUVAN RELATI ONS/ | NTERPERSONAL SKI LLS

10. 0 DEMONSTRATE PERSONAL AND | NTERPERSONAL SKI LLS APPROPRI ATE FOR THE
WORKPLACE—he student will be able to:

10. 01 Accept constructive criticism SS.B.1.4.5
10. 02 Apply appropriate strategies to manage and resolve conflict in
work situations. LA.D.1.4.2, SS.B.1.4.5, HE B.3.4.5

10. 03 Denpnstrate personal and interpersonal skills appropriate for the
wor kpl ace (e.g., responsibility, dependability, punctuality,
integrity, positive attitude, initiative, and respect for self and
ot hers, professional dress, etc.).

ADM NI STRATI VE OFFI CE PROCEDURES

11.0 PERFORM COFFI CE FUNCTI ONS AND RESPONSI BI LI TI ES TO ACCOWPLI SH JOB
OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

11. 01 Perform busi ness tasks (e.g., filing and records managenent,
schedul i ng, reprographics, mail handling, etc.). LA A 2.4 .4,
LAA2.4.7, LAA2.4.8, LABZ24.2

11. 02 Denopnstrate know edge of ethical behavior in a business
environnent (e.g., confidentiality of information, enployee right
to know, hiring practices, plagiarism copyright violations,
sexual harassment, m ssion statenent, code of ethics, etc.).

July 2001

Fl ori da Departnment of Education
STUDENT PERFORMANCE STANDARDS

Secondary Course Number: 8209030
Course Title: Busi ness Systens and Technol ogy 2
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to build upon the experiences and content of Business
Systens and Technol ogy 1 so that a fundanental core of know edge, skills, and



attitudes required for today's business environment is established. Enphasis
is placed on devel opi ng proficiency with database, spreadsheet, presentation
and integrated software applications as tools for acconplishing business

rel ated job objectives and enhanci ng wor kpl ace performance. After successfu
conpl eti on of the Business Technol ogy Educati on Core courses (Business Systens
and Technology 1 and 2), students will have nmet Occupational Conpletion Point
- Data Code B, Ceneral Ofice Cerk Il - CES 55347

| NFORVATI ON SYSTEMS
01.0 DEMONSTRATE KNOALEDGE, SKILL, AND APPLI CATI ON OF | NFORVATI ON SYSTEMS TO

ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—he st udent
wll be able to:

01. 07 Enhance proficiency with touch keyboarding skills (speed and
accuracy) to enter and mani pul ate data. LA B.1.4.3

01.08 Use current and energi ng conputer technol ogy and software to
perform personal and business rel ated tasks, solve problens, and
organi ze and conmuni cate information. LA B.2.4.4

01.09 Troubl eshoot problens with conputer hardware, peripherals, and
other office equipment. LA.D.2.4.4

01.10 Use conmuni cati ons and networking systenms to performtasks and
sol ve problens in business environnments.

01.11 Describe ergonomc principles inportant to the configuration of
conput er workstations. HE. B.2.4.1

01.12 Describe ethical issues and probl enms associated with conmputers and
i nformati on systems. LA.D.2.4.6

WORKPLACE COMMUNI CATI ONS
02.0 APPLY COVMUNI CATI ON SKILLS (READING WRITING SPEAKING LISTENING AND

VIEWNG IN A COURTEQUS, CONCI SE, AND CORRECT MANNER ON PERSONAL AND
PROFESSI ONAL LEVELS—Fhe student will be able to:

02.07 Sel ect and use nodes of comuni cations appropriate to specific job
and workpl ace situations. LA.B.2.4.4, LA C3.4.2, LA C1.4.3

02.08 Sel ect and use standard witten conmmunication formats used for
pr of essi onal and busi ness conmuni cation. LA B.1.4.2, LA B.1.4.3

02.09 Use professional business vocabul ary appropriate for internal and
external conmuni cations in business environnments. LA B.2.4.2

03.0 USE TECHNOLOGY TO ENHANCE THE EFFECTI VENESS OF COVMUNI CATI ONS | N ORDER
TO ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—The
student will be able to:

03.03 Use the witing process to create business-rel ated docunents
appropriate to the subject matter, purpose, and audi ence.

03.04 Revise and edit business-rel ated docunents to ensure correct
grammar, spelling, punctuation, and format.

03. 05 Use dat abase, spreadsheet, and integrated software packages to
enhance witten business conmuni cations.

03.06 Use presentation software to enhance personal and professiona
conmmuni cati ons.

03.08 Use conputer networks (e.g., Internet, on-line databases, e-mail)
to facilitate coll aborative or individual |earning and
comuni cation. LA B.2.4.2, LA B 2.4.4

03.09 Explore current and energi ng tel econmuni cati on systens. LA.B.2.4.4

03.10 Di scuss comuni cation systenms—eul tural, organizational
technol ogical, and interpersonal. LA D.1.4.2



04.0 USE | NFORVATI ON TO ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE
PERFORMANCE—he student will be able to:

04.03 Respond to and utilize information derived fromnultiple sources
(e.g., witten docunments, instructions, e-mail) to solve business
probl enms and conpl ete business tasks. LA B.2.4.1, LAA24.38

CURRENT TRENDS/ | SSUES | N THE WORKPLACE

05.0 ANALYZE CURRENT AND EMERA NG WORKPLACE TRENDS AND | SSUES AND DETERM NE
POTENTI AL | MPACT ON CAREER AND JOB OBJECTI VES AND WORKPLACE PERFORMANCE—
The student will be able to:

05.03 Identify, define, and discuss current trends and issues that
i npact gl obal and | ocal busi ness/workpl ace environments.
SS.D.2.4.6, LA D 2.4.1

05. 04 Communicate (individually and in groups) current and emnerging
busi ness trends and recomend strategies for controlling the
i npact of these trends on personal and professional |evels.

MANAGEMENT

06.0 DEVELOP AN AWARENESS OF MANAGEMENT FUNCTI ONS AND ORGANI ZATI ONAL
STRUCTURES AS THEY RELATE TO TODAY' S WORKPLACE AND EMPLOYER/ EMPLOYEE
ROLES—The student will be able to:

06. 03 Design, inplenment, and eval uate organi zati onal structures for
managi ng proj ect teans.

06. 04 Denonstrate an awareness of the enployee's role in maintaining
producti ve business environnments in today’ s workpl ace.

07.0 PRACTI CE QUALI TY PERFORVANCE | N THE LEARNI NG ENVI RONVENT AND THE
WORKPLACE—he student will be able to:

07.03 Routinely assess personal perfornmance and identify and inpl ement
strategi es for inprovenent.

07.04 Assess peers and/or group nenbers’ performance in order to devel op
and i nmpl enent strategies for inprovenent.

08.0 | NCORPORATE APPROPRI ATE LEADERSHI P AND SUPERVI SI ON TECHNI QUES, CUSTOMVER
SERVI CE STRATEGQ ES, AND STANDARDS OF PERSONAL ETHI CS TO ACCOWPLI SH JOB
OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

08. 04 Devel op and inplenment a plan for maintaining quality service and
production in a workpl ace, business, or |earning environment.

08.05 Facilitate focus group discussions regardi ng service, supervision,
and et hical considerations that inpact the workpl ace, business, or
| ear ni ng envi ronment.

COVPUTATI ON AND FI NANCE

09.0 APPLY MATHENMATI CAL OPERATI ONS AND PROCESSES AS WELL AS FI NANCI AL
PLANNI NG STRATEG ES TO COMWONLY OCCURRI NG SI TUATI ONS | N THE WORKPLACE TO
ACCOVPLI SH JOB OBJECTI VES AND ENHANCE WORKPLACE PERFORMANCE—he st udent
wll be able to:

09.05 Sel ect and use the correct mathematical process to solve conpl ex



problem situations that are typical of business settings and use
formul as when appropriate. MA A 3.4.3

JOB READI NESS AND CAREER DEVELOPMENT
10. 0 ASSESS PERSONAL STRENGITHS AND WEAKNESSES AS THEY RELATE TO JOB

OBJECTI VES, CAREER EXPLORATI ON, PERSONAL DEVELOPMENT, AND LI FE GOALS—The
student will be able to:

10. 03 Anal yze job and career requirenents and relate career interests to
opportunities in the gl obal econony.

10. 04 Reassess and anal yze individual talents, interests, and personal
characteristics and relate to desired career options.

11. 0 | NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS--The student will be able to:

11.05 Refine and inplenment a plan to facilitate personal growth and
skill devel oprment related to anticipated job requirenments and
career expectations.

11. 06 Denpnstrate an awareness of specific job requirenents and career
paths (e.g., requirenents, characteristics needed) in business
environnents. LA.C.3.4.4

11. 07 Denpnstrate an awareness of the potential inpact of |ocal and
gl obal trends on career plans and |ife goals.

HUVAN RELATI ONS/ | NTERPERSONAL SKI LLS

12. 0 DEMONSTRATE HUMAN RELATI ONS/ | NTERPERSONAL SKI LLS APPROPRI ATE FOR THE
WORKPLACE—he student will be able to:

12. 01 Accept constructive criticism SS.B.1.4.5
12.02 Apply appropriate strategies to manage conflict in work
situations. LA D 1.4.2, SS.B.1.4.5, HE.B. 3.4.5

ADM NI STRATI VE OFFI CE PROCEDURES
13.0 PERFORM COFFI CE FUNCTI ONS AND RESPONSI BI LI TI ES TO ACCOWPLI SH JOB

OBJECTI VES AND ENHANCE WORKPLACE PERFORVANCE—he student will be able
to:

13.01 Performoffice tasks (e.g., filing and records managenent,
schedul i ng, reprographics, and mail handling). LA A 2.4.4,
LA A2.4.6, LAA2.4.7, LAA2.4.8 LAD242 LAC3.4.2

13.02 Denpnstrate effective tel ephone techni ques and procedures for
handl i ng i nconming calls and placi ng outgoi ng calls.

13. 03 Denpnstrate know edge of ethical behavior in a business
environnent (e.g., confidentiality of information, enployee right
to know, hiring practices, etc.).
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Secondary Course Number: 8209510
Course Title: Digital Publishing 1
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to devel op basic entry-level skills required for
careers in the digital publishing industry. The content includes computer
skills; digital publishing concepts and operations; |ayout, design, and
measurenent activities; decision-naking activities; and digital imaging.

After successful conpletion of Digital Publishing 1 and 2, students will have
met COccupational Conpletion Point - Data Code C, Desktop Publisher - DOT Code
979. 382- 026.

WORK- BASED LEARNI NG

20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able
to:

20.37 Participate in work-based | earning experiences in a digita
publ i shing environnment. TH E.1.3.3, VAE 1.4.2

20. 38 Discuss the use of technology in a digital publishing environnent.
LA.B.2.4.2, LA B.2.4.3, LAB2.4.4

DI G TAL PUBLI SHI NG

48. 0 DEMONSTRATE PRCFI Cl ENCY I N COVPUTER SKI LLS—TFhe student will be able to:

48.01 Identify all computer parts (e.g., RAM ROM. LA A 1.4.3

48. 02 Denonstrate an understanding of all functions of a conmputer.
LA A1.4.3, LAD24.4

48.03 Utilize appropriate font managenent techni ques (e.g., TrueType,
postscript, install and renove fonts). LA B.2.4.4., LA A2 4.6,
LA A2.4.8, LAA245 LAA1.4.2 LAB241 LABZ24.2
LA.C3.4.3, LAD.2.3.4, HEB. 3.4.3, HE.B.3.4.4, HE. B.3.4.5,

SS.B.1.4.5, VA B.1.3.4

48. 04 Perfornwstorage managenent (e.g., hard drive, floppy disk).
LA B 2.4.4., LAA2.4.6, LAA2.4.8, LAA245 LAA142
LA.B. 2.4.1, LA B.2. 4. 2, LAC3.4.3, LAD2.3.4, HEB.3.4.3
HE.B.3.4.4, HE.B.3.4.5, SS.B.1.4.5, VA B.1.3.4

48. 05 Perform mai nt enance of conputers and peripherals. LA.B.2.4.4.,
LA A2.4.6, LAA2.4.8, LAAZ2.45 LAAL1l42 LABZ24.1,
LA.B.2.4.2, LA C3.4.3, LAD?2.3.4, HE.B.3.4.3, HE B.3.4.4,
HE.B.3.4.5, SS.B.1.4.5, VA B 1.3.4

49. 0 DEMONSTRATE KNOANEDGE OF DI G TAL PUBLI SHI NG CONCEPTS—he student will be
able to:

49.01 Identify the skills needed by a digital publisher. MA. D 1.4.1,
MA.D.1.4.2, VAE 1.4.2

49. 02 Define commonly used terns in graphic communications. LA A 1.4.3,
FL.C.2.4.5, VAE1.4.2, VAD1.4.1, MAD1.4.2

49.03 Identify characteristics of paper

49.04 ldentify different kinds of color (e.g., spot, process).

49.05 Ildentify software used in digital publishing. LA B.2.4.4



49. 06 Denonstrate know edge of copyright laws. MA D 1.4.1, NMA. D. 1. 4.2,
VA E 1.4.2

50.0 PERFORM DECI SI ON- MAKI NG ACTI VI TI ESTFhe student will be able to:

50.01 Determine work priorities. LAB.2.4.4., LAA2.4.6, LA A 2.4.8,
LA A 245 LAAL1L42 LABZ241 LAB242 LAC3.4.3
LA.D2.3.4, HE.B.3.4.3, HEEB. 3.4.4, HE.B.3.4.5, SS.B.1.4.5

VA.B.1.3.4

50. 02 Eval uate and sel ect appropriate software packages to conplete
assigned tasks. LA.C.2.3.4, MAB.1.4.3, LAB.1.4.3, MAD1.4.1
LA B 2.4.4., LAA 246, LAA2.4.8, LAA2.45 LAA1A42
LA B.2.4.1, LA B.2.4.2, LAC3.4.3, LAD2.3.4, HEB. 3.4.3,

HE.B.3.4.4, HE.B.3.4.5, SS.B.1.4.5, VA B.1.3.4

50.03 Eval uate information to be used and choose rel evant material.
LA B 2.4.4., LAA 246, LAA2.4.8, LAA2.45 LAA1A42
LA B.2.4.1, LA B.2.4.2, LAC3.4.3, LAD2.3.4, HEB.3.4.3,
HE.B.3.4.4, HE.B.3.4.5, SS.B.1.4.5, VA B.1.3.4

50.04 Determine the audience. LA B.2.4.4., LAA2.4.6, LA A2 4.8,
LA A 245 LAAL142 LABZ241 LAB242 LAC3.4.3
LA.D2.3.4, HE.B.3.4.3, HEEB.3.4.4, HE.B.3.4.5, SS.B.1.4.5,
VA.B.1.3.4

50. 05 Denonstrate an understandi ng of various advertising nmedi uns.
LA B.2.4.4, LAA2.4.6, LAA2.4.8, LAA245 LAA1A42
LA B.2.4.1, LA B.2.4.2, LAC3.4.3, LAD2.3.4, HEB. 3.4.3,
HE.B.3.4.4, HE.B.3.4.5, SS.B.1.4.5, VA B. 1.3.4

50. 06 Recogni ze and maintain ethical standards. LA B.2.4.4, LA A 2.4.6,
LA A2.4.8, LAA245 LAA142 LAB241 LABZ24.2,
LA.C3.4.3, LAD.2.3.4, HEB.3.4.3, HE.B.3.4.4, HE B.3.4.5,
SS.B.1.4.5, VA B.1.3.4

51.0 PERFORM LAYQUT, DESI G\, AND MEASURENMENT ACTI VI TI ESThe student will be
able to:

51.01 Identify characteristics of type, type famlies, type series, and
type styles. LA A1.4.3, MAD1.41

51. 02 Paste up nechanical elenents electronically. LA.B. 1.4.3,
MA.D.1.4.1, LA C3.4.3, LAC2.3.4, MAB1.4.3 VAAL1A4.3,
LAA2. 4.4 LAA2.4.6, LAA2.4.7, LAA2.4.8, LAB1.4.1,
LA.-B.2.4.2, LA D.2.3.4, LAB2.4.1

51.03 Prepare rough layout designs. THE 1.3.3, VAE 1.4.2

51. 04 Copycat and markup using type sizes and styles. NA.D. 1.4.1,
LA B 1.2.3, LAC3.4.3, LACZ2.3.4 NAB1.4.3, VAAL1A4.3,

LA B 1.4.3, MA D141
51.05 Identify elements of design.

52.0 DEMONSTRATE PROFI CI ENCY I N DI A TAL PUBLI SH NG OPERATI ONS—Fhe st udent
wll be able to:

52.01 Key with speed and accuracy to nmeet industry standards.
LA.B.2.4.4, LAA2.4.6, LAA2.4.8, LAA245 LAA1A42
LA B.2.4.1, LA B.2.4.2, LAC3.4.3, LAD2.3.4, HEB. 3.4.3,
HE.B.3.4.4, HE.B.3.4.5, SS.B.1.4.5, VA B. 1.3.4

52.02 Produce designs integrating all elenments of design. LA B.2.4.4,
LA A2.4.6, LAA2.4.8, LAAZ2.45 LAAL1l42 LABZ24.1,
LA.B.2.4.2, LAC.3.4.3, LAD?2.3.4, HE.B.3.4.3, HE B.3.4.4,
HE.B.3.4.5, SS.B.1.4.5, VA B 1.3.4

52.03 Conpl ete projects using a variety of fonts, sizes, |eading, and
alignnents. LA B.2.4.4, LAA2.4.6, LAA24.8, LAAZ2. 4.5,



53.

0

LA A1.4.2, LAB241 LABZ242 LACS3.43, LA
HE.B.3.4.3, HE.B.3.4.4, HE.B.3.4.5, SS.B.1.4.5, VA
52.04 Produce electronic illustrations using digital pub
software. LA.B.2.4.4, LAA2.4.6, LAA 248, LAA
LA A1.4.2, LAB241 LABZ242 LACS3.43, LA
HE.B.3.4.3, HE.B.3.4.4, HE. B.3.4.5, SS.B.1.4.5, VA
52.05 Qutput projects using a variety of devices (e.g.,
i magesetters). LA B.2.4.4, LA A2.4.6, LAA24.8,
LA A1.4.2, LAB 241 LABZ242 LAB244, LA
LA.D2.3.4, HE.B.3.4.3, HEEB.3.4.4, HE.B.3.4.5, SS.

VA.B.1.3. 4

DEMONSTRATE PRCFI CI ENCY I N DI G TAL | MAG NG—Fhe student will

53. 01 Denonstrate proper

use of a scanner/slide scanner.

£

® WwoS W

be able to:

LA.B. 1. 2.3,

MA.D 1.4.1, LAA1.43, LAD2.4.4, LAB1.43 MAI1l4.4
53.02 Crop and scal e photographs and line art el ectronically.
LA B.1.4.3, LAD2.4.4, MAA1l. 4.4

53. 03 Denonstrate an understandi ng of formats and nodes (e.g.,
TIFF, PICT, JPEG ASC I,

MA. A 1. 4.4

bi nary).

EPS,

LA.B.1.4.3, LA D 2.4.4,
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Secondary Course Number: 8209520
Course Title: Di gital Publishing 2
Course Credit: 1

COURSE DESCRI PTI ON:

Thi s course continues the devel opment of basic entry-level skills required for
careers in the digital publishing industry. The content includes computer
skills; digital publishing operations; |ayout, design, and nmeasurenent
activities; decision-making activities; and digital imging. After successfu
conpletion of Digital Publishing 1 and 2, students will have met Occupationa
Conpl etion Point - Data Code C, Desktop Publisher - DOT Code 979.382-026.

JOB READI NESS AND CAREER DEVELOPMENT

11. 0 | NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS—Fhe student will be able to:

11.10 Prepare a portfolio. VA A 1.4.2, VAE 1. 4.2,
11.12 Present a portfolio to an audience. VA E 1.4.3

WORK- BASED LEARNI NG

20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able
to:

20.37 Participate in work-based | earning experiences in a digita
publ i shing environnent. MA.D.2.4.1, THE1.3.3, VAE 1.4.2

20. 38 Di scuss the use of technology in a digital publishing environnent.
LA.B.2.4.2, LAB.2.4.3, LA B 2.4.4, LAD2.4.4

20.39 Conpare and contrast the software applications used in a digita
publishing environnent. LA.D.2.4.4, SS.B. 4.1

DI G TAL PUBLI SHI NG

48. 0 DEMONSTRATE PRCFI Cl ENCY I N COVPUTER SKI LLS—TFhe student will be able to:

48. 06 Perform conputer managenent skills (e.g., install and renove
software). LA B.2.3.4

48. 07 Perform storage nanagenment activities using a variety of devices
(e.g., opticals, CD ROM panels, nonitors, nodens, zip drives,
jazz drives). LA B.2.4.4, MAB.2.4.2

48. 08 Conplete disk utilities and virus protection activities.
LA.B.2.4.4

50.0 PERFORM DECI SI ON- MAKI NG ACTI VI TI ESTFhe student will be able to:

50. 07 Conpare and sel ect appropriate multinmedia tools. LA A 2.3.6,
LA.D 2.3.5 LAB241 LABZ242 LAB244

50.08 Present and defend design projects. LA D 2.4.4, SS.B.2.4.1
SS.B.2.4.2, VAA 1l 4.4, VAA 1l 4.2, VAB 142

50.09 Determ ne project budgets.



50.10 Determne project specifications. LA B 1.4.1, LA B.1.4.2,
LA.B.1.4.3
50.11 Determine when to use a service bureau or a print shop

52.0 DEMONSTRATE PROFI Cl ENCY I N DI A TAL PUBLI SH NG OPERATI ONS—Fhe st udent
wll be able to:

52.06 Produce nultiple projects using a variety of digital publishing
software. LA.B.2.4.4

52.07 Produce nultiple color designs using different col or techniques
i ncl udi ng col or process and spot color. LA B.2.4.4

52.08 Design with type using kerning, tracking, horizontal/vertica
scal e, baseline shift, etc. LA B 1.4.3

52.09 Produce projects using tabs and indents. LA B.1.4.3

52.10 Prepare output files using pre-press preparations (e.g., color
separation, font managenent, file managenent, use of postscript
fonts, etc.)

52.11 Read work orders and prepare electronic files that neet al
speci fications.

53.0 DEMONSTRATE PROFICIENCY IN DIG TAL | MVAG NGFhe student will be able to:

53.04 Denonstrate use of inmage editing software.

53.05 Conpl ete projects using proper resolution and screen val ues (e.g.
PPI, LPI, DPl). MAA1l.4.4

53.06 Produce electronically retouched photographs. VA A 1.4.2,
VA.D.1.4.3

53.07 Produce projects using a digital camera. VA A 1.

53.08 Scan multiple docunments. LA.B.2.4.7, LA B.2.4.8

53.09 Proofread electronically and nanual ly. LA B.1.4.

4.2, VA A1l 4.4
3
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STUDENT PERFORMANCE STANDARDS

Secondary Course Number: 8209530
Course Title: Digital Publishing 3
Course Credit: 1

COURSE DESCRI PTI ON:

Thi s course continues the devel opment of industry-standard skills required for
careers in the digital publishing industry. The content includes the use of a
variety of software and equi pnent to performdigital publishing and digita

i maging activities. After successful conpletion of Digital Publishing 3 and
4, students will have net Cccupational Conpletion Point - Data Code D

Conmput er G- aphi cs Designer - DOl Code 141.061-108

WORK- BASED LEARNI NG

20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able
to:

20.37 Participate in work-based | earning experiences in a digita
publishing environnent. MA D 2.4.1, THE 1.3.3, VAE 1.4.2

20. 38 Discuss the use of technology in a digital publishing environnent.
LA.B.2.4.2, LA B.2.4.3, LAB.2.4.4, LA D.2.4.4,

20.39 Conpare and contrast the software applications used in a digita
publishing environnent. LA D.2.4.4, SS.B.4.1

DI G TAL PUBLI SHI NG

48. 0 DEMONSTRATE PRCFI Cl ENCY I N COVPUTER SKI LLS—TFhe student will be able to:

48. 09 Update existing software to new versions. LA D.2.4.4

52.0 DEMONSTRATE PROFI Cl ENCY I N DI TAL PUBLI SH NG OPERATI ONS—Fhe st udent
wll be able to:

52.10 Produce a variety of designs using |ayout/paste-up software.
LA.D 2.4.4

52.11 Produce documents integrating all elenents of design using bal ance
and continuity. MAC. 2.4.1

52.12 Design a docunment using grids and formats. MA.B.1.4.3

52.13 Produce projects using illustration. LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3

52.14 Produce canera-ready projects.

52.15 Performintegrated functions using various software applications.
MA. A 1.4.4

53.0 DEMONSTRATE PROFICIENCY IN DIG TAL | MVAG NGFhe student will be able to:

53.10 Crop and scal e photographs and line art electronically using a
scanner. LA . D.2.4.4

53.11 Apply the use of proper resolution and screen values (e.g., PP
LPI, DPl in documents). MA.A. 1.4.4
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STUDENT PERFORMANCE STANDARDS

Secondary Course Number: 8209540
Course Title: Digital Publishing 4
Course Credit: 1

COURSE DESCRI PTI ON:

Thi s course continues the devel opment of industry-standard skills required for
careers in the digital publishing industry. The content includes the use of a
variety of software and equi pnent required to performdigital publishing and
digital imging activities. After successful conpletion of Digital Publishing
3 and 4, students will have net Cccupational Conpletion Point - Data Code D
Comput er G- aphi cs Designer - DOl Code 141.061-018

WORK- BASED LEARNI NG

20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able
to:

20.37 Participate in work-based | earning experiences in a digita
publishing environnent. MA D 2.4.1, THE 1.3.3, VAE 1.4.2

20.39 Conpare and contrast the software applications used in a digita
publ i shing environnment. LA.D.2.4.4, SS.B.1.4.1

DI G TAL PUBLI SHI NG

52.0 DEMONSTRATE PROFI Cl ENCY I N DI A TAL PUBLI SH NG OPERATI ONS—Fhe st udent
wll be able to:

52.16 Create docunents using advanced features in |ayout/paste-up
software. LA B.2.4.4

52.17 Create electronic nechanicals. LA B.2.4.4

52.18 Produce projects using white space. LA B.2.4.4

52.19 Design |l ogos using type. LA B.2.4.4

53.0 DEMONSTRATE PROFICIENCY IN DIG TAL | MVAG NGFhe student will be able to:

53.12 Produce projects using line art, halftone, duotone, and four-col or
processes. LA B.2.4.4

53.13 Produce electronically retouched phot ographs using tones, hues,
and values. LA.B.2.4.4
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STUDENT PERFORMANCE STANDARDS

Secondary Course Number: 8209550
Course Title: Digital Publishing 5
Course Credit: 1

COURSE DESCRI PTI ON:

This course is designed to devel op advanced industry-standard skills required
for careers in the digital publishing industry. The content includes the use
of a variety of software and equi prent, including digital video caneras and
vi deo/ audi o editing software. After successful conpletion of Digita
Publishing 5 and 6, students will have net Cccupational Conpletion Point -
Data Code E, Multinedia Designer - (Industry Title).

WORK- BASED LEARNI NG

20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able
to:

20.37 Participate in work-based | earning experiences in a digita
publishing environnent. MA D 2.4.1, THE 1.3.3, VAE 1.4.2

20.39 Conpare and contrast the software applications used in a digita
publ i shing environnment. LA.D.2.4.4, SS.B.1.4.1

20. 40 Di scuss the managenent/supervisory skills needed in a digita
publ i shing environnent. LA B.2.3.4

DI G TAL PUBLI SHI NG

48. 0 DEMONSTRATE PRCFI Cl ENCY I N COVPUTER SKI LLS—TFhe student will be able to:

48.10 Identify presentation equipment. LA B.1.4.1, LA B.1.4.2,
LA.B.1.4.3

48.11 Denonstrate all the functions of presentation equi prent.
LA B 1.4.1, LAB1.4.2, LAB1.4.3

48. 12 Denonstrate the use of nultinedia equi pnent. LA B.1.4.1,
LA B.1.4.2, LAB1.4.3

52.0 DEMONSTRATE PROFI Cl ENCY I N DI TAL PUBLI SH NG OPERATI ONS—Fhe st udent
wll be able to:

52.20 Produce a variety of designs integrating multinmedi a software.
LA B.1.4.3, VAB1.4.3, VAD1.4.1, VAA11l43

52.21 Produce nmultiple color designs using proper color balance for
presentation. LA.B.1.4.3, MAB. 1.4.3, MAD1.4.1, VAA 143

52.22 Create electronic presentations. LA.B.1.4.3, MA.B.1.4.3,
MA.D. 1.4.1, VAA 1l 4.3

53.0 DEMONSTRATE PROFICIENCY IN DIG TAL | MVAG NGFhe student will be able to:

53.14 Apply special effects to photographs. LA.D.2.4.4
53.15 Apply special effects to art. LA D.2.4.4

54.0 DEMONSTRATE PROFI Cl ENCY | N MULTI MEDI A PRESENTATI ON—The student will be
able to:
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01

02

03

05

06

10

13

14

15

22

25

26

28

Create visually rich pages for

LA. B. 1. 4.4,
TH A 3.4.1

presentations. LA.B.1.4.3,

LA.D.1.4.2, MAB.4.4.2, DAEZ241 SSB1l4.1,

Cenerate presentations with fully integrated text and images.
LA B 1.4.3, LAB1.4.4, LAD1.4.2, MAB4.4.2 DAEZ24.1,

SS.B. 1.4.1,

TH A 3.4.1

Capture visually rich paper docunments for use on-line. LA B.1. 4.3,
LA B.1.4.4, LAD1.4.2, VAB.4.4.2, DAE241 SS.B1.4.1,

TH A 3.4.1

Sel ect appropriate fonts for on-screen presentation. LA B.1.4.3,
LA B 1.4.4, LAD1.4.2, VAB.4.4.2, DAE241 SS.B1.4.1,

TH A 3.4.1

Create |inks.

LA.B.1.4.3, LAB.1.4.4, LAD1.4.2, MAB 4.4.2,

DAEZ241 SSB 141 THAZ3.4.1

Create ani nated 4 Fs.

LA.B.1.4.3, LA B.1.4.4, LA D 1.4 2

MA.B.4.4.2, DDA E2.4.1, SSB.1.4.1, THA 3.4.1

Creat e desktop presentations.

LA.B.1.4.3, LA B.1.4.4, LA D 1.4 2

MA.B.4.4.2, DDA E 2.4.1, SSB.1.4.1, THA 3.4.1

Create buttons.

LA.B.1.4.3, LAB.1.4.4, LAD1.4.2, MAB 4.4.2,

DAEZ241 SS.B1.41 THAZ3. 4.1
Assenbl e a novie using time unit and duration features.
LA B 1.4.4, LAD1.4.2, VAB 4.4.2, DAE24.1,

LA.B. 1. 4.3,
SS.B. 1.4.1,

TH A 3.4.1

Create spinning graph effects using nmotion. LA B.1. 4.3,
LA B 1.4.4, LAD1.4.2, VAB.4.4.2, DAE241 SS.B1.4.1,

TH A 3.4.1

Conpl ete projects using authoring prograns (e.g., Mcronedi a

Director).

LA.B.1.4.3, LA B. 1.4.

D.AE2 4.1 SS.B.1.4.1, TH A 3.
Denpnstrate use of the Internet.

LA.D. 1.4.2,

MA.B.4.4.2, D A E 2

Conpl ete projects using editing

LA.D. 1.4.2,

MA.B.4.4.2, D A E 2

4, LA.D.1.4.2, MA. B.4.4.2,
4.1

LA.B.1.4.3, LA B.1.4.4,
4.1, SS.B.1.4.1, THA 3.4.1
software. LA B.1.4.3, LA B.1.4.4,
4.1, SS.B.1.4.1, THA 3.4.1
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STUDENT PERFORMANCE STANDARDS

Secondary Course Number: 8209560
Course Title: Digital Publishing 6
Course Credit: 1

COURSE DESCRI PTI ON:

Thi s course continues the devel opment of advanced industry-standard skills
required for careers in the digital publishing industry. The content includes
the use of a variety of software and equi pnent used to create nultinedia
presentations. After successful conpletion of Digital Publishing 5 and 6,
students will have net Cccupational Conpletion Point - Data Code E, Miltinedia
Designer - (Industry Title).

JOB READI NESS AND CAREER DEVELOPMENT

11. 0 | NCORPORATE KNOW.EDGE GAI NED FROM | NDI VI DUAL ASSESSMENT AND JOB/ CAREER
EXPLORATI ON TO DESI GN AN | NDI VI DUAL CAREER PLAN THAT REFLECTS THE
TRANSI TI ON FROM SCHOOL TO WORK, LI FELONG LEARNI NG AND PERSONAL AND
PROFESSI ONAL GOALS—Fhe student will be able to:

11.09 Create an electronic resune. LA B.2.4.4
11.11 Create an electronic portfolio. VAA 1.4.2, VAE 1.4.2
11.12 Present a portfolio to an audience. VA E 1.4.3

WORK- BASED LEARNI NG

20.0 PARTI O PATE I N WORK- BASED LEARNI NG EXPERI ENCES—The student will be able
to:

20.37 Participate in work-based | earning experiences in a digital
publishing environnent. MA.D.2.4.1, THE1.3.3, VAE 1.4.2

20. 40 Di scuss the managenent/supervisory skills needed in a digital
publ i shing environnent LA B.2.3.4

DI G TAL PUBLI SHI NG

53.0 DEMONSTRATE PROFICIENCY IN DIG TAL | MVAG NGFhe student will be able to:

53.16 Enphasi ze, interpret, and establish nood and enotion using
illustrations. LA.D.2.4.3

53.17 Apply special effects to projects. LA B.2.4.1, LA B.2.4.2,
LA.B. 2. 4. 4,

54.0 DEMONSTRATE PROFI Cl ENCY | N MULTI MEDI A PRESENTATI ON—The student will be
able to:

54.04 Create PDF files. LA.B.1.4.3, LA B.1.4.4, LA D1.4.2, NMAB. 4.4 2,
DAEZ241 SSB1.4.1 THAZ3. 4.1, LAB241 LAB24.2,
LA.B.2.4.4, LAB.1.4.1, LAB.1.4.2, VAA1l 4.1, VAA1l4 2,
VA.A1.4.3, VAA 1l 44

54.07 Optimze images for the Wb (e.g., file size, transm ssion tine).
LA.B.1.4.3, LAB1.4.4, LAD1.4.2, MAB4.4.2 DAEZ24.1,
SS.B.1.4.1, THA3.4.1, LAB.2.4.1, LAB.2.4.2, LAB.2.4.4,

LA B 1.4.1, LAB1.4.2, VAA1l 41l VAALl42 VAAI1L1A4S,
VA Al 4.4
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54.32 Create presentations using color effects. LA B 1.4.3, LA B.1.4.4,
LA D1.4.2, VA B.4.4.2, DDAE2.4.1 SS.B1.4.1 THA3.4.1,
LAB.2.4.1, LA B.2.4.2, LAB2.4.4, LAB.1.4.1, LAB1.4.2,

VA A1l41 VAAL1L42 VAA1LA43 VAALlL4L4



