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amSTRACT
' The purpose of this“pr,oject Was to establiSh','speciﬁc guidel_ines for the assessment of
' students enrolled lin an Accountiﬁg"- C‘are"er PathwaySequenced l’ro gram 1n secondaryy
isjohools. Alternatlye means_of eyaluati‘ng, 'studentsis a subject of many of the reforms
. ef_forts suggested to"create':a quality and vvaluable V.edu'ca‘tf_ion for students graduating from '
” h1gh school in the 2lst‘Century. 'Bus_iness andmdustry have‘rai'Sed its requirements lfor a
' hlghly skilled Work force;vther_ejfore, forcmg the educational s'ystem‘tore-‘eyaluate their
, ‘r‘nethod of student“learnlné‘accountability. | o
' VDeyelopmg an-‘alternatlve method to convent1onal penc1l and paper testmg of student | o
}.learmng 1is an 1ntegral .partno.f the refonn movement m Cal1forn1a as s well as othe’r.states |
“throughout the Nat1on The pl‘O_]eCt descrrbes how student portfohos would be used to
L .evaluate the competency levels of students enrolled in an Accountmg Career Pathway
A ':‘v‘Th_e project 'demonSt_rates hovs( astudent;s competency .vlevelf'yvould be assesSed as the ~
: | Student progresses‘-’ throughthe”s_equenced v_cdrev;courSCs‘and-culminatinfg with sp'ecialized“
'classes. The California ’Department of Education”Career-leChnical Avssessment'l’rogram "

” l’(C Tap) played an 1mportant part in prov1d1ng the student portfoho rubric for the

o evaluat1on of student competency levels
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Chapter I

_ ’IntroductiOn :

vThere ei(ist an apparent c‘onsensusby educators, and the general public that our
~ schools are not preparing students toco_rnpete in today's global job market. Additionally,
students are not actively participating in ouri demoCratic.system and they. seem to‘ lack the
values, both ethically and morally, that Would*enable’ the_mto_.» b‘e.better citizens. These
generally held beliefs have fueled the call for restructuring and ‘reform of the educ'atiOnal
system | | : - -

One aspect of this call for reform 1s revrewmg how students are evaluated and

- assessed on knowledge learned as the student progresses through the educatlonal system

Second To None, A Vision of the New Calrforma ngh School (Agee 1992) outlines -
~and descrlbes the reforms suggested to create a quahty and Valuable educatlon for , |
students graduating from high school in the 21st Century. Developmg a comprehensive S
‘ accountability and assessment s‘ys‘tem is described asan integral faCtor: inthe i
R restructuring of the educational system in California - The California High School Task
Force, which was respon51ble for the Second To None report views the new educational
reforms as focusing on student performance that reﬂect actual achievement of apphcat1on
of knowledge. (Agee 1992) The Task Force also sees assessment as the major strategy
in bringing about significant educatlonal reform (Agee 1992)

The project writer has over twenty-three years of teachmg experience in Business
Education and agrees with the suggested educational reforms outlined in Agee’ s (1992)
. Second To None, especially the educational strategy‘of assessmg student performances
~on actual achlevement and appllcatlon of acquired knowledge One of these alternatlve |
method of evaluatlng students is called authentlc assessment. The working deﬁn1t1on of 8

authentic assessment accordmg tovMarzano (1992) .. .”polished products that have'been,



selected by the student and represent the student s best work > ...:44) Th1s assessment

- 'would occur contmually and would reﬂect actual learmng experlences that could be '

.‘ documented through observatlons records of performance tasks Verlﬁed by the teacher A
At the present trme a majorlty of Cahfomla hlgh schools are usmg assessment

methods that are not competency or outcome based tools of evaluatlon however there o

appears to be a growmg trend toward usmg altematlve methods of evaluatlon

= :Conventlonal methods of assessmg students such as paper and pen testlng, were |

.de51gned to prov1de feedback on how much mformatlon was leamed or 1n most cases

' memorlzed by the student domg the teachlng process ThlS type of testmg d1d not
1ncorporate the apphcatlon of 1earned knowledge for a specrﬁc ]Ob related task ,. »
| In an Inst1t te on E u ’ ti ‘n and the Econom _’»(IEE) Br1ef (Inger 1993) based on 1 :

B a report by Chfford Hlll and Erlc Larsen entltled Testlng and w o

s states

. ' ﬁAdvocates of authentlc assessment see thls asv 'ln{1mportant functlon : Tu_ hey

o Qbeheve that how and what we test has a powerful mﬂuence on how and what is v_ o

_taught They beheve that conventlonal testmg is dlstortmg educat10na1 goals,

"whereas authentlc assessment can foster good educatlonal practlces (Inger 1993; o
p 1)

) .A The pro; ect wrlter holds the oplmon that students must demonstrate a level of

f .competency 1n the subJ ect matter bemg taught and must be able to apply thls acqulred
. knowledge 1n a real hfe worklng s1tuat10n However up untll recently, the educatlonal
i ) ‘structure and textbooks d1d not support a competency based or authentrc assessment

o evaluatlon of student's work

It is the pI‘O] ect wrlter ] desrre to de51gn a competency based evaluatlve tool to

i authent1cally assess student progress in Accountlng Career Pathways The authentlc -




assessment Would include StudentWork thatis based -'onx“learm'ng outcome's” which
demonstrate achjevement 'and’the student's appl'ication of learned vknowled'ge. S

‘ The assessment of the student efforts Would include the et/aluating of vauired _
knowledge based on 1ndustry establlshed competenc1es desired by the career field in
) T busmess and technology the student has chosen to pursue ‘The student would comp11e a
‘work in progress and showcase portfoho to demonstrate the student's competenc1es in - .

thelr spec1ahzat10n

Nature of the ‘P’rob‘lemff ,7

The remarkable consensus that our present educatronal system is not vtforkmg as
well as it should has led to many calls for the restructuring and reforming of American-

. educatlon. (Inger, 1993) ‘As previously stated, an mtegral part of this reform is adopting
alternatlve ways of evaluating student progress. Tradltlonally, testing has resulted from
standards deriving from within the educational system In our present system, school is
‘self—contalned and compartmentahzed Math Departments Hlstory Departments,
Busmess Departments each do their own thing; w1th0ut 1ntegrat10n of curriculum.
Unfortunately life is not departmentalized, but a mixture ,of activities. Schools should
reflect the interaction of all educational disc'iplines7 "To dissolve this dualrsm, advocates

| of authentic ‘assessment want asseSSments,' and, as a consequence, schools, to focus on the
vbroad knowledge and skills that individuals need to solve real—worldproblems.”
(Inger,1993,p. 1) |

| The project writer belie\res that students should be required to produce evidence
of their competency levels, rather than taking vtraditional_pen and paper tests to |

demonstrate acquired knowledge.. Agee (1992) describes an outcome based program asa



lcollaboratlon between teacher and student to reach recogmzed level of performance
"'When the teacher and the students have a vision’ of quahty work 1t 1s eas1er to. form a
N " partnershlp to ass1st students in producmg good work (Agee 1992 p 33) |
| | Testmg is de51gned to measure. student knowledge under 11m1ted time constramts,_;_‘» BN
however authentlc assessment offers an extended perlod of t1me in Wthh students can
: demonstrate competen01es over multlple tasks Consequently, authentlc assessment

- offers the most effectlve method of measurlng student performance ‘This pro;ect would -

- vrdentlfy outcome based competenc1es desrred for the evaluatron of student sk111 level in.

,Busmess and Technology Career Pathways spe01ﬁcally the Accountlng and Fmance

| Career Pathway.

" Significance of the Problem

Introducmg and 1mplement1ng suggested reform strategy of outcome based
' student performance w1ll prov1de a quahty educatlon to students part1c1pat1ng 1n th1s type |

v of evaluat1ve process "Advocates of authentlc assessment beheve that assessment

practlces if sufﬁmently al1gned w1th currrculum and mstructlon ‘can become a powerful -

means of achlevmg excellence in the classroom (Inger 1992 p- 2) "We must strengthen =
, the quahty of our thh schools and th1s means radICally changmg the way they do
 business." (Agee 1992 P 5)

This pro;ect w1ll present competency requ1rements for assessmg students in
_'busmess and technology career pathways w1th the Accountmg and Flnance Career o
Pathway as the model Th1s Would result ina "Work 1n Progress Portfoho wh1ch
would show evrdence of ﬁmshed and unﬁmshed work 1deas notes and logs on work in

“ progress by the s_tudent;v At the culm1nat1on of the career‘ pathway_program, a '__'Showcase



~ Portfolio" would contain;the:/;ﬁnished products of student work demonstrating student :

preparation and aCcOﬁipl_ishhaents.
Statement of the Proj ect

Thls project requlred 1dent1fy1ng, collectmg and categorlzlng competency based -
outcomes for Accountlng and Flnance Career Pathway, secondly, outhnlng performance ‘ .
Cbased outcomes for the Accountrng and Frnance Career Pathway core currlculum and B
"1dent1fy1ng these competenc1es as Career Performance Standards Busrness Technology '
Core Standards SCANS Competencres and Accountmg and F1nance Standards thrrdly, i
| 1dent1fy1ng documentatlon to be 1ncluded in a work 1n progress and showcase portfoho
The proj ect was to establlsh competency requrrements and evaluatrve tools to be used by .
' students in producmg a work in progress and showcase portfoho for students in

‘Accountrng and Flnance Career Pathway., :
Purpose of the Proj ect Res

Conventronal testmg conﬁnes students to a hmlted amount of optlons and
,dlscourages active partlclpatron in the learnmg process whereas "documentatlon "
practlces motlvate students to work at the hlghest ‘lev‘el.‘ they 1nvest greater energy and
achreve thher standards 7 (Inger 1993 P 2) | S | - |

The purpose of thrs pro_] ect is to provrde a work 1n progress and showcase ,_
portfollo that would provrde students w1th an outcome base evaluatwe procedure whrch
: ,would greatly 1mprove the quahty of the educatlonal process for both the teacher and the

student. E



~ Overview of Research Questions. -

Several factors were con51dered in order to fully address the purposed outcome of o

this project. One area of consideration, was the acqu1s1t1on of Career Performance
Standards des1red by mdustry and busmessfor the career pathway addressed- in the - .
' 'prOJect secondly, what student work should be 1ncluded 1n the portfollo whrch
demonstrated the competencres requrred have been met by the student at the end of the
: sequenced program.

The JOb competen01es were acqulred by researchlng and rev1ewrng business and
industry standards, consultmg h1gh school Busmess and Technology Frameworks
governmental reports and expert opmlons on alternatlve way’s of evaluatmg student |
performances | | “ | R | |

The prlmary goal of the pro; ect wrlter was to establlsh competenc1es and
performance outcomes in the Accountmg and Fmance Career Pathway selected by

- students enrolled in Busmess and.Technology Car.eerPathways.

Limitations

The project will limit itself to the Accounting and Finance Career Pathway. The
project is 11m1ted to high school student populat1on The geographlc area for thrs project
" was 11m1ted to Cahforma due to the use of Cahforma Business Educatlon Framework

however itis apphcable to h1gh school vocational programs throughout the Unlted States.



" Definitions

* The following deﬁriitions Will: be operative fo_f thev purpos'é of this proj ect.
Authentic Assessment- | | |
Assessment that occurs continually in fhe context of é meaningful learning
environment and reflects actual and worthwhile learning éxperiences that can be
documented through observation, anecdotal records, journals, lﬁgs, actual work
samples, conferences, portfolios, pérformancé tasks and other methods. |
Culminating Activityf |
Are enabling outcome; an aétivity that sums up and assess a significant area of
study. |
Curriculum-
The course of study in given érea; an 6utlihe of ‘c'ontent‘. ‘
Enabling Outcomé- | |
| A culminaﬁng aétivity; an‘activityv that“s‘uvms up and assesses a“signiﬁ»cant‘ ér‘ea of
‘ ‘study. |
Evaluation-

The process of judging the assessment results for one purpose or another.
Exit demonstration-
The final culminating activity that proves a student has mastered an area of the

curriculum.



-~ SCANS

| _ Information Management-
The system by iwhic.h‘ information is maintainedvregarding 'student progress in the o
| ’currlculum. |
) Outcome based program; G o
The teacher and student work as partners to reach recoénlzed levels of
performance and that curr1culum and 1nstruct1on are organ1zed to produce such
| results. | |
"S‘howcaSe portfolio-
Finished product of student work' 'demOnstrating student accomplishments.
Student Portfolio- L B | -
Evidence of the successful completlon of selected outcome act1V1tles B
Career Performance Standards ‘ | |
Descr1be the SklllS students will need to obta1n employment and advance in the1r
: ~chosen career ﬁeld | |
| Busmess Technology Core Standards- 4
Descrlbe the basrc skills and foundat1ona1 knowledge needed to pursue a career
| ‘ pathway in busrness. , |
Care:er‘f-Eath-SpecialiiatiOns-
'”"lsfrepares students for speciﬁc'careers by building upon knowledge, skills, abilities

"developed in the Business Technology'_ Core and Caree'r Path CluSters. -

Secretary’s Comm15510n on Achrevrng Necessary Sk1lls 1dent1ﬁed competenc1es

for successful job. performance,_‘.v_



Chapter II

Revrew of Related therature

Introduction

“Restructurrng isa powerful word Wthh 1mpl1es the system or orgamzatlon 1s :
not workmg and needs to be 1mproved therefore changes or a new way must be |
1mplemented in order to correct the reco gnized deﬁc1ts of the system One of these
recognized deﬁc1ts of the present educatlonal system 1s student accountabllrty The call
for an alternative way of evaluatmg students isa nat1onal mterest of educators Students e
often con81der the educat10na1 system s present method of evaluatlng thelr progress by
"_convent1onal paper and penc1l testmg, as an 1neffect1ve effort by both the teacher and

student. On the other hand a restructured” V1s1on would be to evaluate the performance :

‘.tasks so they reﬂect d1rectly upon the tra1n1ng expectancws of students on activities that

are beneﬁc1al to the student ‘This would be con31dered as authent1c assessment

How are the successes of the followmg occupatlons measured? A sc1entlst
wr1ter busmess owner--by what they produce If the educatronal system is to produce
competent 1nd1v1duals equ1pped W1th thher level thmkmg SklllS then student must be
’v g1ven an opportunrty to demonstrate thls knowledge by producmg documents pl‘O_] ects or
wr1t1ngs that clearly reﬂect the student s ab111ty “The convent1onal curr1culum asks
students only 1dent1fy the d1scourse thlngs and performances that others have produced
L ”(Neumann 1991, p. 460) ERt

- When current school reformers speclfy recommendatrons for school
j1mprovement more effect1ve ways of evaluatmg student learmng is one of the maJor
goals Second To None A V1sron of the New Cal1fom1a H1gh School, list estabhshlng a

' comprehensrve accountab1l1ty and assessment system as one of the major areas of reform .



L It stresses the need for an accountablllty 'system Wthh “., : : mphasrzes performance and -

R apphcatlon of knowledge:*:" (Agee es -1"10 .thls accountablhty ys

- -would be challengmg learnmg act1v1t1es for the st dent and it would prov1de o

‘ _documentatron for ﬁlture employers colleges'an un , s1t1es as a strong 1nd1cator of b o

".»"“_student spreparatlon [

At the end of the student s hlgh school years a graduatlon portfoho would contam_'_i S

o documentatlon on the student s Work 1n core currlculum as well as documentatlon of

S student competencres 1n career pathway sequenced program The portfoho would glve a

'»"»..comprehenswe overv1ew of the student s ab111t1es and preparatlon : ‘T‘

 Authentic Assessment

| “Teachers have long used portfohos to help students keep track of the1r work and 2 L

s : :present 1t 1n an organlzed way, as stated by Inger (1993) 1n hrs revrew of Authentlc_” SEER

e “Eco om »:.'_IEE"_Bnef Inger (1993) contmues by saymg what 1s new about th1s L . v]f,"' EERE

o ""'alternatwe method of measurmg student work 1s portfohos can replace conventlonal

paper and pencrl testmg

One could ask what does authentlc assessment offer that convent10na1 methods of : el

j"evaluatlng students does not‘7 Flrst authentlc assessment 1nvolves cogmtlve skllls that

.‘;'encourages d1501p11ned 1nqu1ry (Neumann 1991 p 460) descrlbes “Dlscrphned 1nqu1ry.-_"f:"i' Sl

: | ‘as havmg three features

OUse of a pnor knowledge base

OIn-depth understandmg rather than superﬁclal awareness

N ) OProductlon of knowledge 1n“"" in egrated (rather than fragmented form)




Students realize that the work that they are dorng 1s revelant and has’ Value to the1r
"success in school Authentlc assessment requlres students to produce work that reflects
| their efforts have value in the1r lrves in addition to demonstratlng their competencres
, The productlon of pl’Q] jects or other authentlc measurlng tools allows the students to use .

" knowledge from all «dlscrplme areas. Learnrng is not compartmentahzed but dlfﬁase_ and
| v1ntegrated Wthh are invaluable both to the 1nd1v1dual and to socwty

Portfolios would mclude ev1dence of all competency areas even in the absence of
' _phy51ca1 product or project. When student work is evaluated based on student work
~ students are allowed to. dlrect and control the mformatlon that Wlll be used to measure
‘their ab111t1es it certalnly offers a unique opportumty to the students When the

assessment methods change it certainly has an 1mpact on mstructron (Marzano 1992)
. | vPaulson,f Paulson and Meyers (1,-9391)5.reports the st_rength of the‘ use of portfolio to " .
- . ‘ . T » 2 o
' o ~Learners share i in the respon51b111ty of assessmg the1r work
: '. | Data are gathered and evaluated contlnuously over the course of the learnlng
‘ proJ.ect. | |
o Learners have an opportunity to learn about 'th"eir own learning.
e Other"stakeholderS';-dev,elop_ an ekpanded view of what‘i‘s learned.
| What are the downsides ‘to portfolio aSSIessment:‘; -
1. .Storage of selected student data -
2. Can be very co’stly in co‘mpari_s'onto penﬁ and 'pa'per standardized o
testing. ~ i i | |
3. Staff development to educate teachirs oh portifolio collection methods

and evaluation.

11



~ What does this mean' to edu'cator’s‘? They'Willyha\ve to 'restructure the course
' currrculum so it encompasses 1nteract1on between the teacher student and others
Teachers w111 have to prov1de an 1ntegrat1on of subject matter to the student on the other,‘

hand the student tries to interpret. how this 1nformat1on wﬂl empower them

COmpetenCy Based Education

‘According to What Work’ Reguires of School A Secreta_ry‘ ’S Comrnission on

Achrevmg Necessary Skllls Report for Amenca 2000, (SCANS) June, 1991, “all |
. Amerlcan high schools students must develop anew set of competencres and foundatlon “
skrlls 1f they are to enJ oy a productlve full and sat1sfy1ng hfe (p vi, 1991)

The competltlve edge that characterlzes th1s countrres most successful
compames depend upon the quahty of the hlgh perforrnance of its workers These
companies depend upon its workers to be competent and dedlcated to JOb performance
excellence. | o A | | |

~Our Nation’s thh SChoOIS must become dedicated to providing students with an
i ~educat10na1 opportumty that prepares them to be sk1lled and prepared to apply their
. knowledge in a work env1ronment The SCANS (1991) identifies ﬁve competencres that
stand as the foundatlon of job performance in add1t10n to a three part foundatlon of skills |
and personal qualities. These competencles 1ntegrated w1th ]Ob specific competencies
~ will produce students w1th solid skills and personal qua11t1es needed for solid job
performance.
Work Place Competencies: Effective workers can productively use:

. Resources-They kn0w how to :allocatev_time, money, materials, space, and

staff.

o o



3 'Interpersonal SklllS They can work on teams teach others serve customers
read negotlate and work well w1th people from culturally d1verse
- v -backgrounds | |
o Informatlon-They can acqu1re and evaluate data orgamze and mamtam ﬁles L
: 1nterpret and commumcate and use computers to process 1nformat10n |
_' o ‘ Systems-They understand soc1a1 organlzat1onal and technologrcal systems |
i they can monltor and correct performance and they can desrgn or 1mprove .
SystemS‘ |
SR o ,'Technology They can select equlpment and tools apply technology to spec1ﬁc
| tasks and marntaln and troubleshoot equlpment |
o o Foundatron Skrlls Competent workers in the hrgh-performance Workplace
:need v o R
e Basic Skrlls-readmg, wrltlng, arrthmetlc and mathematlcs speaklng, and
_ ‘11sten1ng v S - | » ‘ _
e Thmkrng Skrlls-the ab111ty to learn to reason to th1nk creatlvely, to make B
| decisions, and to solve problems :

_‘,‘ ‘Personal Qualltles 1nd1v1dual respon51b111ty, self-esteem and self-

vmanagement soc1ab111ty, and 1ntegr1ty B '

Students learn better if the materlal taught isin context with the real work' -
envrronment It has been the pro;ect wrrter S experrence over the last twenty-three years o
of teachlng, students have a drfﬁcult tlme applylng “textbook” knowledge into practrce =
unless 1t is taught in the context of the use(s) of the learnmg experrence l

“Marketmg educators as well as other vocatronal educators are under pressure to -
provide occupatlonal preparatron that addresses current and ant1c1pated retall workforce v'

needs. , (Bunn, 1993, p. 38) This pressure is comlng _from‘ the mandates under the Carl
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D Perkms Vocatronal and App ed Technology EducatloniAct of 1990.; ‘The purpose of
the new act has been shortened from n1ne stated obJ ectlves 1n the prev1ous Act to one

whlch reads

It lsﬂthe PUI‘POSG of this Act to ake the nit ’d States moreycompetltlve n .

the world economy‘by developlng* more. ﬁllly the academlc and occupatlonal sklll e o

of all segments of e p g _ul tro ’T purpose w111 pr1n01pally be achleved

. ..;';through concentratmg resources on i prov'v g educatlonal programs leadmg to



N .";‘1(1993) states 1n her artlcle ‘Use of Performance Stan {ards_ and SklllS _1n Marketm

»Educatron “As the 1nternat10nal

': .'quahﬁcatrons of the students berng alned in: the v. ious vocatro_ | p ‘ grams

larketplace is ,andlng qualrty, trmehness an\‘_

- ‘customlzatlon of produclng goods and servrces 1ncreas1ng 1mport :’_ce is berng placed on L

. "‘ifthe skrlls of 1nd1v1dual workers » (Bunn 1993 p 39) The skllls of the students must be

. : evaluated accordlng to the entry level work standards of 1ndustry they w111 be requrred tojf’_:: ] o
ﬁperform ontheJob o " L L e
B Accordmg to the SCANS (1991) work is changlng, but most schools have not
changed at the same p pace | | = 4
B | “The problem is complex and so are the answers Part of the dlfﬁculty is ':_ .
that employers and school personnel are passmg each other 11ke ShlpS 1n the mght .
3 one speaks m Morse code, the other s1gnals w1th ﬂags As a consequence of the |
: ,mrscommumcatlon secondary school students often see httle connectron between_“
e _'what they do in school and how they expect to make a hvmg ? (SCANS 1991 p:.“‘_ S :
'."»f.i,: 4 r : o | : R
‘ | ‘In conclusmn there hes Aa great challenge before the educators in Amerrca the‘ ",‘
- challenge is descrlbed as three fold in the SCANS Report B | |
e f Develop a better means of commumcatlng, a common Vocabulary to gurde the‘: b L
v‘ iconversatron between the busmess and school communltles K |
e Set clear-cut standards and then convrnce students that effort 1nvested in. i
B f:meetrng these standards today w1ll be rewarded in. the world of work |
B 1ltomorrow f__-If’ ) , | | ‘ |
| . ”"._;Assess and certlfy students workplace readlness so that students thelr
L vparents and employers w111 know where they stand | o

.'The last challenge 1s on the pI'O_] ect wr1ter w1ll address 1n the next chapter el o



Chapter ITT

~ Introduction

Restructuring the educationalsystem so there_ is more teacher and student
accountability requires a commitment -from school administrators, teachers, parents o
and students. The “new way”of doing business, also requires new ru_les. -As stated

in the SCANS Report (1991, p. 12), « "learning to do’ 'is integrated with “learni.ng to
know’ ”. (p. 12) o |

One of the inherent component of an out-come based currlculum is the
assessment of student acquisition and appllcatlon of knowledge “If teachers have to
certify that the Workplace competencles are acqulred, they will make the effort to
teach them.” (SCANS 1992 p- 15) | o

What should a good assessment system have'7 The SCANS Report 1992, page
15, states | |

e Establish clear, hlgh standards of student performance
e Encourage students to meet standards of creatmg a cumulatlve record of
courses taken, projects completed, and assessments of :student mastery of
both academic subjects and SCANS competencies and | |
K Provide a basis for holding the edncation system and body politic
accountable to meet the equ1ty goal of pr0v1d1ng all students with
sufficient sk1lls to earn a decent living. | )

Additionally, according to Robert Marzano (1992), the author of Toward a‘

Comprehensive Model of Assessment, SlX competen01es should be included in an

authentic assessment system They are
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o Knowledge of concepts, generalizations,' processes and Strategies that are

'considered critical to specific content areas. |

. Ability to utilize complex reasoning processes

. ‘Ability to gather and utilize information from a variety of sources in a variety of
modes. | | |

. Ability to communicate effectively through a variety of products.

e Ability to regulate one’s own learning and development.‘ |

e  Ability to work in a cooperatiye/collaborative manner.

These competencies seemly follow the components involved in the acquisition |
and ut111zat10n of 1nformat10n Almost all tasks require that 1nformation be gathered
before it can be added to the 1earner s base of 1nformat10n | |

Why is it 1mportant the SklllS student learn be the ones requ1red by 1ndustry‘? It is
estimated there W111 be skill requ1rements in the Workforce of the 21st Century that will
not be able to be met by the students who are expected to enter the work force ThlS
dilemma could cause serious consequences to the Umted States edge in the World’

~economy. Employers have concerns and complamts about the difficulty in hiring
‘workers with basic SklllS These concerns have been the dr1V1ng force for several
mvestrgations by the Department of Labor reports namely, the SCANS Reports
Unlike some of our major Internatlonal competitors, including Germany, the
- United States has not established occupational sta_ndards at the national and state
levels for front-line occupations, except for some licensedoCcupation's. States
cannot build worl_d-class workforces Without establishjng world-class skill
| standards. These occupational skill standards are critical in setting long-term

strategic goals for state workforce preparation programs and evalua_ting the
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| ,i effectiveness and efﬁ01ency of state 1nvestments 1n the front-hne workforce.
(Sheets, 1992,p.1) - L e
" The discussion of the need for states to step forward and address the i 1ssue of
deﬁning sklll standards for workforce preparatlon programs was addressed by the:
‘National Governor s Assoc1atron (Sheets 1992) These suggested standards should
reflect the standards of busmess and 1ndustry and thls would best be accomphshed 1f it
becomes a cooperative effort The Varlous Job tra1n1ng acts, requlres accountablhty as
major factors in rece1v1ng fundlng for job traimng programs An example of th1s is the
Job Tra1n1ng Partnership Act (JTPA) of 1982 which s1gn1f1ed a significant shift in the
focus of workforce preparatlon to an accountablllty systems that evaluated programs on
performance rather than de51gn standards (Sheet 1992) |
| Performance standards program focused more on the outcome result of the
' tra1n1ng pro gram rather than concentrating on the internal adm1n1stration or program
design. The Family Support Act of 1988 requrred a performance based outcome system
of evaluat_lon for state welfare-to-work programs funded under the Job Opportunltles and
Basic Training Program (JOBS)_at the'beginning of 1993. (Sheets, 1992) Additionally,
the 1990 Amendment to the Perkins Act was the first tirne federal education legislation
- has required state-'administered sy.stem of performance standards and measures. ‘;‘The
Perkins Amendments require states to develop and implement a state-wide system of I
standards and measures of performance for secondary and -po_st—secondaryvVocational-

technical education by September 1992_”. (Sheet, 1992, p.8)
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" Goals

 Itisthe goal of the pI‘O_] ect Wrrter to utlhze the already proposed and drafted -
Busmess Education Career Path Model Currlculum to de51gn an authentlc assessment for
‘ the Accountlng and Flnance Career Pathway Sequenced Program offered by the Colton
‘ vJomt Unified School DlStI‘lCt that would enable teachers to evaluate students as they
- pro gress through the career pathway sequenced program 1dent1fy1ng competenc1es that B
’ student must acqulre and 1dent1fy1ng these competenmes as meetlng the SCANS Report
- five competen01es that stand as the foundatron of _]Ob performance in addltlon to a three

‘part foundatlon of skills and personal quahtles and the Cahfornla Busmess Educat1on |

- Career Path and Model Currlculum Standards The mtegratlon of the SCANS

: competencres Wlth ]Ob spe01ﬁc competen01es w111 produce students w1th solid skills and -

‘ personal qua11t1es needed for sol1d _]Ob performance :

Rt



i ‘.‘ChaptérfIV i |

Proj_ect Proposal

The California Business Education l%a:lth and Model‘c'urricumm Standards

(California State Board of 'Education,' Draft,_‘l 994); has a“ftemjﬁed to_aﬁgn éurric'ulum
| changes to"thé. national and state reforms and 'restructuring efforts. There is a recognitiqn ‘
by the writers of the Businésé Education Car_eer Path and Model Curricv:ulumv Standards to
address the need for_ éducational reforms duevto'the_“c'hangésb 1n the e:‘c‘o'nomy and f;hev
demand for a mbre éompéti_tive Wv(v)rkfor'ce‘., The pr§j ect writer has built on the Businéss '
Educatioﬁ Model and Curriculufn Standards to extend to thev assessment of studeﬁt
performénce. ,'

| Thésé individuals who are ihvrolved‘ in the preparation of vstuden‘t_s to énter ih the:‘ :
workforce are concerned about the need of a performénce outcome Based curriculum that |
allows students to démonstrafe and apply their l¢arned knowledge in context to its use in
the global job market._ To»remainvcdrlnpetitive in the world marketplace, the Uniféd ‘States
must have well trained and a thhly moti\}avtéd woi;kforce;. Ttis fhe vresponsibilitvy of thosé
who are responsibie for this‘training on all levels to convey this need fo the students they
are respohsiblé fof i)reparing to enter the job market. Studgnts who comprehehd the
business and ecdnomic felationships and who aré,'ablé to adapt to change are the type of
employees née_ded for the Workforée 6f the 21 st ‘Cvcntubry'. : TI;e prbject propbsél coﬂsisted’ ’

of providing a work in progress and showcase portfolio documentation that would -
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* provide students Wit_h an Outcorne' based eyaluatiye“ profce_'dure; The project encompassed

- the following steps:

L

Student Processing for 'Accounting Ca'reer'Pathways.' See“APPENDIX A Student

v Processmg for Accounting and Finance Career Pathways
Student Apphcatlon See “Fzgure 1 ‘
. Business Education Career Pathway Core Sequence for an Acocuntlng Clerk See '

~ “Figure 2.

Memo to counsel_or of student acceptance in the Career Pathw_ay Program. See f : "
“Figure 3

Parent Information L'etter.S‘ee _“‘Figu’rie ‘4-_2”"» -

. Writing exit criteria task performances competency ex‘pectations and evidenCe‘.

needed (portfoho entrles) to Verlfy competenc1es have been acqulred for each course
in the Accountlng and Flnance Career Pathway See “APPENDIX B Core
Competencies Accountmg and Flnance Career Pathway and See” APPENDIX C
Samples of Portfoho_Veriﬁcatlons

Business Education Career'PatnCluster. See f‘F igure 5

Career Performance Standards (CPS). See “Fi ig'ure; 6

'Business Technology Core Standards. See “Fi igitre 7

AccOunting and Finance Standards. See “Figure 8
SCAN S Competencies. See ‘j‘F igure 9

Career Possibilites in Accounting and Finance Career Pathways. See “Figure 10 }
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. General Description of Accounting‘ and Finance Career Pathways. See
“Figure 11 |
. Keyboardlng/Computer L1teracy See “Fi igure 12
e Advanced Keyboard/Computer L1teracy See “Fi igure 13
e Introduction to Business. See “Figure 14
| e Beginning Accounting. See”F. igzlre 15
The bproj ect also utilize_d the efforts of the Career-TeChnical Assessment Program
| (C- Tap) The C-Tap is a Callforma Department of Education Program developed by the
Far West Laboratory for educat1onal research and development The proj ect was ,
designed to ‘cert1fy students enrolled 1n Calllformahlghschools-andreg1onal occupational
centers or programs. | | -
The C-Tap requires students_to.master the'tollowlng sta”ndards:’
° Model Cnrriculnm v‘Sltandard—c_ourse content standards
e (Career Preparation Standards-Common core competencies, '
. Academic#basic -skills,_ such as reading writing and math.
The student portfolio must contain five sections:
e Presenting the portfolio-Table of 'Content a 1etter of introduCtion.

e Career Development- An appl1cat1on for employment or for college a letter of
recommendation and resume. - :

e Work Samples- Descrlptlon of work demonstratmg mastery of important career-
~ technical skills

., e Writing sample- Sample writings that demonstrate 1nvest1gat1ve analytical, and
wr1t1ng abilities
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Supervrsed Practlcal Exper1ence Evaluatlon- Documentatlon of a student practrcal ’
workexperlence : G e

The four career path clusters in the Ca11forma Busmess Educatlon CareerPath
- have been researched o be ahgned w1th occupatlonal opportumtles prOJected by
: government and employment agencres Accordmg to the statrstlcs prov1ded by the
Un1ted States Department of Labor the employment in busmess serv1ce 1ndustr1es wrll "
-grow to 7 6 mllhon by the year 2005 (Draft 1994) Accordlng to the D1ct10nary of
| Occupat1onal Tralnlng, Accountmg professmn and it der1vat1ves occupat1ons is
con51dered to grow we11 1nto the year 2005 Accountmg is 1mportance to all businesses, |
since all of busmesses must malntaln accurate ﬁnancral records in order to make sound
management de01s1ons Students Who contmue the1r educatlon in the Accountlng and
finance field w1ll ﬁnd opportunltles for employment The C -Tap Rubrlc would be used
to evaluate student work. |
- Career Paths_.as defined by the Business Education Career Path and Model

Curriculum Standards is being “carefully articulated instructional OF course sequences
which lead students into and through career path clusters and specializations.” (Draft;
1994, p. 10)‘

The local school district can use the Business EducatiOn Career Path and Model
Curriculum Standards as simply a foundation for developing a 'Business Education Career
Pathvvay Program that would best meet the need’s'of the s,tudents served by the school |
district.

The project writer took thesefoundation standards and built a needed authentic J

assessment tool that would evaluate students as they 'progres'sed through their chosen |

gt


http:1994,p.l0

f caree_r“ pathway. The 'asses'sment ofstudentsbegmm core jcourses that gaVe ithestudents,
- basic skills n‘ecessary to“be successful 1nthe1r respectrvecareer 'pa'thways and continued '
| through specrallzatron classes As prev1ously stated performance outcome based
currrculum has as it evaluatrve process of student learnlng in context and applrcatron of

, learned knowledge served as an excellent preparatlon for student transrtronmg from o

B secondary to post-secondary educatron or maklng the transrtron from school to work

The pI‘Q] ject is ahgned w1th the Cal1forn1a Bus1ness Educatlon Path and Model

: Currrculum Standards where provrded but goes a step further by 1dent1fy1ng

: »competen01es as be1ng SCANS suggested competenc1es and 1f applrcable mdustry
. &_'standards or preferably called Core Performance Standards
- As a busmess educatlon te.acher for oyer twenty-three years the project writer
.‘ bu11t the proj ect around a career pathway program desrgned by the wr1ter and other
' ;busmess educatlon teachers in the Colton J 01nt Unrﬁed School D1str1ct In the Colton
= l‘J oint Unrﬁed School Drstrlct career path programs are orgamzed 1nto. program
:fsequences When they are taken in sequent1al order these courses vprepare students to
make a Successful transition from h1ghvs,chool drrectly 1nto entryf;level employment in a .
‘:‘chosen career ﬁeld:-‘-and/ o_r'into'more technlcal tramlng and educat‘_-_i.on at' the communit-y.
o c,oll'e_ge or unrversrty leyels.,'.ﬁ Theprogramsequences described‘ lin',t_heBusiness Education -
CareerPathi Prograrn are_ orgamzedaccordmg to ge‘neral .oc‘cupati'onalz categories. Bach
- seqUenced:course mcludes generalernployabrhty skllls thatare approprlate to many

B occupations a:SSSWellias job‘-spet;iﬁc tralnmg for a,p,articular"career field. -



Courses in each respective career pathway progresses from the 1ntroductory level
(roughly corncrdmg with 9th or 10th grade) through 1ntermed1ate Capstone or advanced‘
level courses are avallable through the Regional ,Occupatlonal Programs (ROP).’ vAsthe
ROP is regional by design, all courses are not available at all hjgh school sites. Students ,
elect to enroll in a yariety of sequences organized around the subj ect areas. (See : |
, Appendix A)
The Career Pathway Program was de51gned to 1nclude college bound students

: students entering »commMity college, trade or technical school and going directly from
- school to work. The program is also readily available to- special population students as E
well as students with limited English speaking abilities. The Business Education Career
Pathway Program included three Career Pathways: Accounting and Finance, Business

. Administration--Ofﬁce Information Systems and Marketing Education. The project only
- addressed the Accounting and Finance Career Pathvyay Cluster.-

_ '.I‘t is the desire of the Colton High Business | Education.Career Pathway i’rogram
to enroli students beginning at the mnth grade ley'el, in order to make sure that students
are able to take_ all of the core classes retluired to receive"a certificate at the end of the
. four year sequenced program. ‘The sequ_ences recluire every student to take a common-b
core of four courses in business teéhnologin includingKeyboarding/ Computer Literacy,

-~ Advanced Keyboardmg/ Computer L1teracy, Introductlon to Busmess and
Recordkeeplng, during the ﬁrst two to three years (grades 9 11) of the program Students

are encouraged to think of their program as the beglnning a contmuum that will take them



into post—secondaryprograms at the commumty college (technical) level or the
baccalaureate (profess1onal level). | |

Dunng the four-year high school se(iuence students wﬂl successfully complete
~ the Colton Joint Unjﬁed-School District -graduation requirements which also encompass R

Y €

“the University of Callforma “a-f” entrance requ1rements | Students completmg the
career pathway"sequenced' program will b__eab_le’:. -‘
e l Findimmediat'e employment‘ L
~e Enter the one or twoahear certiﬁcate or asSOCiate deg;ree prograrns at the communlty
college
. Apply for admission to theUmversny ot (v.lalifor‘n‘ia‘or other fourfyear institutlons.
Students enrollin{g‘vin the programmust completea program application form.

' Ohce a student enrolls, COunselors=s and parents Wlllbe notlﬁed of the stud'e‘nt”s decision to |
be apart»of the Career 'Pathway v‘Program. vP,arents'wil_l bevc‘ontacted personally by t_he o
~ department chiaif to review the program "requi'-ren"r_ents and to solicit the support from the
parent to help monitor the student’s progress.

- Students are counseled hy the departrnent chair.or the rm'onitorin'g t'eachcr for |
guidance at the time of registration for '¢1as§es'. The sucCess of 'the programdepends on
the cooperation of the student parent, teachers counselor's and adminis’trators.a

‘The project gives a descr1pt1on of the career pathway, based on 1nformat1on

gleamed from the Occupatlonal Outlook Handbook The Encyclopedla of Careers and
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Vocati‘onal. GuidanCe and The Cali_fomia‘Business Education Career Path and Model -
Curriculum Standards (Draft, 1994).

.The competencies in the core classes will include:

1. Exit Criteria-Stated'competencies

2. Performance Tasks;Action .‘student must complete to accornplish the stated - :

competency |
3. Competency Expectation-Degree of competency
4. Portfolio Assessment—What 1t anything must be mcluded in the student

portfolio as ev1dence the competency requirement(s) have been met

- The Exit Criteria are marked to 1ndrcate Bus1ness Technology Core Standards : |
(BTC) as 1dent1ﬁed by the Callfornla Busmess Educatlon Career Path and Model
Curriculum Standards (Draft, 1994), as Scans recommended standards (SCANS),
Accounting and Finance ‘Standards Y(A'FS) and in some instances, .industry standards :
(Career Performance Standards (CPS) See “APPENDIX B: Core Competenc1es

Accounting and Finance Career Pathway

- Summary

The restructuring and reforms»called for in education has as one of its major areas
of concerns--student -learning accountability. This accountability requires assessing -
knowledge learned by students as they progress through the educational system. Second

To None, A Vision of the New Cahfornla ngh School outhnes the reforms suggested to
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‘creai‘:e- a quélity and valuable education for studehts gradﬁating‘frém high ksc‘hool ih the
- 21st Century. Second“ To None ’Sﬁess'vt’heb ne"Veducatlonalreforms as fdéﬁsing onstudent
ﬁerfdrmanbe that reflect éctual achievvervrjieﬁt'_b}f a‘ﬁ‘pil'iCat‘ion.,lof knowl,edgé._“ The wr1ters of
Secbﬁd To vNoﬁe also see asséssment 'ei's_-_vfhé hlaj orstrategym bringihé“.aboﬁt 51gn1ﬁcant ; i
eduﬁationaljrefom.ls. v | R | .
: .‘A‘gses‘sme-nt‘ of eﬁfolléd in BuSineSs-'and Téch'no‘logy‘ Career Pé&ways reqliiféd o
defer@hing the _cémﬁeteﬁpy requiréments desiregl, bybusmess and industry, determining
~the sk_ﬂl Ievel requirerﬁghts and hqw _fhese écquircd céﬁ}petcnciés will be dbcumehted.v-vA ‘
g"o,od ‘asse’ssment tool hélps td ?nsure tha't" étlidents : aré réad‘y‘to 'tr;alnsition from high |

school to community college or té‘chm'cal 'co'llege, work, fo'ﬁr year university or cOllége. g
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Chapter \'2
' Introductio‘n R

| Job opportunities, ‘fOr’-stUdents will-be growing as the,‘ United States’ 'i'nvolvement'-» o :

: in the global market expands W1ll the students who are. destmed to become -apart of the

- Work force in the 2lst Century he prepared to survtve ‘1n a demandlng economrc
| 'envrronment’7 Educat1on—-a good educatlon--wrll be one of the factors that w1ll contrlbute
to these f.utu‘re‘ Workers" s'uc‘c'ess'nin_"_tll”.e,globaljmarketplacel_ f
. . The mere thoughtof proving thetrammgthese future woﬂrkers w111 need, Offersa |
' astronomfcal challengetof 'our'educational system‘,' In »order to’ meet these_challenges ina | ) ‘,
‘sOCiety that is hest‘ w1th acycle of proverty, cr1me racial tension and- unem-ployment’the .
educatlonal system ’needs to r1se to the challenge of makmg changes that wlll prepare
o students for the future work force . | e
- »_‘Smjall 1mprovements are .no longer ac:e'eptahle_‘.: To meet the challengeofthe2 lst g
| Century,Cahforma educatron needs to operate at 2 new plateau of student -
perforlnance; teacher' product1v1ty and .cost-‘effﬁectivzeness.’ v_'(Restructuring ’
L Callfornja Educatron,a deSign for public educationvin.the twe‘nty-ﬁrst Centurjr-,: - a
e Recommendatlons to the Cahfornra l3us1ness Roundtable 1988, Berman Weller
. “Assomates pg 1) | | |
- . | The “new way of domg busmess in the educatronal env1ronment would make

s performance the drivi.ng .:forceistudents,rteache{rs‘ and admmistrators.; ;Americans_‘mu_st' -



' realize our society .is‘ b»ased‘on erk. (Camgé'\:fall‘e,vl’99l);‘ How ‘\this:wdr:k’vis' compléfe& is L
depending upon the foundation preparati‘onv gi\fgn vto the future work fOrce-’-thé StlfidentS‘ of
| today. |

‘The eduéational system is “charged” té proVide students §vith the academic as
weH as the vocational skills necessary to be sﬁccessful-—nof sepaféte rb’l.lt equally fdéﬁsed
on the combination of . academic and vocational trainiﬁg is taught in context with its
future application in the workplace. The new economy is going to require more
preparation for work--this preparation needs to start on the high school level, with

vocational awareness being taught in the elementary schools.

Recommendations

The educational system should strive to provide:

Foundational Skills

o‘ Students should have strong reeiding, writing and mathematical skills. Carnevale
(1991) says workers need three levels or reading skills for job success: basic literacy, |
reading to do, which includes being able to locafe prinfed information for immediate
use;‘and reading to learn and réading td do, which includes using basic skills to do job
speciﬁc skills in order to do problem solving;

e Application: Students should be givén opportunity to re;id and then perform given
tasks. Students Would in turn be evaluated on the ‘ﬁnished product. Students would

“also be given an opportunity to evaluate their success after the project was completed.
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' Writing Skills-As the ‘compl'exit}"{- of iuferuiatiopv.érOWS,.strong’w_r‘iting skills are

re'quired of workers. L | |

Application: Students should be given many 'Qpperturiitiesto Write in ‘allx clas’sesj. :

- English assignments should reﬂect thej tjrpe of :‘Writing required in the student'c‘are‘er :

pathway choice. . o

Mathematical skills-These skills should be taught in eprrtext with applicatiehzirr a .

specific career pathway. (Carne\:'ale,“ 1991) says an effective currlculumshould l

emphasize the_sue of imathematicval opera:t'i»ensto selve workjrelated proplems :

~ Application: Student‘s stlould be grvencontextual preplehls eneountered ina spec‘iﬁ"c'

jeb or possible job S'ituatious RRs | |

' ‘Work place competenmes are enumerated by the Scans Report (1991) should be
'1ntegrated into all currlculum areas Departmentallzatlon must stop as we know it and
an integration of all eurriCuiums must' :begin. “Competency standards and assessment
should be lsased on performance standards andreﬂec_t current and ﬁaturejob rle'eds‘,.” E By

(Camevelle, 1991, pe. 1’71) o | '
Application: A sequenced course ef study whrch prepares students to enter the _]Ob
market as well as prepare them for post-secendary educatlonal opportun1t1es
Students leavirrg high school are prepared te make job chorces and have sufﬁcierlt
preparation to centinue td commumty eellege, techmcal school or a four year college

or university.



e Accountability and asséssmant' 'snonld be an integral part of the “new” education
system. Performance and produativity havé bdcdme essential ineasurement of
knowledge and skills required foi a_dequate-perfdrma’nce and producﬁvity has
increased signiﬁcantly, leadi_ng tb the need formorev formal education and training as
well as for effective and efﬁcient methdds of planning and evaluating instructions.
(Pucel, David J. Dr., Performance Based Instruction De’sign., pg. viii.)

Application: Alternative way_s .,‘of‘ assessing atudentSf conipé‘ien(iies should be utilized.
Evidence of stud;nt conipétenaiés levels ‘dthetr-\ tlia_n COnifentidnal':papér and nencil o
testing 'shonld bé utilized. "»-Fo’r eXamnle, evidence of stndent comnétencies ‘,shouvld be
placed in’the student’s vportfolio'. Fot example, a completed adcounting project which
illustrates the student can complete the accounting cycle for a service business.
documentation of student performance level should also be included in the student
portfolio. For example, if students are required to type tWenfy-‘ﬁVe words per minute,
documentation should be placed in the‘student’s folder aﬁer_ it has been signed by the -

teacher.
Conclusion

In order for education to be considered as having value it must be functional to the
individual and to the so'ciety to which the individual is a member. Educational reforms
are presently underway all over this éountry, because our present educational system has

not adapted the changing needs of society.
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~ Oneof the majorareas ofreform s how 10 assess th knowledge of students as
B | they progress throughthe educatlonal system Authentlc assessmentls one alternatlve
e i The assessment ofthestadent ffors would nchde he evaluating of
acqulredknowledge based on career performance standards de51red by the career ﬁeld 1n |
busmess and technologythestudent haschosen topursue Thestudentwould compllea PR
okl o il e e s ot

~ their specialization.




APPENDIX A: Student Processing for Accounting and Finance Career Pathways
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- Figﬁ‘lgé'l': Student Application Form

 Address

g <> Accountlng and Fmance .{ o

0 Busmess Admmlstratlon-Ofﬁce Informatlon SYStems N

Vo {.',‘InterV1ewer

BUSINESS EDUCATION CAREER PATHWAY SEQUENCED- PROGRAM L
T T T | STUDENT APPLICATIO' o T

B 'Parent/Guardlan

o i Personal long-tel‘m goals

* Long term educational goals: (after high school)

- Extra-curricular activities:

~ -?'What Busmess Technology Career Pathwa - WOllld you hke»_ pu

i 9 Marketmg Educatlon S

o ':.‘Student Slgnature




Tigure 2. Business Education Career Pathway Core SetIuenCe_ for Accounting Clerk
ACCOUNTING CLERK

Descrlptlon An Accountmg Clerk keeps ﬁnanclal records of a busmess mcludmg payroll accounts v
" receivable, and accounts payable Th1s sequence prepares students for careers in accountmg and financial
- services. » ’

. Grade 9 . ' '
T hese are suggested order of sequencmg classes. (May vary ﬁom school to school)

English 1 English
 Math | - 'Math
Natural Science = °| -~ Natural Science
Keyboarding/CL* \ - Keyboarding/CL* - .

Grade 10

- English . - English
, Math o ‘Math
‘Natural Science =~ | = © Natural‘Scie'n'ce“
-~ World History | World History
- Intro. To Business* = Intro ‘To Business*
Drivers Ed. o Reco_rdkeepmg
Grade 11

English . . English
~U. S..History ‘1~ . U.S.History
“P.E. T P.E.
Foreign Languages .+ Fine Arts (1 Yr.)
Accounting* 7 Accounting*

" Grade 12

English : ‘English
Principles of Democracy Prmclples of Democracy

Advanced Accounting** - ‘Advanced Accounting**

*Requzred courses for certification. o :
**Suggested Buszness Electzves ROP Bankmg and ROP Computerzzed Buszness Appl ications



Figure 3. Memo to counselor

TO: ~  Counselor

FROM: Department Chair /Advisor

SUBJECT: Business Career Path Enrollee

DATE:

Attached is an application for student admittance to the Business Career Path Sequenced
Program. Please review the student’s application and suggested sequenced courses to
ensure the student will meet all graduation requirements, in addition to meeting college
entrance requirements.

As soon as the student’s program has been discussed with the student, please send a copy
of the course sequence outline to the Business Department to be included in the student’s

records.

Thank you.
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- Figure 4. Parent Information Letter

" Dear: (Parent’s‘Name)

Your (name of son or daughter) has submitted an application to the Busine_ss And
Technology Career Pathway Sequenced Program at (name of hlgh school).

The Busmess and Technology Career Pathway Sequenced Program prov1des
students with an opportunity to help relate academic instruction to the real world, and
prepare them to meet their post-secondary educatlonal and career goals. ’

The program offers students an opportumty to receive a certificate in one of three
Career Pathways: --Accounting and Finance, Business Admmlstratlon--Ofﬁce '
Informatron Systems and Marketlng Educatlon ‘

The sequenced program descrlbed in the enclosed brochure ‘will enable your
student to prepare to make the transition from high s school to community college or
technical school, find immediate employment or apply for admission to the Unrversrty of
California or other four-year institutions. During the four year sequenced pro gram, :

(student name) will complete the (name of high school drstrlct) graduation requirement,
| Wthh also encompass the Un1ver51ty of California’s “A- F” entrance requlrements

o (Student s name) de0151on to pursue a certificate in the Busmess and Technology -
o 'Career Pathway - Sequenced Program is an important one and it is the desire of the
- Business Education Department, counselors and adm1mstrators to keep you informed of

' ‘ryour student S progress 1n the : program

Please review the enclosed brochure for additional details about the program. If
'_ youhave any questions about your student’s decrslon please contact the Counselmg
' Department at (phone extensmn) : : :

Thank you.

Sincerely yours, o
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APPENDIX B: Core Competencies Accounting and Finance Career Pathway
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‘Figure 5. Career Path Clus_ters‘ .

" BUSINESS EDUCATION |

‘Grades 11-12

CAREER PATH SPECTALIZATION

coo . Grades12-14
COMPUTER .

SCIENCE | BUSINESS |A o

AND | MANAGEMENT MARKETING
INFORMATION o .

~ SYSTEMS

CAREER PATH CLUSTERS

~ Business Technology Core
. Introduction to Business
- Grades 9-10

Middle School
Exploration In Business
 Grades 6-8

' Elenientafy School
Awareness of Business
~ GradesK-5 =
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Figme 6. Career Perfermanee_Standafds

| CPS.I—C“ommunicaﬁon Skillysi-Stdden’tﬁ Wlllunderstandprmc1plesof effective
'comfnunicatio'n. They'nvill cdmrnuxneate‘befh orally and in-lwfi'ting. They
will listen atten'dvely and follow: instrdetiens, requestmg elariﬁcation ‘ork “ |
additional information as ne’ed'edi |
: CPS.:2—Enqployment‘LitefaeyTStudenfpS-ﬁiII' understand eareen paths and strategieé for |
obtaining vempleynaentf"Witnin’their'fches'en-"ﬁeylds. ' .Tney: w111 ':as.sume
responsibility ‘ffenprvefess'iOnal‘ grod}th., They will undenstand and promote the -
‘role of their ﬁeld .V\;ithivn‘.a preduetiye S(‘)‘c'iety,i ineldding -t‘hevpu_rpo‘ses' of |
profeésional 'erganization§: s -
Z CPS.3—InterperSonal Skills-Sjtndentse willv“under"stand key concepts in group dynamies",
conflict resolufion, and negotiation. Tney WﬂleOI"k e‘boperativelky, share
‘responsibilities, accept‘:s‘upervision,b and assurne leadershi:p‘ folee; They will
demonstrafe ’cooper‘a‘tia/efwerl‘{ing ‘reiatilenships acrdss ‘gen‘der and cultural
~groups. | - |
CPS.4-Occupational Safety-S,t‘ndent‘s‘ W111 under‘stand 0ceupati0nal safety issues i‘neluding
the avoidance of pnysieal hazards in the Wofk_'enviroﬁnent. They Wiﬁll“ 0p‘erat‘e
e.quipmenf safely eeas notto endanger tnemselyee or ethers. They will

~ demonstrate proper handling of hazafdous materials.
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CPS.S;Personal Skills-Stude-nts will understand hovy personal”’skill development aff:eCts :
’ therr employablhty They will exh1b1t pos1t1ve att1tudes self—conﬁdence
“ honesty, perseverance self d1sc1pl1ne and personal hygiene They will
manage t1me and balance pr1or1t1e_s as well as demonstrate a capa_c1tyfor
lifelong learning | |
CPS6 Technology Literacy Students w1ll understand(and adapt to changrng technology .
by 1dent1fy1ng, learmng, and applymg new skllls to 1mprove job performance
They will effectlvely employ technologles revelant to the1r ﬁelds B
CPS7 Thinking and Problem—Solvmg SklllS student erl w1ll exh1b1t cr1t1cal and creat1ve
thmkmg skills, logical reasoning, and problem‘solvrng;‘ They will ill apply - .
numerical estimation, measurement, and calculation, as appropriate. They
will recognize problem situations'; identify, locate, ‘and“ organize needed
information or data; and propose, evaluate, and select from alternative

solutions.
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 Figure 7. Busviness}Téchno:Iogy Core Standards

FBTCIBusmess Commumcatlons-Students w1ll understand commumcatlons as apphed to '

busmess 31tuat10ns They Wlll demonstrate competency by selectmg and us1n g -. AT

L approprlate forms of busmess commumcatlon Whlle workmg 1nd1v1dua11y and i

- BTC2-BusmessEnv1ronment—Studentswrll understandthedevelopment and structure of : g

> | busmessenv1ronmentsT heywﬂl demonstratecompetency by identifyir_yllg.."u T
“ economi‘c env1ronmenta1 and :legale.‘aCtors' that impaCt organizations'"and'by 2
' recognrzmg 1ssuee that challenge those in leaderslnp.roles :

. BTC3 Career Preparatlon and J ob Acqurs1tlon-Students wrll nnderstand career '. -

| e b. 1 preparatron and JOb acqmsrtlon skrl.ls‘ re_qun*ed for employment,. profes'sionai | B

L ‘growth and employment transrtlons in the ﬁeld of ousmess They yv111 |

demonstrate competency by matchlng ekllls and aptltudes to busmess

occnpat_lons,‘_-explormg ‘b:uelnesscareer,optlons‘, and applylng _]_Ob _acqulsltionsv “

“ BTC4-Economlcs of Busmess—Students w1ll understandlnternatlonal and domestlc

’ : busmess andeconomlc v1ewp01nts froma global perspectlve ‘v Theyw1ll “

- "demonetrate competency by _deccriloing | »economic and busmess J,practices‘ )

" among diverse societies. -
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BTCS F1nanc1al Concepts Students w1ll understand how to apply a variety of ﬁnan01al .
concepts 1n domestlc and 1nternat10nal busmess srtuatlons They w111

demonstrate competency by usmg approprrate technology and accessmg : o

‘ resources to solve computatlonal problems A
,BT-C6-1Functions. of ‘Busine_sseStudents‘ Wlll underst'and funct1ons andpractlces .of "
| business. They Wlll den’ionstrate competency by1dent1fy1ngand d’eseribing’ :
activities andpractices_ of business ’ope‘rati.ons. > | |
BTC7—H®an Resource' I‘)vevelopment-Students will ‘_iunderstand the fact’()r es‘sen'tialto -the'
- development .of human'resource's that contribute to ‘a‘productive work force m 1
a culturally diverse, global envir_onment..".They w111 demonstrate competency
| "by'describingl the ways in whiCh human reSource development affects the ”
productiv1ty of an orgamzatlon | |
BTC8- Leadershrp Development-Students W111 understand the personal qualltles that are
- , the basis for developinglleadership skills. -They' will demonstrate competency
by identifying‘ and using leadership' skills 1n a variety of individual and group‘
work situations. L | |
BTC9-Technology-Students will underStand :technolog‘y‘used in business. They will
demonstrate competenCy by uti-liZing technology to access, manipulate, and SR

- produce information. -
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Figure 8. Accounting and Finance ‘St‘an s

. Studeﬁts will uﬁderstand: basié éccounting pri_ncipl_es and proc.\:édﬁr’esv_ éffectiﬁg bu‘sincsses; |
They .vwill.demohstrate »cor‘npétency by‘ i)rep_aring and mamtammg aécquntiﬁg chérds. |
Instructional co_n,ter»it léading to maéfei'y .,of ‘th.e stahglérd "should"'jinclﬁde but is ndt limi£ed.
o o .
_ AFSl-Aécounting Cycle;apply the apcounting cycle fof'both é service business énd a
. mer(‘:h.aﬁdising businéss through cl}osingf the boOks‘ fof a sole pfoprietorship, a
paﬁneréhib; anci a corporaﬁon. - .
AFS24Accounting Principies;descfibe and apply aqcounting ﬁﬁnciples and conCépts.
>AF‘S3—Césyh Manageméﬁt-vprepare bénk?ééonciliatioh’s; '(élvs;[abllish and maintain petty cash
~and chénge aécounfs, identify cash éoﬁtfol teéhniqﬁés, and describe cash flow -
concepts. | B |
AFS4;Comput¢r Accounting/ Spreadshe'et-use a computei to maintain accountihg fegﬁd_fds
AFSS—Péyroll-describe‘ and apply basic payroll theory éﬁdpr’pcedures ir’icluding‘wit‘hhold -
“and tax réporting. " |
| AFS6-Réceivable and Péyéble-create and m‘aintain‘ subsidiary igdgeré for accounts

receivable and payéble.» i
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s F 1gure 9. SCAN S }‘.‘Cor‘npetenciv‘e:s

: Il;Sl-Resources-They know how to locate time, mone materlals space and staff S

" , :-’ff‘S2 Interpersonal Skllls They can Work on teams teach 'thers serve customers, read

R negotlate and Work well w1t ;people from culturally dlverse background £

83-Information- They can acquire and evaluat dat,organize and maintain s, iterpret

- and commuricate, and use computers to process information.

- ‘S4-"Systems-Théy =understand‘ s00ial‘ 'organiZatlonal and ",téchnologlcal' systems' ' they"can ‘
momtor and correct vperformance and they :can des1gn or 1mprove systems
“ _ "SS Technology They can select equlpment and tolls apply technology to spec1f1c tasks S

and mamtam and troubleshoot equlpment |

j:‘S6¥Fonndatron Sk1lls=COmpetent workers 1n‘ the hrgh-performance workplace neéd:f- T
| ;‘S6 1 Ba51c Skllls readmg, wrltlng, arlthmetlc and mathematlcs speakmg, and llstenlng

S6 2 Th1nk1ng Skllls-the ab111ty to learn to reason to th1nk creatlvely, to make dec1s1ons .

. and to solve problem_

K S6. 3-Personal Qua11t1es-1nd1V1dual respons1b111ty, self—esteem and self-management

o s001ab111ty and 1ntegr1ty




Figur,e 10. Career Possibiliti‘es‘in Aé‘cOunﬁr-ig :ar‘id.Fvinéri‘Ce C’areer Pat'hwlays»v '




Figure 11. General Description of Accounting and Finance Career Pathways

ACCOUNTING AND FINANCE

Description: Indzvzduals recetvmg trazmng in thzs career cluster will ﬁnd job

opportunities growing faster than the average for all occupations through the year 2005 !

This career cluster requires knbwledge of basic accounting concepts and ‘connzputer
literacy. Students should have above average contputattonal skills, along Witl?_t_ﬂcritical‘ L
and decision vmaking skills. Students who vinténd fo pursue a"busines_s vOcatiqn,‘ should

harze a background in Accounting.

Requrrements :
1. Work well on your on and w1th others

High ethical standards
Pleasing personality
: Abllrty to think logrcally
Good computatronal skrlls _ ‘
Good oral and Wrrtten commumcatron skllls ;: 3

Neat, accurate and orderly work hablts

® NN R D

Sound judgment

Employment outlook :
~ Employment opportunrtres are expected to grow because of the need for all
. busmesses to have financial records ‘ : :



Figure 12. Core COmpetencics--Beginniﬁg KéYboarding/ Computer Literacy

“Competency

| b. Educational

preparation

| needed for their

career choice.

c. The impact of

computers and
uses of computers
in their chosen
career field. =~

career
opportunities and
career pathways

- Performance Portfolio
Exit Criteria  Task Expectation “Assessment
‘1. Students will | Students will " | One hundred
be able to identify | arrange the steps | percent
the five stepsin | in correct ‘ : ’
the computer | sequence and
information write a brief
processing cycle | description of
S4, CPS1, CPS6 | what takes place
’ . | ineachstep -
2. Students will | Students will list | One hundred
| be able to describe | ten examples of | percent on ten out
the uses of the use of of twenty possible |
| computers in computers and | examples, . . |
| society their impact on |
S7 , ' society. _ - I i
3. Students will = | Students will. | 1. Use Reference | Keyed reportisto |
be able to describe | completea - | materialsinthe = | beincludedin
the use of | tesearch paper, | library. | student’s portfolio |
computers in their | describing: 2. Write to demonstrate
profession or a. Why they are | effectively writing skills,
' vocational area of | interested in the = | (Expository formatting of an -

interest. profession/vocatio | writing) | unbound
CPS1, CPS2, 83, | nal area they have | 3. Thinkand =~ | manuscript. -
BTC3,BTC9 | chosento ‘problem solve B
. research. 4. Understand
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’ Perfoi?mancej h

© Competency

~Portfolio

_ Exit Criteria Task Expectation | = Assessment
| 4. Students will- | Students will -~ | When students are '
be able to- define computer | givenalist of = -
understand tenmnology asit | terms to define,
‘computer | is presented by the they will be
| terminology ’ 'teacher | expected to pass
CPS6, S4, So, | with 85%
»BTC9. | accuracy.
5. Students Wlll ’ Student w1ll ~ | Will complete
be able to prepare format a dlsk | with 100 percent '
| adisk to receive * | using the accuracy-
| 1nformat10n ' operatlng system ' B
‘CPS6 S4, BTC9 taught in the -
| course .
s Students will Students w111 save | Will complete
- 'learn to save and and retrieve - f’with 1‘00%_'
‘retrleve data documents froma | proficiency
| CPS6, S4, S5, | hard drive or B
BTC9 ' student data"disk
7. Students will | Students W111 learn 'Students will key | Timed writings

| type using the | to key 1ntroduced -given assignments | verificationon -
| “touch” system | alpha and numeric using the “tough - | three minute
g ' 'keys by touch. 1 type” method ata | timed writings
| minimum of 25 = | will be entered
‘ NWAM into the student’s
portfolio, with - |
teacher’s signature | -
for verification.
See “Figure 16
and
Figure 17
8. Students will | Students will = | Students will be -
| have language - correct sentence - | type sentences
| usage skillsto | errors having - - | containing
’ | number, | number,

 |include
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. Perfbrrﬁance} N

: Ccinpetchcy o

" Portfolic

‘| 2. Business Letter
‘3. Memorandums’

|4, Unbound

Manuscripts

*| Mailable copy: :

‘Exit Criteria | Task . Expectation Assessment
punctuation rules, | punctuation and | punctuation and IR
capitalization and capltallzatlon v capltallzatlon
number - 'errors ‘ jerrors Wlth 95% N

| expressions | : : accuracy "
|cpsi,s6,BTCL | |
9. Students will - | Students will The folloWing | A sampling of
learn to format | format business documents will be | each of the
| business documents from - | formatted- | document should
| documents' ‘fough draft copy | according to be included in the
‘CPS6, 84, S5, usir_ig the | acceptable “student’s portfolio
BTC9 | formatting | formatting ‘with signature or
procedures taught | practice, with ' verification form
them in class. *| proper 1 margms -+ | to indicate that the
- | setting. - | students
1 1: Personal Bus | completed the
‘| Letter - ~ | document without

the aide of notes
| of other help

aides. See “Figure
18

10. Students will

research and

 format an original
research paper on

the topic of the

Use of Computers

in career of their
interest.

| CPS6, S3, S4, S5, |

S6, S7, BTC3

Students will key
| aresearch paper

of at least three

pages in length 1n ‘

an unbound
manuscript

format, to include

at least two
references

Document must

be error free and

| properly

formatted
according to

i unboUnd

manuscript
formatting

procedures. The . |

research paper

| must reflect

critical thinking
skills as well as

| the students . -
| expository wrltlng

This'is a

| suggested entry in
the student’s

portfolio.

ab111t1es -
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‘Performance - Competency Portfolio
Exit Criteria Task » Expectation Assessment
11. Atthe - | Students will key * | Students must - Students may
conclusion of the | an end of semester | format these choose a sample

semester, students

‘will demonstrate

the knowledge of -

business
document
formatting
CPS6, S7, S3,
BTC1, BTC9

project from - -

unformatted copy

| letters, business
| letters, simplified

rough draft or

to include
personal business

memorandum and
unbound
manuscripts.

" | documents with ©
| only the use of

their notes or -

| sample letters they

have produced

during the course

of the semester. "
These documents
must be mailable:

document from - |
each type of -

| business

document to be -

included in their
portfolio folder.

12. Student will
demonstrate
proficiency in the
use of the
software used in
the course.
CPS6, S4, S5,
BTC9

| Student can open

‘| Block text

-] Center Text
‘Uncenter text
1 Print

software program
and perform the
following tasks: -
Create a new
document.
Retrieve an
already saved
document

Change all
boundary margins,
spacing and
indentations -

Underline

Students will

complete all
performance task
under the
observation of the
teacher with
appropriate -
evaluation sheet

‘completed for

verification.

13. Student will

| be able to identify
proofreading
symbols

Make corrections
on rough draft
copy as the
document is
formatted -

‘Given a list of

proofreader’s
symbols, identify

| with 90%
| accuracy.

1 S6, BTC1
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| Figure 13. Core‘Cotnpetencies—Advanced Computer Litéracy

Portfbli(i o

| d. Modified Block,

| paragraphs

| Memorandum
4. Tables

c. Block Style
indented

e. Modified Block,
blocked paragraphs
2. Unbound o
Manuscripts
3. Simplified -

| on teachings in the

course and judged
mailable based on

| correct placement

on the page.

(Vertically and
| horizontal
placement for

tables) -

| Performance ‘Competency = |

Exit Criteria  Tasks Expectations Assessment
1. Student will be | Students will key | Student will use Student will
able to identify and | the following rough draft copy or | choose
“apply correct . | business | unformatted and | documents to
formatting for | documents:  will determine | represent ,
business 1. Personal and 1. The margins. - | advanced .
correspondence | Business Letter based on letter | document
documents and a. Open | length | preparation .
manuscripts - | Punctuation 2. Produce capabilities.
CPS7,S85,S3, b. Mixed mailable Should include =
BTC9 punctuation - documents based samplings-of

| Personal Business
Letters (Typedin | -

Block, Modified
block with .~

| indented

paragraphs)
Business Letters

‘ (All letter styles. :

A long o
manuscript to

| include: side
| headings, -

paragraph -
headings, quoted
material,
enumerated
listinganda
separate reference
page |
Tables that are at
least three

‘columns wide,
| centered
 vertically and

horizontally.
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Performance

- Competency

- Portfolio

Exit Criteria ~ Tasks Expectations |  Assessment
2. Student will Student will key Three timed | Verification must
key five minute several teacher writings must be at | be signed and
timed writings at a | selected time¢d | a speed of a included in

marks to indicated
needed

| corrections.

with 95% accuracy

speed of 35 | writing from. | minimum of 35 student portfolio.
NWPM unfamiliar copy of | NWPM See”
high syllabic | S Figure 17
intensity using
touch typing
| method
3. Students can When student is Students will use
| identify commonly | given a rough dray | the correct or
used proofreader’s | unformatted appropriate
‘symbols business .| proofreader’s mark
CPS7,S6, BTC1 - | document, will use | to make -
the appropriate | corrections on a
proofreader’s. . | business document

| 4. Student will be-
able to produce
form letters
CPS7, S5, S4,
BTC9

When student is -
given information
for the production -
of form letters will
use the appropriate
software to : -

1. Create a data
base .

2. Create original
document to be
merged

3. Merge letters

4. Print letters -

| Student will

complete the -
merging process
with 100% . -
accuracy

Verification will
be completed by
teacher for
inclusion in
portfolio. See «“
Figure 20
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Performance

Portfolio

| _ Competency
Exit Criteria Tasks - Expectations | Assessment
5. Student will | On all documents | All copies
demonstrate produced by produced by the
knowledge of students should students should be
correct application | observe correct | mailable -
of guidelines for punctuation rules, |

numbers,
capitalization and
punctuation rules
CPS1, S6, BTC1

number expression
‘and capitalization
rules'

Student will be able

6. Student will Students will
have a knowledge | to identify and | define:computer
of database define database terminology as
management management assigned by teacher
systems computer “with 95% accuracy.
CPS6, S5, S4, terminology.
BTC9 T
7. Student will Student will learn: | Given a list of ten
have basic 1. Design a data data records,
knowledge of base record file | students will
database 2. Create anew | design, create, save
management database file rctrieve; sort and
software 3. Save a data base | query file with 95%
CPS6, S5, 84, 87, | file accuracy.
BTC9 4. Sort records. Print

5. Run a query

6. Insert a new

record

7. Delete a record.

8. Print a data base

file
8. Identify and Students will be Given a list of 10
define the able to identify and | electronic

| terminology related | define electronic spreadsheet terms,
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Portfolio . B

concepts of

save, retrieve, write .

student will design,

_ ~ Performance ‘Competency |
* Exit Criteria Tasks  Expectations |  Assessment
to electronic - spreadsheet | student will define
| spreadsheets terminology ‘with 95% accuracy. |
CPS6, 7, 84, S5, SN |
S7, BTC9 | S |
9. Students will Students will ' Given a problem by
demonstrate basic | design and create, | the teacher, the

electronic simple create, save, =
spreadsheet mathematical retrieve, write a
‘software formulas and print | simple formula
S4,7, CPS6, CPS7, | finished with 95%.accuracy
BTC9 " | spreadsheet = - S T
10. Student will = | Students will list - | Students will be

demonstrate their

twenty uses of

given a selected

| understand the
ethics of software
use.

CPS5, S8, BTC2

research the ethical
and unethical uses
of computer
software and the
financial impact

knowledge on the computers assignment in
impact of " which they will
computers in | have to list the
society. | twenty uses of .
-CPS6, S3, BTC9 | computers of
society and provide
a short of }
explanation for
| each answer with
-95% accuracy -
11. Student will Students will List five unethical

practices of the use
of computer
software
(Discussion)
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- Figure 14.. Core Competencies-Introduction to Business

mathematical
calculations with
calculator on
various topics:
interests on loans,
earnings on stock

abletousea
calculator to do
simple
mathematical
calculations

involving finding |

problems, students
will be expected to
use a calculator
and complete - -
assigned problems
with 95%

‘ Competency Portfolio
Exit Criteria Performance - | . Expectation |. Assessment-
Task R '
1. Define Students will When given a list -

terminology define and of terms, students
commonly used | correctly use will define with-
in the business business and 90% accuracy
environment economic L
CPS2, S3, BTC1 | terminology

' | related to the

units covered in
. } approved text
2. Utilize Students will Given several
| decision-making | demonstrate basic | scenarios students

skills related to steps in desion will use basic
their role as making process | decision making
consumers, wage | and apply to steps to solve . -
earners and common problems related
citizens problems related | to being a
CPS5, 7, S8, to a wage earner, | consumer, wage
BTC6 citizenanda | earner or citizen. |

' consumer.
3. Student will Student will Demonstration
research ethical | choose one of student’s

| issues related to | ethical issues expository
business and | related to writing skills and |
economics. | business and critical thinking
CPS1, S8, BTC2 | economics and skills
. | will write a short | |
research paper. |

5. Make simple | Student willbe | Given a set of
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~ Competency

pi *bPovrtfolio

CPS2, S8, BTC8 - |

 Exit Criteria Performance - Expectation Assessment -
| Task | "
5. Make simple | Student willbe- | Givenasetof - -
mathematical abletousea | problems, students
calculations with | calculator to do | will be expected
calculatoron | simple |tousea calculator
various topics: - | mathematical | and complete
interests on loans, | calculations | assigned problems
earnings on stock | involving finding | with 95%
investments, - | interest on loans, B accuracy.
simple payroll - | earnings from |
calculations. o stock investments
| CPS7,S87,86, | and simple payroll |
BTC5 calculations.
6. Identify dress - | Students will Students will be
| and appropriate discuss | able to distinguish
| behavior for job - | importance of between _
|interview | appropriate dress | appropriate and
CPS2,S2, BTC3 | in various non-appropriate
. .| business | dress in a given
environments = | work
environment.
7. Given alist of | The student will Student rating | Student will
leadership | rate - | below average (3) - | include the
qualities such as | himself/herselfa - | will writean = | leadership rating
| initiative, | rating on each improvement plan sheet with steps
imagination, quality using this | to correct the for improvement
independence, scale: 5=very ‘leadership quality | with time-line for
individuality, ‘high, 4=high, | he/shehas | making needed
| motivates people, | 3=average, 2=low, | evaluated to be improvements. | -
inspires | 1=very low deficient. See “ '
| confidence and E ’
delegates o -
responsibility. Figure 21
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the ability to
maintaina

prepare deposit .

slips, checks and

describe all facets
of maintaining a

- 1~ .| Competency Portfolio
- Exit Criteria | Performance | Expectation | Assessment
| | Task | -
| 8. Demonstrate | Students will | Identify and

| understand
opportunities for
- | business
ownership,
 elements and

‘free enterprise

ad'varltages_.of the.

and definitions
associated with

business ‘
ownership

| recognize
opportunities and -

options for
business
ownership.

| checking account | check register “checking

| including a | given specific’ - | accounts with

| fundamental instructions. | 90% accuracy.
understanding of Students will - | Demonstrate the
the terms | reconcile a bank | ability to: a)
associated with | statement. . | Prepare a deposit

| checking ST | slip; b) Maintain
accounts. | acheck register
CPS7,S3,S5 | and ¢) Reconcile

o | a bank statement.
| 9. Identify and | Discuss terms | Identify

necessary parts of |
| an economic

| system and given
| an example of

| each economic
part. ol

system - -

CPS7,S3, BTCS




~ Tigure 15. Spccialization' Compétencies--Accounting and Finance

S . Competency Portfolio
Exit Criteria Performance Expectations - Assessment
‘ ‘ Task ’ '
| 1. Student will Students will ‘| Student can
understand the answer selected substantiate case
- | accounting cases for critical decisions based on
environment, | thinking at the end | ethical practices
ethics and | of each chapter. | of the accounting
| communications ’ profession. (The
' CPS2, S8, BTC1, | student’s decision
‘BTC2,BTC4, about whether a
AFS2 case is ethical is
not assessed on
| right or wrongs of .
| an answer, as long
as the answer does
not violate a law..
Studentisto
demonstrate
critical thinking
skills. Students
are also expected
to verbally
articulate their
thoughts in
organized manner.
2. Student will -~ | Correct ~Students are Verification
describe and apply | accounting expected to be 'should be entered
accounting .| principles are able to identify in the students
- | principles and applied to all principles and ‘portfolio,
concepts for the | problems | concepts with ‘indicating that
| forms of business | completed during | 100% accuracy. | students can
ownership the course. identify
covered in | Students are accounting
Beginning expected to concepts and
| Accounting: identify and principles. See
Sole | describe specific “Figure 22
‘proprietorship, | accounting '
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~ Exit Criteria -

Task

Performance N

~ Competency_

Expectations

: ,Portfollo ,
Assessment P

T Partnership and - r_‘.prmc1ples and

| conceptsas. .
l:problems are
| worked' and

d1scussed

| Corporation -

- |cpsy, s3, BTC6, -

| AFS1, AFSZ
o "AFS6

= Students w111

.| complete the 4

o -Accountlng Cycle
|foraSole:

RN 'propr1etorsh1p, S
o '»‘"Partnersh1p and
- | Corporation, both_ '
e 'manually and
~ | using automated S .
N ‘;‘equ1pment Sign AT
| cpse, 7, 85, s3 ¥

| BTOY, AFSL, |

; j‘be able to

-AFSZ AFS4

"_"Student Wﬂl R

| complete a-

] Relnforcement
"Act1v1ty, that. -

‘| demonstratesa
»vcomplete cycle for.
" each formof =~
“business
ownership

- | 1% Student will -
"_":;':“complete an audltf
J"test over the
1 ‘completed

Remforcement

f‘,Act1v1t1es thh

95%: accuracy

AT e
, Re1nforcement S
S _'Act1v1t1es-—manual At e

‘the student,

| evaluating the

| differences in the
| three forms of -

- |‘ownership. and

" from’ completmg
-~ |an automated ,
| problem. -

and automated

written report by

how the manual
problem dlffer

4. Student will be
Z1dent1fy and’

o j",[:f define accountmg
= terminology -+ =
| S6,BTCI;, AFS2

‘able to 1dent1fy
-accounting

"1ntroduced

Students w1ll

terms as they are .

: v'A't'the'end ofeach |~
| chapter, students A
will deﬁne k
’ accountmg terms
‘ "w1th 100% e
‘ _accuracy

|'5. Students wi’ll
| know Cash
o :Management |
‘procedures (CPC Q‘jj

| Standards)

| cps7, 85,84,
| Breo, BTCS,

" Reconc1l1at1on :

“Student w111
| prepare: .
| 1. Bank *

(manually and .

| using automated

software)

10 Students w111
= ‘vcomplete . s :
[ performance tasks | EE
| with 95% . St
| accur_acy |

‘will be: 1ncluded inf: o
| the students :
| portfollo w1th a.
2. The . ]
1 Remforcement
| Activities W1ll
e graded onthe
~. | proper formattmg
Cland oo ‘
e "documentauon _of 1
- | accounting data




federal withhold -

deductions, state |

. o : ~Competency Portfolio
| Exit Criteria Performance - Expectations Assessment
| Task L : R
- | AFS2,AFS3 | 2.Establishand |
N . - |'maintain Petty |
- |- Cash and change
| accounts.
3. Identlfy Cash
control te_chn_lques S
and cash flow [
concepts. '
6. Students will - | Students will Students will .~ | Formally entered
| beabletousea | learn: complete an Reinforcement
computerto | 1. Enter datain a accounting cycle | Activities will be
| maintain | computer using | forasole ~ | usedto
- | accounting - accounting - - | proprietorship, | demonstrate
| records. (CPC software. | partnershipand | student
» ’Sta'r'idard_s)CPSG, | 2. Student will - 'co‘rpor,ation with | competency in
| 7,84, S5, BTCY, - follow software = | 95% accuracy this area.
| BTC5, AFS2, | procedures for R '
| AFS4- | entering
L | accounting data
| 3. Students will
| print accountmg
|data
:7 Describe and | Complete payroll | Students are - Teacher will
: apply basic - | problem that | expected to make | include
payroll theory and ‘include: | entries with 100% verification that |
' procedures - 1. Calculating -accuracy * | the students have
including : Weekly employee o a basic knowledge |
"wlthholdmg.andv‘ wages and ol of payroll ‘
tax reporting. overtime pay. - procedures.
‘CPS7,S6, 3. Using ' Problems should
| S4,BTC9,AFS2, | employee  be included in
- |AFS5 | withholding charts portfolio
o ' to determine | demonstrating

student can:’
e Compute -

| withholding

gross and net




| ExitcCriteria |

Performance
Task

1 Competency
: Expectatlons

Portfollo —1

Assessment

| deductions and -

= | __'other payroll
+" | deduction.
i 4 Calculate net

'obhgatlons
~1'10. Make entr1es f‘ |

e Make‘ entriesto |
A ‘vrecord employer |

o record the

e payment for the

5 deductlons FICA " e

. Maintain
’ mployee eammg

| employers payroll | -

e '_;v_Complete
' -j_fg'jemployee tlme;' o
~card - :
e Prepare
1 _.employee
L ‘earning .
- records
o -Record
1 information in_

employee

- record

Prepare

Payroll P R

! tax obligations. - |




APPENDIX C: Samples of Portfolio Verifications
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' Flgure 16 Techmque Check Sheet |
TECHNIQUE CHECK SHEET

Beglnmng Keyboardlng/ Computer L1teracy

You will periodically be observed to determme ‘whether correct typlng techmques have
been learne_d while in this course. The followmg rating will be used:

4 points (Excellent); 3 points (Good); 2poihts (Average); 1 point (Acceptable)

Student Name o , » Period Date

[ Technique Check Points_ - 4] 3] 2 1]0]

Comfortable relaxed position in front of keyboard

Key fingers curved over home keys

Right thumb is in postion over space bar

Returns using correct finger*

Reaches correctly and quickly for shift keys ‘

Strikes all keys using correct ﬁngerlng (eyes on
copy at all times)

| Save document as dircted

Retrives documents from files

Follows directions

*You can receive only a 4 or a 0.

Teacher comments:

Areas needing improvements:

Totallpoints earned: . } Grade:
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Figure 17. Timed Writing Verification Form

TIMED WRITING VERIFICATION FORM

Directions: Please attach this to your timed writing to be evaluated and checked for
speed and accurracy. ‘ -

Student Name R , ‘ o ’ ‘ _Periqd‘ Date
Timed Writing page number , , Secfgion Length: 3 mins.;_S mins.
Total words typed:
Total errors ‘ X 2 (words deducted for each error)
NWAM
Tmed writing verified by: v | Date:
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- Figure 18. Portfolio Samples , : _
"~ PORTFOLIO CHECK SHEET -

Beginning Keyboarding/Computer Literacy

Directions: The following document must be included in your portfolio folder.

Period

Student Name

Date

Documents

Verified

Personal Business Letter

Completed

Business letter

Simplified memorandum

Unbound Manuscript

67




Flgure 19 Advanced Document Venﬁcatlon B

PORTFOLIO CHECK SHEET

Directions: The folIoWing docurnents must bejinclnded’ in‘y_odr’ student poftfolio':' S

Student Name o - - Perlod Date -
[Documens [ Completed | Verified _
| Personal Business Letters T : —

Block Style

Modified block with indented paragraphs

Modified block with blocked paragraphs

Business Letters:

Block Style

Modified Block Style, w1th 1ndented paragraphs

Modified Block Style, with blocked paragraphs T

Long Manuscript, must show side headings,
paragraph headings, quoted material, enumerated
listing and a separate reference page. Your or1g1na1 ‘
report may be used as documentation.]

Tables with three columns centered Vertlcally and
horlzontally

| Resume
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: Flgure 20 Form Letter Productlon

FORM LETER PRODUCTION ;ERIFICATION'“;\:”  S

~ Directions: ¢ Omplete tlié-v""foiibwing mformatwnand ach to your form letter production

I packet

S StudentName S | .Penod Date >

el D'ﬂe:s’glf:ib'e.the step‘sxused'to‘set.ﬁp thedocument to 5-3 merged L

‘Did you have to use notes to complete this project?

* What steps will you use to retain the information learned in this unit?




Figure 21. Leadership Evaluation _
e ~ LEADERSHIP EVALUATION SHEET

Student name | e e Period - Date
Directions: Review the list of 1e_adershipv qualities and"'rafte yourself according to the ' .
following scale: 5-very hjgh;"‘4: ,I:‘I‘igh,v?"-‘average;. 2’v-loW’;‘an_d 1-very low.’
1. Initiative (begifi énd _cfoympl_e}te taks as ,d:irected ina fimely fnénnef) R

2. Imaginatidn (Analyzes pfoblem's for best >so.1ution) : :.

3. Independence (Can 'Qomﬁlete tasksfwithoUt the aid ‘(jf other--make independent

decisions.

4. Individuality(Realizes your uniqueness and the contribution can make to the

organization)

5. Motivates otherS(Cah encoUi‘age classmates and friends to put forth their best

efforts)

6. Can delegate reéponsibility (Assign task to others to complete, based on their

abilities)
Student evaluation of leadership abilities:
What are your areas of leadérship"weékness(S)? (Scored less than a 3)

Use the reverse side to continue to list ydur weakness(s). Write a plan for improvement.

70



Figure 22. Identifying Accounting Concepts ,
ACCOUNTING CONCEPTS

~ Directions: Identify the following Accounting Concepts by writing the answer in the
blank. You may not use any notes or textbook to answer t,hev qu'estions

o 1 Changes in ﬁnan01al 1nformat10n are reported for a spe01ﬁc 3
period of time in the form of financial statements, . .

2. Financial statements contain all 1nformat10n necessary to
understand a business’ financial condtion.

3.. Financial information is recorded and reported separately
from the owner’s personal financial information.] '

4. The same accounting procedures are followed in the same
way in each accounting period. :

5. Financial statements are prepared with the expectation that a
business will remain in operation indefinitely. :

6. The actual amount paid for merchandise or other items
bought is recorded. ‘ ‘

7. Revenue from business activities and expenses associated
with earning that revenue are recorded inthe same accounting period.

8. Business activities creating dollar amounts large enough to
affect business decisions should be recorded and reported as separate items in accounting
records and financial statements.

_ 9. A source document is prepared for each transaction.

10. Revenue is recorded at the time good or services are sold.

11. Business transactlons are stated in numbers that have common
values--common unit of measurement

Score Verified by
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